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August 18, 2021

The Honorable Ken Weyler, Chairman
Fiscal Committee of the General Court
State House

Concord, New Hampshire 03301

His Excellency, Governor Christopher T. Sununu
‘and the Honorable Council

State House

Concord, New Hampshire 03301

REQUESTED ACTIONS

1. Pursuant to RSA 14:30-a,. V|, authorize the Department of Administrative Services (DAS) to
retroactively accept and expend funds in the total amount of $411,661 from the Department of Energy
(DOE), the Public Utilities Commission (PUC), the Department of Agriculture, Markets, and Food
(DAMF), the Department of Business and Economic Affairs (BEA), the Office of Professional Licensure
and Certification (OPLC), the New Hampshire Department of Labor (DOL), and the New Hampshire
Council on Developmental Disabilities (CDD). Effective upon approval by the Fiscal Committee and the
Govemor and Executive Council for the period of July 1, 2021 through June 30, 2023. 100% Transfer from
Other Agencies. :

Funds are available, and proposed to be budgeted in 01-14-14-141010-57720000 Department of
Administrative Services, Human Resources Support Unit (HRSU), as follows:

REVENUE : FY 2022 FY 2023
CLASS DESCRIPTION REQUESTED | REQUESTED
001-484926 E;ir;s;fers from Other Agency — Department of . $6,000 $6,000
- Transfers from Other Agency — Office of
001-484921 Professional Licensure and Certification $58,690 $63,070
001-484922 T rapsfers from Other {\gency_ — Department of $35,879 $38.559
Business and Economic A ffairs
Transfers from Other Agency — Department of ”
001-484918 | Agriculure, Markets and Food $27,337 $29,378
B Transfers from Other Agency A
001-484902 ) _ Developmental Disabilities Council 53,075 $3,305
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NCass DESCRIPTION REQUESTED | REQUESTED
001-484955 g;a;i?;:igzm Other Agency — Public Utilities $12,300 $13.220
001-484952 Enmﬂgf“ from Other Agency ~ Department of $55,356 $59,492
' Total Income $198,637 $213,024

ey DESCRIPTION REngEosz’?ED REQ:J::%?ED
018-500106 | Overtime $£1,800 $1,100
020-500200 | Current Expenses $1,4%! $1,084
029-500290 | Transfers within an Agency $8,100 38,100
037-500174 - | Equipment $1,550 $1,500
038-500175 | Software $995 $995
039-500180 | Telecommunications $2,250 $2,250
050-500109 Personal Serv-Temp PT 585,817 $93,771
057-500534 | Subscriptions - Online $800 $800
059-500117 | Temp Full Time $56,282 $61,599
060-500601 | Benefits $39,047 $41,265
070-500704 | In-State Travel $560 $560
Total Expenditures .:$198,637 $213,024

2. Pursuant to RSA 124:15, and contingent upon approval of Requested Action #1, authorize the
Department of Administrative Services (DAS) to establish a temporary, full-time Administrator | (labor
grade 27) position to manage day-to-day operations of a new unit within DAS’s Division of Personnel
(DOP), called the Human Resources Support Unit (HRSU), that will provide human resource support
services for various smaller agencies as agreed under inter-agency MOUs. Effective upon approval by the
Fiscal Committee and the Governor and Executive Council through June 30, 2023. 100% Transfer from
Other Agencies.

EXPLANATION

In FY 2021, the'DAS Division of Personnel (DOP) worked with several agencies to pilot a new approach
and unit, called the Human Resources Support Unit (HRSU), for the purposes of providing human resources
(HR) management support services 10 smaller-sized agencies that cannot support a full HR team on their
owi. :

The establishment of the HRSU is a component of the DOP’s broader plan to moderize the State’s
personnel management practices. On February 1, 2020, pursuant to Chapter 346:243 (Laws of 2019), DAS
submitted a report to the Governor, Speaker of the House, and Senate President summarizing four goals
following DOP’s review of the State’s personnel system (see attached). The goals of this plan include,
among other activities, enhancing customer service to agencies and employees and developing statewide
policies and standard operating procedures to standardize HR practices and ensure legal compliance
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statewide. This work includes adjusting DOP and agency HR roles to ensure that all agencies receive the
top-notch HR services critical to achieving their missions. ‘
Smaller agencies typically have one staff person, often doing HR work on a part-time basis along with other
business-related functions, struggling to fulfill the agency’s HR needs. In smaller agencies, staff who
perform HR functions do so irregularly and, therefore, have little opportunity to develop general familiarity

- or expertise in HR work. Participating in the HRSU, which operates under the guidance of experienced

and seasoned DOP staff, provides for more timely, comprehensive, and accurate HR support for these
agencies.

For most agencies, the HRSU provides a full array of human resource and payroll services including, but
not limited to: .

e Advising on and entering position and employee transactions.

e Advising on position reclassification needs and processes.

« Coordinating employee reviews and implementing increments.

» Assisting with disciplinary issues and actions.

. Hélping employees as needed, including with extended leaves of absence.
e Overseeing timecard submissions for payroll.

» -Conducting staffing analysis in support of the agency’s strategic objectives.

Each mter—agency HRSU MOU identifies the HR support services to be provided and specifies lhe fee for
such services. Inter-agency MOUs with DAMF, OPLC, BEA, DOL, and CDD were approved by the
Governor and Executive Council on June 16, 2021, item #146. Inter-agency MOUs with DOE and PUC
were brought forward to the Governor and Executive Council for approval on August 4, 2021. Copies of
the fully executed MOUs for SFY's 2022-2023 are attached for reference.

HRSU service fees are based on the number of full- and part-time employees in the agency (using a full--
time equivalent (FTE) count where part-time employees are counted as a fraction of an FTE.! Some

agencies have chosen to retain certain human resource functions or to continue to fund an existing staff

person to be reassigned to the HRSU in lieu of a direct payment. In these situations, the ailocation of human

resource and payroll responsibilities, and/or adjustment to the service fee, is specified in the inter-agency

MOU. Further, as outlined in each MOU, DOP works with participating agencies to evaluate the HRSU

service provided and address any HRSU performance and service delivery concerns.

Staffing for the HRSU is based on an industry standard of one human resources (HR) staff’ per 100
employees served. Under this industry standard, an efficiency of scale is realized once the number of
employees served reaches around 700, which supports an HR staff team of sufficient size to provide the
needed expertise and coverage across all areas of responsibility. HRSU rates are based on this staffing
standard. Based on this standard, the HRSU can currently support four staff to service the approximately
400 full-time equivalent employees within the seven agencies now participating. DOP proposes to staff the
HRSU with two full-time staff, one of whom is a Department of Labor employee currently assigned to the
DOP HRSU, and three part-time staff (each working from 60-75% of the work hours of a full-time staff on

' The number of Tull-time equivalent employees served by the HRSU is delermined by counting regular pan-time staft' as 0.5 of a
full-time employee, and per diem part-lime staff at 0.15 of a full-time employee. This adjusiment reflects the reduction in services
and support required by part-time employecs.
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'HRSU functions). The additional full- and pan-time staff will be hired if this request is approved. Exlst}ng
DOP staff will provide additional support as needed, particularly in areas requiring specialized expertise,
until participation in the HRSU grows to the level needed to support a full, well-rounded human resources
staff within the HRSU itself.

Funds are to be budgeted as follows:

Class 18 — Overtime: Covers overtime by HRSU staff and DOP staff assisting with HRSU
operations. ‘

Class 20 - Current Expenses: Supplies, copier expenses, and miscellaneous expenses for HRSU-
dedicated staff (includes the full-time and part-time staff proposed here, and one DOL-funded
employee assigned to the HRSU). :

Class 29 — Transfers within an Agency: Payment for use of Bureau of Education and Training
office space required for HRSU-dedicated staff, which is rented space.

Class 37 — Equipment New Replacement: Budget for new/replacement of equipment for new
staff and replacement of one computer per year beginning in FY 2023 to maintain a standard
replacement schedule.

Class 38 - Software: Annual license for Adobe Pro, to create and modify HRSU-agency
documents and forms, and for Visio, to manage and maintain agency organizational charts and
HRSU business process flows. ‘

Class 39 — Telecommunications: DOIT charges for HRSU-dedicated staff.

