
Compensatory Time 2 

Personal Information                 

Reminder 

3 

State Health Plan         

Updates 

4 -  5 

Healthy U Kick-Off 

Event 

6 

Calendar 7 

September 28 , 2009 

Inside This                       

Issue: 
 

Awards CeremonyAwards Ceremony  
 

“Recognizing the commitment and 
outstanding contributions of              
Faculty and Staff of UNCSA” 

 

Proscenium Thrust Performance 
Place 

 

October 14, 2009 

12:30  PM – 2:00 PM 

UNCSA Employee Appreciation Day 

The HR HubThe HR HubThe HR Hub   
Volume 35 

University of North Carolina School of the Arts 



IMPORTANT ANNOUNCEMENT 

 

To all Managers and to all SPA Subject employees 

 

 

 

 

 

 

 

 

 

 

The HR Hub Page 2 

Compensatory Time 

Per the Office of State Personnel: 

When an SPA Subject employee has an unused balance of compensatory time, they 

are required to use that time as coded leave before applying vacation time. 

However, if during the monthly pay period and timesheet process an SPA Subject 

employee works over 40 hours, the compensatory time earned cannot be applied 

as coded leave prior to the date of the overtime worked. 

Compensatory time cannot be applied retroactively.  

Example: 

In Week 1  the employee works 38 hours and is required to apply 2 hours of Coded 

Leave in order to receive full pay for the week.  The employee does not have a bal-

ance of unused compensatory time.  The employee is required to apply accrued va-

cation, sick or other coded leave in order to receive full pay for that week.   In Week 

3 of the same pay period/month the employee works 42 hours, creating an unused 

balance of compensatory time.  These 2 hours can ONLY be used as coded leave 

within Week 3 of that pay period or in the future. 

Compensatory time can only be applied as leave within the 

work week it is earned or after. 
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If you have not yet returned the information form to HR, please respond.  Thank you! 

The Federal Government is requiring that ethnic and racial information be reported in a new way in order 

to more accurately reflect the demographic information collected.  In the past, forms for reporting race 

and ethnicity allowed individuals to self-identify with only one racial category from the following:  Asian, 

American Indian, Black, Hispanic, or White.  The new form allows individuals to self-identify their                   

ethnicity and race and to select more than one race and/or ethnicity.  The categories developed are not 

intended to be primarily biological or genetic in reference, but are intended to be thought of in terms of 

social and cultural characteristics as well as an-

cestry.   

We are asking for your assistance in updating 

our records with the new information by              

completing the Personal Identification Form.  

Please self-identify your ethnicity as:  “Hispanic 

or  Latino”, or as “Not Hispanic or Latino” and 

then select one or more races from the following 

categories:  American Indian or Alaska Native, 

Asian, Black or African American, Native Hawai-

ian or Other Pacific Islander, or White or               

Caucasian.  If you have not filled out the form, 

please stop by HR or email us at AskHR@uncsa.edu and one will be sent to you.  The completed form 

should be printed, signed and returned to HR as soon as possible.   

We are also asking that you update emergency contact information for your personnel file by providing a 

primary and secondary contact on the attached form.  Information provided is confidential for your               

personnel file only.   

If you do not have access to a printer, please stop by HR to complete the form.   

Personal Information Reminder 

REMINDER 

Stop by HR to update your  

emergency contact information. 

mailto:AskHR@uncsa.edu
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Location: 

Daniels Plaza 

Hanes Student Commons 



How can we help you?  Do you have questions you’d like answered but             

perhaps don’t have enough time to stop by HR and ask?  Chances are, if 

you have a question, someone else does, too!  If there’s a topic you’d like                       

addressed or explained, please let us know by emailing The Office of                          

Human Resources at AskHR@uncsa.edu.   

 

Names of those making the inquiries will remain confidential.   

Just Ask!Just Ask!Just Ask!   

September  2009September  2009  
 

 

 

 

 

 

 

 

OFFICE OF HUMAN                       

RESOURCES 
 
 

 

Tyka Calloway 

HR Specialist 

callowayt@uncsa.edu 

770-1428 Phone 

 

Ginger Salmons 

Records Management 

salmonsg@uncsa.edu 

770-1377 Phone 

 

Keyona McNeill 

Benefits Representative 

mcneillk@uncsa.edu 

770-1451 Phone 

 

Ashley Sanders 

HR Generalist 

sandersa@uncsa.edu 

770-1481 Phone 

 

Susan Porter 

Business Systems Analyst 

porters@uncsa.edu 

770-3318 Phone 

  “The Office of Human Resources is  committed  to functioning as a strategic                  

partner in the development and retention of a highly qualified, diverse workforce.” 

HR Staff Meetings:  Our office will 

be closed during these times. 
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