Class 50 — Personal Services — Temporary Part-Time: Funds salary for three part-time positions,
two Human Resources Technicians, LG 17, working 22.5 and 29.5 hours/week; and a Human
Resources Coordinator, LG 21, working 29.5 hours/week.

Class 57 — Subscriptions — Online: To provide HRSU staff with access to online human resource
recruitment and information services.

Class 59 — Full-Time Temporary: Funds one position, an Administrator I, LG 27, to manage day-
to-day HRSU operations, supervisor subordinate HRSU staff, and liaison with HRSU-participating
agencies. '

Class 60 — Benefits: Benefits for full- and part-time employees funded above.

Class 70 — In-State Travel: In-state travel is included to permit HRSU staff to visit participating
agencies as needed to consult in person with employees or agency management.

The following information is provided in accordance with the Comptroller’s instructional
memorandum dated September 21, 1981.

I) Personnel Involved: Establishes one new full-time, temporary position, and provides funding for

additiona! part-time positions, under a new unit under the direction of the DAS’ Division of
Personnel. No personnel are involved as these positions are not filled.

TDD ACCESS: RELAY NH 1.800-735-2964
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2) Nature, Need, and Duration: These positions are needed to provide human resource support
functions for participating agencies as agreed under inter-agency MOUSs. The positions are needed
for the duration of the MOUSs, which. currently run through June 30, 2023. Should the HRSU MOUs
with these participating agencies be renewed for FY 2024/2025, DAS will work with the agencies to
build this funding, and needed HRSU positions, into the respective budgets.

3) Relationship to Existing Agency Program: The HRSU will operate as each participating
agency’s human resource office and act independently from DOP’s core operations to perform human
resource actions at the request of each agency being served. DOP staff will provide expertise and
intermittent support to the HRSU as needed, much as they currently provide to other agency human
resource offices. DOP will continue to review and approve transactions submitted by the HRSU as
they do for all agency human resource offices.

4) Has a similar program been requested of the legislature and denied? No

5) Why wasn’t funding included in the agency’s budget request? This unit was established as a
pilot-program in FY 2021. It was unknown if the program would continue into FY 2022-2023 and,
if so, how many agencies would choose to participate. Therefore, DAS could not accurately estimate
revenues or propose funding for the HRSU in the FY 2022-2023 budget request. Moreover, DAS’s
MOUs with agencies participating in FYs 2022-2023 were finalized and approved by G&C on June
16, 2021; and the MOUs with the DOE and PUC established in July 2021 after the FY 2022/2023
budget was passed. : :

6) Can portions of the grant funds be utilized? No.

7) Estimate the funds required to continue this position(s): Approximately $160,000 per year is
required to continue to fund these full- and part-time positions beyond FY 2022-2023.

The majority of the agencies included in this request engaged initially with the DOP in FY 2021 to pilot
the new HRSU approach and now wish to continue their agreements through the coming biennium (SFYs
2022-2023). During the next biennium, DOP will work with other smaller agencies to incrementally move
their HR responsibilities to the HRSU, at the discretion of each agency. DAS will work with the Fiscal
Committee and the Governor and Executive Council to dccept and budget additional funds and establish
additional positions, as needed, based on the employee counts of future participating agencies.

This request to accept the funds is retroactive because the beginning date of July 1, 2021 associated with
this request is the new biennium. It is the policy of the Fiscal Committee of the General Court to act only
on items within the current biennium and this is the first meeting in the new biennium.
The Department of Administrative Services requests approval of this request.

Respectfully submitted,

O

Charles M. Arlinghaus
Commissioner
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January 31, 2020

Governor Ciru'istopher‘T. Sununu
State House
Concord, NH 03301

Senator Donna Soucy
Senate President
State House
Concord, NH 03301

Representative Stephen Shurtleff
Speaker of the House

State House .

Concord, NH 03301

Dear Governor Sununu, Senator Soucy, and Speaker Shurtleff,

Pursuant to Chapter 346:243 (Laws of 2019), the Department of Administrative Services
(DAS) and its Division of Personnel (DOP) submit this report of its review of the State’s
personnel system. ,

This submission is a preliminary report on a longer-term effort to significantly modernize
systems, structures, and procedures in ways that enable the state’s human resource
. professionals to better service employers and employees.

We hope to talk to you often about improvements being made and to answer questions that
might arise now or in the future.

Respectfully,
Charles M. Arlinghaus ~ Lorrie A. Rudis
Commissioner ‘ Director, Division of Personnel

-
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NH Department of Administrative Services,
Division of Personnel
Report to the Governor and Legislature on

Modernizing the State of New Hampshire’s Personnel Management Practices
February 1, 2020

Introduction

Pursuant to Chapter 346:243 (Laws of 2019), the Department of Administrative Services (DAS)
and its Division of Personnel (DOP) submit this report of its review of the State’s personnel
system. " :

The State’s personnel system is a foundational driver affecting the ability of the state’s 40
agencies to meet the needs of state businesses and residents. The personnel system is complex
and includes its organizational structure, the policies and procedures we develop for
managing state personnel, the classification system that governs all state positions, and the
personnel system’s legal underpinnings consisting of state and federal law, administrative
rules and various collective bargaining agreements.

The State of New Hampshire is one employer and not a collection of individual agency-based
employers. We must compete to attract the best talent, make it easy to apply for a job, support
agencies to recruit the best talent, and help employees advance and grow across their careers. b
Agencies require a personnel system that is built on standardized procedures and that allows
them to efficiently process their day-to-day personnel business needs.

Over the last year, at the direction of the Governor, members of the legislature, and with
ongoing input from agency leadership and human resources staff across the state, DOP and its
new leadership team has been moving forward with several initiatives to modernize the
State’s personnel system. DOP is focused on four areas for improvement of the State’s current
personnel management structures and practices:

I. Statewide Development of Personnel Policies and Standard Operating Procedures -
For a large enterprise such as the State of New Hampshire, personnel policies and
corresponding standard operating procedures (SOPs) across all areas of personnel
management should be developed at the state level, in this case by DOP, in order to
drive consistency and legal compliance. This approach is efficient and allows agency -
HR staff to focus on their operational personnel management responsibilities.

. Organizational Structure -DOP provides large and small agency heads and HR offices
with high-quality personnel management guidance and support. DOP has developed a
competency model under which it trains agency-based staff on a particular policy and
standardized procedure and then delegates HR transaction processing and approval
authority to agencies whose activity is then audited by DOP for compliance. The
largest agencies with large HR offices can take on complex HR management
responsibilities. Smaller agencies with scant HR resources would benefit from the
consolidation of HR functions. '



III.  Job Classification System Review - DOP is working to simplify the set of position
types and job classifications used in state government to better align with federal
standards. Research is underway to modify the Job Classification System in order to
increase agency flexibility to atiract and retain high-caliber employees.

IV. Review Legal Foundation of Personnel System - The state personnel system operates
at the complex junction of federal and state laws, state administrative rules and nine
(and an ever-growing number of) Collective Bargaining Agreements. Complexity
undermines goals to standardize and inevitably leads to errors and risk for the State, its
agencies and employees. All stakeholders to the personnel system need to work
together to simplify the system wherever possible.

I. . Gtatewide Development of Personnel Policies and Standard Operating Procedures

NH State government is a single employer and DOP is the central hub of the State of New
Hampshire’s personnel system. DOP’s work to develop statewide employment policies,
standard operating procedures, and record keeping requirements results in consistency across
all agencies and enhances compliance with federal and state labor and health benefit laws, the
fair and equitable treatment of employees across multiple agencieé, and minimizes legal and
financial risk to the State as a whole. Examples of statewide policy development underway
include a Respect and Civility in the Workplace policy and an accompanying SOP as required
by Governor Christopher Sununu’s Executive Order 2020:01 and the development of an SOP
for uniform processing of requests under the Family and Medical Leave Act.

In the 2020 legislative session, LSR 2020-3113 if passed would clarify DOP's authority to issue
statewide policies, procedures and other guidance. The passage of this legislation is an
important foundational step to further standardization of the state’s personnel system.

I1I. Organizational Structure and Changing Roles of DC\)P and Agency HR Staff

A. Changing DOP and Agency HR Roles

As DOP continues with standardization of operational processes, the roles of the DOP
central office and agency HR offices inevitably change. In the past, the absence of SOPs
caused DOP to act as a central processing unit that approved over 10,000 personnel
transactions per year, often to the frustration of agencies because of the delay associated

with central approval.

DOP's role is shifting as it develops statewide policies and SOPs. DOP now serves a
critical training role for statewide HR staff by certifying staff competencies to perform
different HR functions or roles. This training role supports DOP’s delegation of the
processing and approval of routine functions to all agencies including, for example,
authorizing agencies to hire between steps 1 and 3 provided that they document the reason
for hiring at a higher step. It also supports the delegation of more complex personnel
functions, such as the reclassification of certain positions, to the larger agencies that have
larger HR offices. The gencies support the delegation of these functions to themn because

2



they avoid the delay associated with seeking central office approval. As agencies’ roles
evolve to processing more HR transactions, DOP’s role will continue to evolve,
incorporating an audit function to ensure the integrity of all HR processes. This auditing
will reveal areas where further training is required. Overall, this process of training,
process delegation, auditing and retraining yields a highly-trained and proficient statewide

HR staff.
B. Providing Tools to Supporf HR Management: NHFIRST and HR Metrics

Proficient HR processing also requires the tools to support process standardization. DOP
must work continuously with DAS's Division of Financial Data Management (FDM) that is
responsible for NHFIRST, the state’s HR Management Information System, and the
agencies to improve the functionality of NHFIRST, automate standard work processes and
provide a better user experience for HR staff, employees, and applicants. This work
involves improving NHFIRST's flexibility through the design of process flows to
administer complex functions such as leave management, benefits eligibility, time
reporting, and special pays (e.g., hazardous duty, shift differentials), 2 complexity driven
by the multiple position types, classification titles, and pay variations recognized in NH
state government. Significantly, the path to process standardization and compliance
auditing through advancement of NHFIRST automation requires budget support.

One benefit of improving NHFIRST’s functionality is that DOP and the agencies can
increasingly use metrics to monitor the efficiency of HR operations and determine where
additional staffing, improved training materials, or process evaluation work might be
needed to improve timelines or quality at the state and agency level. Agency HR offices
also need to develop staff into dedicated management analysts. These specialists can '
analyze employee and position data, conduct process evaluations; prepare metrics and
other management reports, and explain how metrics can be used to inform business
decisions at various levels within an agency. Agency HR management analysts can work
hand-in-hand with state-level analysts and human resource information specialists within
DOP to identify areas for process and efficiency improvement in statewide HR operations.

Additionally, custorner feedback, from both a'gency management and employees, is
another key input that DOP will be using to guide improvement efforts across the
personnel system.

C. Organizational Structure; Right-Size Agency HR Resouzces

To ensure that centrally-defined policies and procedures are carried out consistently across
individual agencies requires that the State establish structures and mechanisms that build
statewide coordination and communication and move away from autonomous action at an
agency level. For larger agencies, with numerous dedicated and specialized HR staff, it
makes sense to strengthen and empower their staff to handle most of their personnel
management operations consistent with statewide standards so they can efficiently process
agency personnel management needs.

For smaller agencies that cannot dedicate a full time equivalent staff person to HR
management and hence lack HR expertise, a certain degree of centralization or
consolidation of HR operations across agencies is likely the best model to meet the



personnel management needs of those agencies and their employees. For example, it is
common in smaller agencies that the staff person responsible for HR administration and
employeé customer service is also responsible for any number of other functions such as
payroll, business administration and other support functions. The diffusion of
responsibility does not support the development of HR expertise and places the state and
employees at risk. Centralization or consolidation of HR operations for these smaller
agencies will allow greater compliance with laws and SOPs and provide better service to
employees. In order for this model to be successful, agencies would have to support the
financing of staff which should not prove to be a barrier since there is precedent in DOP’s
current budget where several positions are supported with agency income.

III.  The State’s Job Classification System

A. A More Flexible Classification Plan

Across NH's state agencies, one of the most frequent areas of noted concern is the State’s
system for classifying and re-classifying positions under the State’s Classification Plan, and
restrictions on hiring and compensation that result from this plan. On top of these
frustrations, the nature of work within the government sector has changed dramatically
since the last significant overhaul of the State’s Classification Plan 20 years ago.

DOP conducted extensive research to understand concerns with our current system and to
learn how other states and public entities have modified their classification systems. Based
on this work, DOP is moving forward to modify and update the State’s Job Classification
Plan: '

e To reduce the total number of job titles, with each job title linked to one from a
national standard of occupation titles and descriptions?; '
e To provide more flexibility for agencies to exchange education and experience in
qualifying candidates for a position; and
_e To allow for a wider range of possible salary levels under each job title based on
the specific functions and requirements of a position and the skills and
performance of the employee.
This approach will provide for a more flexible system for managing positions, and hiring
and retaining talented staff, while maintaining the integrity of the Classification System to
provide for consistency in compensation for positions with comparable duties and
responsibilities.

B. Creating More Salaried Positions

Of particular concern is the need to maintain compliance with Federal laws regarding
hourly and salaried employees. In most ways, more than 90% of state employees are
considered hourly employees -- even the vast majority of employees in professional and
management positions. Federal employment laws distinguish between positions that are

1 Standard Occupational Codes (SOC) and O*Net are national level resources that could be utilized to redefine
New Hampshire's Classification Plan.



exempt and non-exempt-but the state classification system has not kept up so that there are
senior managers overseeing hundreds of employees who are treated as hourly. Professional
staff like accountants or architects joining the Executive Branch from a salaried position
elsewhere are surprised by some of the cumbersome restrictions this creates (“don’t reply
to any email outside of the 8:00-4:30 day”). The state can and should move to have salaried

professional and managerial positions in the classified ranks.

IV. Review of Laws, Rules and Collective Bargaining Agreements

The state personnel system has many legal sources that govern its operation including federal
and state laws, state administrative rules and an ever-growing number of Collective -
Bargaining Agreements (currently 9, soon to be 11). This complexity often requires DOP,
FDM, and agency HR and payroll staff to spend precious staff resources administering these
complexities at the expense of other important priorities. All stakeholders to the personnel
system have an interest in simplifying the personnel system wherever possible. Complexity
undermines goals to standardize and inevitably leads to errors and risk for the state, its
agencies and employees.

DOP is in the process of reviewing all laws, administrative rules and Collective Bargaining
Agreements to identify areas where there is an opportunity to clarify and simplify provisions
that are binding on the state. This review work will yield a list of proposed changes to these
legal authorities.

V. ‘Conclusion

The state’s personnel system is in the process of evolving to best meet the needs of the state’s
agencies and employees. Change is underway, and it takes time. DOP is moving in the right
direction by developing statewide policies and SOPs and delegating responsibilities to
agencies when appropriate to speed up many of the processes within personnel
administration. Limited resources affect how much can be done while still maintaining day-
to-day operations. DOP and agency HR staff are extremely dedicated and working together to
accomplish the process improvements that are required to modernize the State’s personnel

system.

DAS is committed to keeping the Governor and legislature informed about its progress with
improving the personnel system. Please contact us if you have any questions or concerns.



MEMORANDUM OF UNDERSTANDING

A. AGREEMENT

This Memorandum of Understanding (MOU) between the NH Department of Agnculturc _
Markets and Food (DAMF) and the NH Department of Administrative Services (DAS) sets forth
the terms and conditions for provision of certain human resource support services for the DAMF
by staff within 8 Human Resources Support Unit (HRSU) under the DAS Division of Personnel
(DOP). In exchange for such services, DAMF will pay $27,337 in FY 2022 and $29,378 i in FY
2023 to DAS.

B. STAFF AND SUPERVISION

DAS will provide human resources staff within the HRSU, under the direction of DOP
personnel, with appropriate knowledge and experience to provide the necessary human resource
functions as outlined in this agreement. DAS’ DOP will be solely responsible for hirnng and
supervising such employees. DOP staff will assign and approve work tasks, approve leave
requests, assign training, and approve timesheets for HRSU position(s) supporting DAMF.

DAS is responsible for ensuring that the HRSU is adequately staffed to provide satisfactory
human resources support services to DAMF, and other agencies served by the HRSU.

C. SCOPE OF WORK

Human resource support requests from DAMF shall be coordinated through a single designated
liaison position within DAMF. The liaison will work directly with DOP's Human Resource
Specialist — Generalist overseeing the HRSU staff. Several staff persons, who comprise the
HRSU staff under the direction of DOP’s Human Resource Specialist — Generalist, will provide
support services.

Human resource support services provided by HRSU staff shall include, but not be limited to:

e Prepare and enter employee and position transactions in compliance with abplicable
Personnel Rules and Collective Bargaining Agreements.

» Manage DAMF personnel files.

¢ Research and resolve sysiem errors and problems to ensure proper processing of
transactions affecting employment status and pay for employees.

s Manage timecard submission and payroll processing.
= Prepare initial job reclassification request materials.

« Advise on and finalize reclassification materials and coordinate their review with the
DOP’s Classification Section.

e Revise supplemental job descriptions, post open positions, and perform other recruitment
functions, including certification of candidates, preparation of hiring waivers; and
coordination with the DAMF Business Office and DAS Budget Office, as needed.

HRSU MOU - Services Only : Page I of 3



» Coordinate performance reviews, increments, individual development plans, and
discipline (including, for example, withholding an increment or a letier of waming).

+ On-board new hires, including participation in DOP's Day One orientation.

e Support employees in understanding of and compliance with human resource rules and
benefits, particularly with extended leaves of absence and workers compensation.

» Manage extended Jeaves of absence for employees and workers compensation
submissions. '

» . Respond to union inquiries.

e .Provide advice for agency management on human resources management policy and
procedures, including employee safety, wellness, and awards/recognition programs.

* Recommend and/or ammgc for superwsor and performance management trammg for -
applicable stafT. .

*  Conduct staffing and pcrformancc analysis in suppon of the agency’s strategic objectives, - -
including preparauon of key human resource metrics.

DAMF will approve and pay for any for-fee training for DAMF staff.

DOP and DAMF will work to resolve any issues regarding allocation of responsibilities between
the agency and the HRSU under this MOU.

D. PAYMENT FOR SERVICES

DAS-DOP will cover all employee-related costs for staff within the HRSU including salary,
benefits, computer and telephone equipment and access, sofiware licenses, office space,
appropriate furniture for the space, access to printer/copiers and office supplies, and supervision.

DAMF will pay $6,834.25 per quarter in FY 2022 and $7,344.50 per quarter in FY 2023 to DAS-
DOP for provision of human resources management support provided by HRSU staff. DAS-
DOP will invoice quarterly for payment.

E. EVALUATION AND QUALITY ASSURANCE

Human resource support services provided under this MOU must be performed in a manner that
is satisfactory to DAMF. If DAMF determines that services provided are not satisfactory, the
DAMF liaison will first attempt to resolve the issue with the DOP Human Resources Specialist -
Generalist. If those efforts are not successful, the concern shall be brought to the attention of
DOP senior management (Director or Deputy Director). DOP senior management will take
appropriate action 10 address any concem.

The DOP HRSU supervisor will evaluate the performance of HRSU staff. In evaluating HRSU
staff, the supervisor will solicit input from other DOP personnel as well as from those agencies
served by the HRSU. If HRSU staff do not perform satisfactorily, DAS will coordinate with
agencies served by the HRSU in taking any disciplinary action, including termination, as needed.
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. F. MISCELLANEOUS

The entire understanding between the parties is compiled in the. Agreement. Neither party may
further modify or amend the terms of this Agreement except by written agreement-signed by
both parties.

Neither this agreement, nor any rights, duties, nor obligations described herein, shell be assigned
by cither party without the prior written consent of the ather party. The agreement shall be
construed under the laws of the state of New Hampshire. . )

G.. DURATION

This Agreement.is effective upon approval by the Governor and Executive Coﬁnci'l, and shall
continue until June 30, 2023, unless otherwise terminated, subject to continued availability of
sufficient funds. ~ ' .

H. TERMINATION

Either party can terminate this agrecment with 45 days written notice 1o other party, or any time
mutually agreed to by the parties. Upon termination of the agreément, DAMF wil] resume
responsibilily for any and all required human resources management functions. In-addition,
DAMEF will no longer be obligated to pay the HRSU service fee beginning the month
immediately following the effective date of the termiination of this agreement. -

1, SIGNATORIES

ot |con— 11L~___— _siaf g0zt

Shawn N. Juspdr, Lommissioner, PR . _ Date
Department of Agriculture, Markets and Food: - L . ; ,

’ C/Lvo.bjﬁL:'t £ :rdl ¢ -HA."T-. r[ﬂ-"{‘{—}-_]_—

)

>

Charles M. Arlinghaus, Coromissionér = e ' Date
Department of Administrative Services ,

B * ~ : [4 [.! e .'. ._'
: r :."J ‘ 5, .
Approved by the Attomey General this _25 daydf __ May _ 72021,asto form,

substance, and t.-.:x‘c,g:uj_l,gn. ., s e e s g - s
L}

Lo, % I ) oLt e s : i y .
;) 2071 i 14 ORFICEofitHe’ATTORNEY GENERAL |
- ----?, A :-u:.-. _}._-.,; :.,—-.. . '2 z ;i E e . .

' Signature

M "o, , a %
N ¢ {f} ?_XTakhmina Rakhmatova
Printed Name and Title
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MEMORANDUM OF UNDERSTANDING

A. AGREEMENT

This Memorandum of Understanding (MOU) between the NH Office of Professional Licénsure
and Certification (OPLC) and the NH Department of Administrative Services (DAS) sets forth
the terms and conditions for provision of human resource support services for the OPLC by staff
within the DAS Division of Personnel (DOP). In exchange for such services, OPLC will pay
$58,690 in FY 2022 and $63,070 in FY 2023 10 DAS.

B. STAFF AND SUPERYISION

DAS will provide human resources staff within a Human Resources Support Unit (HRSU), under
the direction of DOP personnel, with appropriate knowledge and experience to provide the
necessary human resource functions as outlined in this agreement. DAS' DOP will be solely
responsible for hiring and superv:smg such employees. DOP staff will assign and approve work
tasks, approve leave requests, assign trammg, and approve timesheets for HRSU position(s)
supporting OPLC.

DAS is responsible for ensuring that the HRSU is adequately staffcd to provide satisfactory
human resources support services to OPLC, and other agencies served by the HRSU.

C. SCOPE OF WORK

Human resource support requests from the OPLC shall be coordinated through-a single
designated liaison position within OPLC, who will work directly with DOP’s Human Resource
Specialist — Generalist overseeing the HRSU'staff. Several staff persons, who comprise the
HRSU staff under the direction of DOP’s Human Resource Specialist — Generalist, will provide
support services.

Human resource support services provided by HRSU staff shall include:

» Research and resolve system errors and problems to ensure proper processing of
transactions affecting employment status and pay for employees.

e Provide back-up coverage for OPLC HR services, when needed.

e Assist with timecard submission and payroll, including processing of per-diem payroll
payments for board members.

- o Assist, as needed, with performance reviews, increments, individual development plans,
and discipline (including, for example, withholding an increment or a letter of warning).

e Assist, as needed, with on-boarding of new hires, including participation in DOP’s Day
One orientation.

 Assist, as needed, in the support of employees in understanding of and compliance with
human resource rules and benefits, pamcularly with extended leaves of absence and
workers’ compensation.

» Provide assistance with and final approval for extended leaves of abscnce for employees
requesting FMLA, IPL, ADA, and workers compensation submissions.
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e Provide advice for agency management on human resources management policy and
procedures, including employee safety, wellness, and awards/recognition programs.

* Recommend and/or arrange for supervisor and performance management training for
applicable staff.

s Conduct staffing and performance analysis in support of the agency’s strategic objectives,
including preparation of key human resource metrics.

Under this agreement, OPLC wilt continue to perform certain human resource functions:

e Prepare and enter employee and position transactions in compliance with applicable
Personnel Rules and Collective Bargaining Agreements. A
e Manage OPLC personnel files.
e Prepare initial job rectassification request materials. !
¢ Finalize reclassification request materials and coordinate their review with the DOP’s
Classification Section.

* Revise supplemental job descriptions, post open positions, and perform other recruitment
functions, including certification of candidates, preparation of hiring waivers, and
coordination with the OPLC Business Office and DAS Budget Office, as needed.

» Provide necessary information for timecard submission and payroll, including per-ﬂiem
payments for board members.

e Oversee employee discipline, with assistance from HRSU and/or DOP staff as needed.

* Performance management, including' the conduct of annual employee performance
reviews.

e Decisions to withhold increments due to unsatisfactory performance.

» Implementation of employee safety, wellness, and award/recognition activities.
* Handling of union inquiries and. OPLC-specific interactions.

¢ Accounts payable, including mileage reimbursement for board members.

¢ Right-to-know requests submitted specifically to OPLC.

e Verification of employment.

s Approval and payment for any for-fee training for OPLC staff

» Any other matter delegated to the appointing authonty under applicable laws and rules.

In addition, OPLC wilt provide training to HRSU staff on the per-diem rates and terms of
payment for members of OPLC’s various boards. | ., -

DOP and OPLC will work to resolve any issues regarding allocation of responsibilities between
. the agencies under this MOU; significant changes may require revision of this agreement.
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A

D. PAYMENT FOR SERVICES

DAS-DOP will cover all employee-related costs for staff within the HRSU including salary,
benefits, computer and telephone equipment and access, software licenses, office space,
appropriate fumniture for the space, access 10 printer/copiers and office supplics, and supervision.

OPLC will pay $14,672.50 per quarter in FY 2022 and $15,767.50 per quarter in FY 2023 to
DAS-DOP for provision of human resources management support prowded by HRSU staff
DAS-DOP'wil invoice quarterly for payment.

E. EVALUATION AND QUALITY ASSURANCE

Human resource support services provided under this MOU must be performed in a manner that
is satisfactory to the OPLC. If the OPLC determines that services provided are not satisfactory,
the OPLC liaison will first attempt to resolve the issue with the DOP Human Resources
Specialist — Generalist. 1f those efforts are not successful, the concern shall be brought to the -
attention of DOP senior management (Director or Deputy Director). DOP senior management
will take appropriate action to address any concem.

The DOP HRSU supervisor will evaluate the performance of HRSU staff. In evaluating HRSU
staff, the supervisor will solicit input from other DOP personnel as well as from those agencies
served by the HRSU. If HRSU staff do not perform satisfactorily, DAS will coordinate with
agencies served by the HRSU in taking any disciplinary action, including termination, as needed.

F. MISCELLANEOUS

The entire understanding between the parties is compiled in the Agreement. Neither party may
further modify or amend the terms of this Agreement except by written agreement signed by
both parties.

Neither this agreement, nor any rights, duties, nor obligations described herein, shall be assigned
by either party without the prior written consent of the other party. The agreement shail be
construed under the laws of the state of New Hampshire.

G. DURATION

This Agreement is effective upon approval by the Governor and Executive Council, and shall
continue until June 30, 2023, unless otherwise terminated, subject to continued availability of
sufficient funds.

H. TERMINATION

Either party can terminate this agreement with 45 days written notice to other party, or any time
mutually agreed to by the parties. Upon termination of the agreement, OPLC will resume
responsibility for any and all required human resources management functions. In addition,
OPLC will no longer be obligated to pay the HRSU service fee beginning the month
immediately following the effective date of the termination of this agreement.
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1. SIGNATORIES .
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e AL o * May-24, 2021
Lindsey Courtney, Executive Director ' Date. .

! oy . .
Office of Professional Licensure and.Certification ...

1 . » el -k
. . W . s 1
Cscdate o int L iptt sl
Charles M. ArIingHads,TCom:riiissioncr e mee s < Date .
Department of Administrative Scrvices :
. (? . ’ ' . ',. 'J-‘.
L S a 007 "i.. ) -

Approved by the Anorney Genersl this'_25 * day of _May . 2021, as to form,
substance, and execution. ,

OFFICE of thc ATTORNEY GENERAL
Takhmena Pakfimatdva

Signature

Takhmina Rakhmatova
Printed Name and Title
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MEMORANDUM OF UNDERSTANDING

A. AGREEMENT

This Memorandum of Understanding (MOU) between the NH Department of Business and
Economic Affairs (BEA) and the NH Department of Administrative Services (DAS) sets forth
the terms and conditions for provision of certain human resource support services for the BEA
by staff within a Human Resources Support Unit (HRSU} under the DAS Division of Personnel
(DOP). In exchange for such services, BEA will pay $35,879 in FY 2022 and $38,559 in FY
2023 1o DAS.

B. STAFF AND SUPERVISION

'DAS will provide human resources staff within the HRSU, under the direction of DOP
personnel, with appropriate knowledge and experience to provide the necessary human resource
functions as outlined in this agreement. DAS’ DOP will be solely responsible for hiring and
supervising such employees. DOP staff will assign and approve work tasks, approve leave
requests, assign training, and approve timesheets for HRSU position(s) supporting BEA.

DAS is responsible for ensuring that the HRSU is adequately staffed to provide satisfactory
human resources support services to BEA, and other agencies served by the HRSU.

C. SCOPE OF WORK'

Human resource support requests from BEA shall be coordinated through two designated liaison
positions within BEA, one for the BEA Welcome Centers and another for all other sections of
BEA. The laisons will work directly with DOP's Human Resource Specialist — Generalist
overseeing the HRSU staff, Several staff persons, who comprise the HRSU staff under the
direction of DOP’s Human Resource Specialist — Generalist, will provide support services.

Human resource support services provided by HRSU staff shall include: -

» Prepare and submit employee and position transactions {except for payoul calculations)
in compliance with applicable Personnel Rules and Collective Bargaining Agreements.

» Manage BEA personnel files.

¢ Research and resolve system emrors and problems to ensure proper processing of
transactions affecting employment status and pay for employees.

« Provide backup suppont for timecard submission and payroll processing.

¢ Advise on and finalize reclassification materials and coordinate their review with the
DOP’s Classification Scction.

¢ Assist, when needed, with certain recruitment functions, including revisions of
supplemental job descriptions, certification of candidates, and subnnsmon to/
coordination with the DAS Budget Office.

¢ Coordinate performance reviews, increments, individual development plans, and
discipline (including, for example, withholding an increment or a letter of waming).

HRSU MOU - Services Ouly Page 1 of 4



s On-board neiw hires, including participation in DOP’s Day Onc oricntation.

e Support employees in understanding of and compliance with human resouice rules and
benefits, particularly with extended leaves of absence and workers compensation.

+ Manage extended leaves of absence for employees and workers compensation
submissions,

» Respond to union inquiries.

» Provide advice for agency management on human resources management policy and
procedures, including employee safety, wellness, and awards/recognition programs.

* Recommend and/or arrange for supervisor and performance management training for
applicable staff.

o Conduct staffing and performance analysis in support of the agency’s strategic objectives, -
including preparstion of key human resource metrics.

Under this agreement, BEA will continue to perform certain human resource functions:
e Prepare payouts for employee terminations and retirements.
e Manage timecard submission and payroll processing.
¢ Prepare initial job reclassification request materials.
. Preparc and provide managerial review of cmployce evaluations.

e Prepare and enter JOb postings in NH FIRST and managc the application and hinng
processes, except as noted above.

s Prepare hnghcr-step waivers and offer letters.

» Approve and pay for any for-fee training for BEA stafT.

DOP and BEA will work to resolve any issues regarding allocation of responsibilities between
the agencies under this MOU; significant changes may require revision of this agreement.

D. PAYMENT FOR SERVICES

DAS-DOP will cover all employee-related costs for staff within the HRSU inc¢luding salary,
benefits, computer and telephone equipment and access, software licenses, office space,
appropriate furniture for the space, access to printer/copiers and oflice supplies, and supervision.

BEA will pay $8,969.75 per quarter in FY 2022 and $9,639.75 per quarter tin FY 2023 10 DAS-
~ DOP for provision of human resources management support provided by HRSU stalf. DAS-
DOP will invoice quarterly for payment.
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E. EVALUATION AND QUALITY ASSU%AI;ICE
R N S

Human resource support services provided under this MOU must be performed in'a maaner thal
is satisfactory to BEA. IT BEA determines that services provided are not satisfactory, the BEA®
liaison will first attempt’to resolve the issu)c with the DOP Human Resources Specialist ~
Generalist. 1 those efforts are not successful, the concern shall be brought to the attention of
DOP senior management {Director or Deputy Director). DOP senior management will take
appropriate.action.to address any concem. ., (. o )

The DOP HRSU'supeivigor Will'eyaluate the performance of HRSU staff. In evaluating HRSU
staff, the:supcrvisor: will solicit input from othér DOP pérsonnel as well as from those agencies
served by the HRSU. TF HRSU staff do not perform satisfactorily, DAS will coordinate with
agencies served by stht: HRSU in taking any disciplinary action, including termination, as needed.

1 ]
[y .

F. MISCELLANEOUS &+ ' V'
The entire understanding between the parties is compiled in the Agreement, Ncither party may
further modify or amend the terms of this Agreement except by written agreement signed by
bath parties. ‘

Nei(hcr this agreement, nor any rights, duties, nor obligations described herein, shall be assigned
by cither panty without the prior written consent of the other party. The agreement shall be
construed under the laws of the state of New Hempshire. :

G. DURATION

This Agreement is cffcctive upon approval by the Governor and Executive Council, and shell
continue until June 30, 2023, unless otherwise terminated, subject to continued availability of
sufficient funds. | .

H. TERMINATION

Either party can terminate this agreement with 45 days written notice to other party, or any time
mutually agreed to by the parties. Upon termination of the agreement, BEA will resume N
responsibility for any and all required human resources management functions. In:addition, BEA

_ will no longer be obligated to pay the HRSU service fee beginning the month immediatcly
following the effective date of the termination of this agreement. :

I. SIGNATORIES

.

"~ {\., Qg
Y ) S/1872021
Taylor Caswell, Commissioner Daic

Depanment of Business and Economic Alfairs

O G ) b

Charles M. Arlinghaus, Commissioner Date
Depaniment of Administrative Services
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Approved by the Attorney General this __25 day of ___May , 2021, as to form,
substance, and execution.

QFFICE of the ATTORNEY GENERAL

Signature

Takhmina Rakhmatova
Printed Name and Title
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MEMORANDUM OF UNDERSTANDING

A. AGREEMENT

This Memorandum of Understanding (MOU) between the NH Department of Labor (DOL) and
the NH Department of Administrative Services (DAS) sets forth the terms and conditions for
provision of all necessary human resource support.services for the DOL by staff within the DAS '
Division of Persorinel (DOP). In exchange for such services, DOL will provide and support one
full-time human resource position, a Human Resource Technician, labor grade 17, 1o serve as

part of a Human Resources Support Unit (HRSU) under the direction of the Division of
Personnel (DOP), and pay $6,000 in FY 2022 and $6,000 in FY 2023 1o DAS for space,

tclcphondcomputcr services, supervision, and ‘miscellancous expenses.

B. STAFF AND SUPERVISION

DAS and DOL will be jointly responsible for hiring an employee to fill the Human Resources
Technician position.that will join the HRSU. If the position is filled at the execution of this
MOU, the current employee will retain the position and their work location will be changed to
. thc location of the applicable HRSU serving DOL (currently localed at DOP’s offices).

Thc Human Resources Technician position supported by DOL will be a member of the HRSU’s
staff and will function under the direction of DOP personnel.

DAS will prcmde additional human resource staff within the HRSU, under the direction of DOP
personnel, with appropriate knowledge and experience to provide the necessary human resource
functions as outlined in this agreement. DAS' DOP will be solcly responsible for hiring and
supervising such employees. DOP staff will assign and approve work tasks, approve leave
requesls, assign training, and approve limesheets for HRSU position(s), including the DOL-
position dedicated to the HRSU.

DAS is responsible for ensunng that the HRSU is adequatcely slaffcd to provide satisfactory
human resources support services to DOL, and other agencies served by the HRSU. .

C. SCOPE OF WORK

Human resource support requests from the Department of Labor shaltl be coordinated through a
single designated liaison position within DOL, who will work directly with DOP's Human
Resource Specialist - Generalist overseeing the HRSU staff. Several staff persons, who
comprise the HRSU staff under the direction of DOP’s Human Resource Specialist - Generalist,
will providc support services.

Human resource support services provided by HRSU staff shall include, but not be himited to:

« Preparc and cnter employce and position transactions in compliance with applicable
Personncl Rules and Collective Bargaining Agreements.
» Manage DOL personnel files.

¢ Research and resolve system crrors and problems to ensure proper processing of
transactions affecting employment status and pay for employees.

' "
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¢ ‘Manage timecard submission and payroll processing.
» Prepare initial job reclassification request materials,

* Advise on and finalize reclassification matenals and coordinate their review with the
DOP’s Classification Section.

¢ Revise supplemental job descriptions, post open positions, and perform other recruitment
functions, including certification of candidates, preparation of hiring waivers, and
coordination with the DOL Business Office and DAS Budget Office, as needed.

 Coordinate performance reviews, increments, individual development plans, and
disciplinc (including, for example, withholding an increment or a letter of waming).

* On-board new hires, including participation in DOP's-Day One orientation.

* Support employees in understanding of and compliance with human resource rules and
benefits, particularly with extended leaves of absence and workers compensation.

= Manage extended leaves of absence for employees and workers compensation
submissions.

‘e Respond to union inquiries.

¢ Provide advice for agency management on human resources management policy and
procedures, including employee safety, wellness, and awards/recognition programs.

s Recommend and/or arrange for supervisor and performance management training for
applicable staff.

« Conduct staffing and performance analysis in suppornt of the agency’s sirategic objectives,
including preparation of key human resource metrics. )

DOL will approve and pay for any for-fee training for DOL staff.

DOP and DOL will work to resolve any issues regarding allocation of responsibilities between
the agency and the HRSU under this MOU; significant changes may require revision of this
agreement. .

D. PAYMENT FOR SERVICES

DOL agrees to provide computerand telephone equipment, and to pay for the salary and benefits

for the Human Resources Technician (LG 17) position assigned to the HRSU. DAS will pay for
DOIT telecommunication scrvice lees and provide any additional computer program licenses and

access that is necessary.

DAS will providc office space, appropriate furniture for the space, access 1o pfintér/copicrs and
office supplics, and supcrvision.

DOL will pay $1,500 per quarter for provision of human resources management support
provided by HRSU staff. DAS-DOP will invoice quanterly for payment.
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E. EVALUATION AND QUALITY ASSURANCE

Human resource support services provided under this MOU must be performed in 2 manner that
is satisfactory to the DOL. If the DOL determines that services provided are not satisfaclory, the
DOL liaison will first attempt to resolve the issue with the DOP Human Resources Specialist —
Generalist. If those efforts are not successful, the concern shall be brought 1o the atiention of
DOP senior management (Director or Deputy Director). DOP senior management will take
appropriate action to address any concern.

The DOP HRSU supervisor will evaluate the performance of HRSU staff, including the position
supported by DOL. In evaluating HRSU staff, the supervisor will solicit input from other DOP
personnel as well as from those agencies served by the HRSU. If the DOL-supported HRSU
employee does not perform satisfactorily, DOL and DAS will coordinate in taking any
disciplinary action, including termination, as needed.

F. MISCELLANEOUS

" The entire understanding between lhe'punjes 1s compiled in the Agreement. Neither party may
further modify or amend the terms of this Agreement except by written agreement signed by
both parties.

Neither this agreement, nor any rights_,' duties, nor obligations described herein, shall be assigned

by either party without the prior written consent of the other party. The agreement shall be
construed under the laws of the state of New Hampshire.

G. DURATION

This Agreement is effective upon approval by the Governor and Execiitive Council, and shall
continue until June 30, 2023, unless otherwise terminated, subject to continued availability o
sufficient funds. )

H. TERMINATION

Either, party can lerminate this agreement with 45 days written nofice 10 other panty, or any time
mutually agrced to by the parties. Upon termination of the agreement, DOL will resume
responsibility for any and all required human resources management functions and the DOL
Human Resources Technician (LG 17) position will be relocated to the DOL office under the
supervision of a DOL staff person. In addition, DOL will no longer be obligated to pay the $500
per month HRSU fee beginning the month immediately following the effective date of the
termination of this agreement.
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1. SIGNATORIES

Kenneth Memi mmissioncr Datc '

Department of ‘ . }
Cocf gjar/2

Charles M. Arlinghaus, Commissioner Date’

Department of Administrative Services

Approved by the Attorney General this 25 day of _May , 2021, s to form,
substance, and execution, : :

OFFICE of ihe ATTORNEY GENERAL

Signature

Takhmina Rakhmatova
Printed Name and Title
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MEMORANDUM OF UNDERSTANDING

"A. AGREEMENT

This Memorandum of Understanding (MOU) between the NH Council on Developmental
Disabilities (CDD) and the NH Department of Administrative Services (DAS) sets forth the
terms and conditions for provision of certain human resource support services for the CDD by
staff within a Human Resources Support Unit (HRSU) under the DAS Division of Personnel
(DOP). In exchange for such services, CDD will pay $3,075 in FY 2022 and $3,305 in FY 2023
to DAS.

B. STAFF AND SUPERVISION

DAS will provide human resources staff within the HRSU, under the direction of DOP
personnel, with appropriate knowledge and experience to provide the necessary human resource
functions as outlined in this agreement. DAS’ DOP will be solely responsible for hiring and
supervising such employees. DOP staff will assign and approve work tasks, approve leave
requests, assign training, and approve timesheets for HRSU position(s) supporting CDD.

DAS is responsible for ensuring that the HRSU is adequately staffed to provide satisfactory
human resources support services to CDD, and other agencies served by the HRSU.

C. SCOPE OF WORK

Human resource support requests from CDD shall be coordinated through a single designated
liaison position within CDD. The liaison will work directly with DOP’s Human Resource

" Specialist — Generalist overseeing the HRSU staff. Several staff persons, who comprise the
HRSU staff under the direction of DOP’s Human Resource Specialist — Generalist, will provide
support services.

Human resource support services provided by HRSU staff shall include, but not be limited to:

» Prepare and enter employee and position transactions in compliance with applicable
Personnel Rules and Collective Bargaining Agreements, for DOP approval.

* Manage CDD personnel files.

« Research and resolve system errors and problems to cnsure proper processing of
transactions affecting employment status and pay for employees.

« Manage timecard submission and payroll processing.
» Prepare initial job reclassification request materials.

+ Advise on and finalize reclassification materials and coordinate their review with the
DOP’s Classification Section.

» Revise supplemental job descriptions, post open positions, and perform other recruitment
functions, including certification of candidates, preparation of hiring waivers, and
coordination with the CDD Business Office and DAS Budget Office, as needed.

HRSU MOU = Services (nly Page f af 3



‘« Coordinate performance reviews, increments, individual development plans, and
discipline (including, for example, withholding an increment or a letter of waming).

e On-board new hires, including participation in DOP’s Day One orientation.

e Support employees in understanding of and compliance with human resource rules and
benefits, particularly with extended leaves of absence and workers compensation.

e Manage extended leaves of absence for employees and workers compensation
submissions.

= Respond to union inquiriés.

e Provide advice for agency management on human resources management policy and
procedures, including employee safety, wellness, and awards/recognition programs.

e« Recommend and/or arrange for supervisor and performance management training for
applicable staff.

. Coﬁduct staffing and performance analysis in support of the agency’s strategic objectives,
including preparation-of key human resource metrics.

~ CDD will approve and pay for any for-fee training for CDD staff.

DOP and CDD will work to resolve any issues regarding allocation of responsibilities between
the agency and the HRSU under this MOU.

D. PAYMENT FOR SERVICES

DAS-DOP will cover all employee-related costs for staff within the HRSU includirig salary, '
benefits, computer and telephone equipment and access, software licenses, office space,
appropriate furniture for the space, access to printer/copiers and office supplies, and supervision.

CDD will pay $768.75 per quarter in FY 2022 and $826.25 per quarter in FY 2023 to DAS-DOP
for provision of human resources management support provided by HRSU staff. DAS-DOP will
invoice quarterly for payment.

E. EVALUATION AND QUALITY ASSURANCE

Human resource support services provided under this MOU must be performed in a manner that
is satisfactory to CDD. If CDD determines that services provided are not satisfactory, the CDD
liaison will first attempt to resolve the issue with the DOP Human Resources Specialist —
Generalist. If those efforts are not successful, the concern shall be brought to the attention of
DOP senior management (Director or Deputy Director). DOP senior management will take
appropriale action to address any concern.

The DOP HRSU supervisor will evaluate the performance of HRSU staff. In evaluating HRSU
stafT, the supervisor will solicit input from other DOP personnel as well as from those agencies
served by the HRSU. If HRSU staff do not perform satisfactorily, DAS will coordinate with
agencies served by the HRSU in taking any disciplinary action, including termination, as necded.
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F. MISCELLANEOUS

The entire understanding between the parties is compiled in the Agreement. Neither party may
further modify or amend the terms of this Agreement except by written agreement signed by
both parties.

Neither this agreement, nor any rights, duties, nor obligations described herein, shall be assigned
by either party without the prior written consent of the other party. The agreement shal! be
construed under the laws of the state of New Hampshire.

G. DURATION

This Agreement is effective July 1, 2021, or upon signature by all parties if executed after July 1,
2021, and shall continue until June 30, 2023, unless otherwise terminated, subject to continued
availability of sufficient funds.

H. TERMINATION

Either party can terminate this agreement with 45 days written notice to other party, or any time
mutually agreed to by the parties. Upon termination of the agreement, CDD will resume
responsibility for any and all required human resources management functions. In addition, CDD
will no longer be obligated to pay the HRSU service fee beginning the month immediately
following the effective date of the termination of this agreement.

1. SIGNATORIES

W’ slielzi

Isadora Rodriguez-Legendre, Executive Director Date

Council on Developmental Disabilities
¢ ool

Charles M. Arlinghaus, Commissioner Date '
Depariment of Administrative Services
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MEMORANDUM OF UNDERSTANDING

A. AGREEMENT

This Memorandum of Understanding (MOU) between the NH ‘Department of Energy (DOE) and
the NH Departinent of Administrative Services (DAS) sets forth the terms and conditions for
provision of certain human resource support services for the DOE by staff within a Human
Resources Support Unit (HRSU) under thc DAS Division of Personnel (DOP). In exchange for
such services, DOE will pay $55,356 in FY 2022 and $59,492 in FY 2023 to DAS.

- B. STAFF AND SUPERVISION

DAS will provide human resources staff within the HRSU, under the direction of DOP
personnel, with appropriate knowledge and experience to provide the necessary human resource
functions as outlined in this agreement. DAS’ DOP will be solely responsible for hiring and
supervising such employees. DOP stafl will assign and approve work tasks, approve leave
requests, assign training, and approve timesheets {or HRSU position(s) supporting DOE.

DAS is responsible for ensuring that thc BRSU is adequately staffed to provide satisfactory
human resources support services to DOE, and other agencies served by the HRSU.

C.SCOPE OF WORK

Human resource support requests from DOE shall be coordinated through a single designated
liaison position within DOE. The lizison will work directly with DOP’s Human Resource
Specialist - Generalist oversecing the HRSU staff. Several staff persons, who comprise the
HRSU staff under the direction of DOP’s Human Resource Specialist — Generalist, will provide
support services.

Human resource support services provided hy HRSU staff shall include, but not be limited to:

» Prepare and enter employee and position transactions in compliance with applicable
Personnel Rules and Collective Bargaining Agreements.

» Managc DOE personnel files.

¢ Rescarch and resolve system cirors and problems 1o ensure proper processing of
transactions affecting employment status and pay for employees.

» Manage timecard submission and payroll processing.
» Prepare initial job reclassification request materials.

s Advise on and finalize reclassification inaterials and coordinate their review with the
DOP*s Classification Scction.
+ Revise supplemental job descriptions, post open pasitions, and perform other recruitment

functions, including certification of candidales, preparation of hiring waivers, and
coordination with the DOE Business Office and DAS Budget Office, as needed.

«  Coordinate performance reviews, merements, individual development plans. and
discipline (including, for cxample, withholding an increment or a letier of warning).
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s On-board new hires, including participation in DOP’s Day One orientation.

« Support employees in understanding of and compliance with human resource rules and
benefits, particularly with extended leaves of absence and workers compensation.

o Manage extended leaves of absence for employecs and workers compensation
submissions.

* Respond to union inguirics.

 Provide advice for agency management on human resources management policy and
procedures, including employee safety, wellness, and awards/recognition programs.

e Recommend and/or arrange for supervisor and performance management training for
applicable staff.

e Conduct staffmg and performance analysis in support of thc agency's strategic objectives,
including preparation of key human resource metrics.

DOE will approve and pay for any for-fee training for DOE staff.

DOP and DOE will work to resolve any issucs regarding allocation of responsibilities between
the agency and the HRSU under tms MOU.

D. PAYMENT FOR SERVICES

DAS-DOP will cover all employee-rclated costs for staff within the HRSU including salary,
bencfits, computer and telephone equipment and access, sofiware licenscs, office space,
appropriate fumiturc for the space, access to printer/copiers and office supplies, and supervision.

DOE will pay $13,839 per quarter in FY 2022 and $14,873 per quarter in FY 2023 to DAS-DOP
for provision of human resourccs management support provided by HRSU staff. DAS-DOP will .

invoice guarterly for payment.

E. EVALUATION AND QUALITY ASSURANCE

Human resource support services provided under this MOU must be performed in a manner that
is satisfactory to DOE. If DOE detenmines that services provided are not satisfactory, the DOE
liaison will first attempt to resolve the issuc with the DOP Human Resources Specialist —
Generalist. If those cfforts are not successful, the concemn shall be brought to the astention of
DOP scnior management (Dircctor or Deputy Director). DOP senior management will take
appropriale action to address any concern.

The DOP HRSU supervisor will evaluate the performance of HRSU staff. In cvaluating HRSU
staff, the supervisor will solicit input from oiher DOP personnel as well as from thosc agencies
served by the HRSU. If HRSU staff do not perform satisfactorily, DAS will coordinate with
agencies served by the HRSU in taking any disciplinary action, including tenmination, as needed,



F. MISCELLANEQUS

The entire understanding between the parties is compiled in the Agreement. Neither parly may
further modify or amend the terms of this Agreement except by written agreement signed by
both pasties.

Neither this agreement, nor any rights, dutics, nor obligations described hercin, shall be assigned
by cither party without the prior written consent of the other party. The agreement shall be
constried under the laws of the state of New Hampshire.

G. DURATION’

This Agreement is cffcctive upon approval by the Governor and Executive Council, and shail
continue until June 30, 2023, unless otherwise terminated, subject to continued availability of
sufficient funds:

H. TERMINATION

Either party can terminate this agreement with 45 days written notice to other party, or any time
mutually agreed to by the parties. Upon termination of the agreement, DOE will resume
responsibility for any and all required human resources management functions. In addition, DOE
will no longer be obligated to pay the HRSU service fec beginning the month immediately
following the cffective date of the termination of this agreement.

Tl < 7 ol

“wed Chicoine, Acting Commissioner Date
Department of Encrgy
Gy LL Hail2 |
Charles M. Arlinghaus, Commissioner . Date '

Dcpartment of Administrative Services

Approved by the Attorney General this ___21 day of _July , 2021, as lo form,
substance, and execution.

'Ol"']‘."l(':ﬁ of the ATTORNEY GENERAL
Takhimena Lafhmalsoa

3 gﬁz(turc

Ia@Ln_ip_q _Rakhmatova
Primed Name and Title
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MEMORANDUM OF UNDERSTANDING

‘A. AGREEMENT

This Memorandum of Understanding (MOU) between the NH Public Utility Commission (PUC)
and the NH Department of Administrative Services (DAS) sets forth the terms and conditions for
provision of certain human resource support services for the PUC by staff within a Human
Resources Support Unit (HRSU) under the DAS Division of Personnel (DOP). In exchange for
such services, PUC will pay $12,300 in FY 2022 and $13,220 in FY 2023 to DAS.

B. STAFF AND SUPERVISION

DAS will provide human resources staff within the HRSU, under the direction of DOP
personnel, with appropriate knowledge and experience to provide the necessary human resource
functions as outlined in this agreement. DAS’ DOP will be solely responsible for hiring and
supervising such employees. DOP staff will assign and approve work tasks, approve leave
requests, assign training, and approve timesheets for HRSU position(s) supporting PUC.

DAS is responsible for ensuring that the HRSU is adequatcly staffed to provide satisfactory
human resources support services to PUC, and other agencies served by the HRSU.

C. SCOPE OF WORK

Human resource support requests from PUC shall be coordinated through a single designated
liaison position within the PUC. The liaison will work directly with DOP’s Human Resource
Specialist - Generalist overseeing the HRSU staff. Several staff persons, who comprise the
HRSU staff under the direction of DOP’s Human Resource Specialist — Generalist, will provide
SUppOrt Services.

Human resource support services available to the PUC by HRSU staff shall include, but not be
limited to: -

e Prepare and enter employee and position transactions in compliance with applicable
Personnel Rules and Collective Bargaining Agreements,

» Manage PUC personnel files.

e Research and resolve system errors and problems to ensure proper processing of
transactions affecting cmployment status and pay for employecs.

e Manage timecard submission and payroll processing.
e Prepare initial job reclassification request materials.

s Advise on and finalize reclassification materials and coordinate their review with the
DOP's Classification Section.

» Revisc supplemental job descriptions, post open positions, and perform other recruitment
functions, including certification of candidates, preparation of hiring watvers, and
coordination with the PUC Busincss Office and DAS Budget Office, as needed.
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» Coordinate performance reviews, increments, individual development plans, and
discipline (including, for example, withholding an increment or a letter of warming).

e On-board new hires, including participation in DOP’s Day One orientation.

+ Support employees in understanding of and compliance with human resource rules and
benefits, particularly with extended leaves of absence and workers compensation.

« Manage extended leaves of absence for employees and workers compensation
submissions.

s Respond to union inquiries. .

o Provide advice for agency management on human resources management policy and
procedures, including employee safety, wellness, and awards/recognition programs.

« Recommend and/or arrange for supervisor and performance management training for
applicable staff. '

e Conduct staffing and performance analysis in support of the agehcy’s strategic objectives,
including preparation of key human resource metrics.

PUC will approve and pay for any for-fee training for PUC staff it agrees should be provided.

DOP and PUC will work to resolve any issues regarding allocation of responsibilities between
the agency and the HRSU under this MOU.

D. PAYMENT FOR SERVICES

DAS-DOP will cover all employee-related costs for staff within the HRSU including salary,
benefits, computer and telephone equipment and access, software licenses, office space,
appropriate fumniture for the space, access to printer/copiers and office supplies, and supervision.

PUC will pay $3,075 per quarter in FY 2022 and $3,305 per quarter in FY 2023 to DAS-DOP
for provision of human resources management support provided by HRSU staff. DAS-DOP will
invoice quarterly for payment.

E.EVALUATION AND QUALITY ASSURANCE

Human resource support services provided wider this MOU must be performed in a manner that
is satisfactory to PUC. If PUC determines that services provided are not satisfactory, the PUC
liaison will first attempt to resolve the issue with the DOP Human Resources Specialist —
Generalist. 1f those efforts are not successful, the concern shall be brought to the attention of
DOP senior management (Director or Deputy Director). DOP senior management will take
appropriate action o address any concem.

The DOP HRSU supervisor will evaluate the performance of HRSU staff. In evaluating HRSU
staff, the supervisor will solicit input from other DOP personnel as well as from those agencies
served by the HRSU. If HRSU staff do not perform satisfactorily, DAS will coordinate with
agencies served by the TIRSU in taking any disciplinary action, including termination, as needed.
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F. MISCELLANEOUS

The entire understanding between the parties is‘compilcd io the Agreement. Neither party may
further modify or amend the terms of this Agreement except by written agreement signed by
both parties.

Neither this agreement, nor any rights, duties, nor obligations described herein, shall be assigned
by either party without the prior written consent of the other party. The agreement shall be
construed under the laws of the state of New Hampshire.

G. DURATION

This Agreement is effective upon approval by the Governor and Executive Council, and shall
continue until June 30, 2023, unless otherwise terminated, subject to continued availability of
sufficient funds.

H. TERMINATION

Either party can terminate this agreement for any reason with 45 days written notice to other -
party, or any time mutually agreed to by the parties. Upon termination of the agreement, PUC
will resume responsibility for any and all required human resources management functions. In
addition, PUC will no longer be obligated to pay the HRSU service fee beginning the month
immediately following the effective date of the termination of this agreement.

IRIGNATORIES

v MWl July 15, 2021

Dianne H. Martin, Chairman Date
Public Utilities Commission

s R —2(fatfa
Charles M. Arlinghaus, Commissioner Date'

Department of Administrative Services

Approved by the Attorney General this 21 dayof _ July , 2021, as to form,
substance, and execution.

OFFICE of the ATTORNEY GENERAL

Takkmena Cnffmatsva

Signature

Takhmina Rakhmatova
Printed Name and Title
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