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B E N E F I T S   N E W S

OVERAGE DEPENDENT CHILDREN - FALL 2006 STUDENT STATUS 
August 31, 2006 is the deadline to submit Enrollment Verification of Full-time Student Status to the Office of Group Benefits for eligible dependent children, age 21 to 24, for Fall 2006.  It is the Plan Member’s responsibility to provide Enrollment Verification to the Office of Group Benefits each semester/quarter.  Coverage for over age dependent children not having Full-time Student Status for Fall 2006 will terminate on August 31, 2006.

Please be advised if the Office of Group Benefits does not receive the Enrollment Verification by the deadline, plan members will have to re-enroll their qualified dependent as a late applicant and Pre-Existing Condition restrictions will apply.  There will be a break in the dependent’s coverage and a period of time claims will not be paid.

FAMILY AND MEDICAL LEAVE

As per the Family and Medical Leave Act (FMLA) of 1993, Southeastern will grant a leave of absence to regular full-time and regular part-time employees (who meet the requirements described below) for the care of a child after birth or adoption or placement with the employee for foster care, for the care of a covered family member (spouse, child, or parent) with a serious health condition, or in the event of an employee's own serious condition. A covered employee is entitled to twelve weeks of job protected leave in a "year." Southeastern requires sick leave to be used first for their own illness, then the employee may use annual leave before using leave without pay if they do not have sufficient sick leave balances.  Employees cannot use sick leave to care for an ill family member.  Employees would use annual leave or straight compensatory leave to care for an ill family member if they have annual or compensatory leave on the books.  If an employee is approved to use time and one-half compensatory leave, it will not be counted as FMLA leave.  The State of Louisiana has designated that all agencies use a "first usage" year. This 12-month period begins with an employee's first usage of FMLA leave.  For more information log on to: http://www2.selu.edu/documents/policies/empl/p5_class_leave_policies.pdf
WORKERS’ COMPENSATION PROCEDURES TO FOLLOW FOR ALL EMPLOYEES

1.
If the employee has an accident/incident while at work, please complete the Employee Accident/Incident Report form (Form No. 118). This report is used whether the employee seeks medical treatment or not. Also, please have the employee complete the Medical Authorization form. If the employee needs medical treatment, please call the Human Resources Office at 549-5451 to report the accident/incident and obtain authorization. 

2. Once the Employee Accident/Incident Report Form (Form No. 118) has been completed by the employee and his/her supervisor, the employee's supervisor needs to complete the ORM-Loss Prevention Form regarding the accident/incident. The ORM-Loss Prevention Form must be completed for every employee accident/incident that occurs, regardless if the employee received medical treatment. Once the Accident/Incident Report Form and ORM-Loss Prevention Form have been completed, please forward the forms with attachments to the Human Resources Office, SLU 10799 or North Campus NCHR (room 106) as soon as possible. 

3. Once the employee has received medical treatment, the Employee Accident/Incident Report, Medical Authorization Form, and any discharge instructions, etc. are forwarded to the Human Resources Office, SLU 10799. An employee who has received medical treatment must have a release to return to work.

If you have any questions concerning the above procedures, please contact the Human Resources Office at 549-5451 or log on to: http://www2.selu.edu/Administration/Depts/HumanResources/safety.html
ATTENTION: Members of the Teachers’ Retirement System of La (TRSL)

Did you know TRSL offers E-News, a service where you can receive via e-mail timely and accurate news and information about legislation, benefits, and other issues affecting TRSL members.  To sign up to receive these news-related emails from TRSL, visit the TRSL website at www.trsl.org and select “General Info”, then simply click on the "Subscribe" button to send your request to the list server, or send a blank email message to membernews@trsl.org with “Subscribe” in the subject line. You will receive a confirmation email, but you do not need to reply. After you receive the confirmation email, the next time TRSL sends out an email news update, you will receive it in your inbox. 

Did You Know?

Louisiana law does not allow you to borrow from your retirement fund. You can withdraw your contributions only if you permanently terminate employment in a TRSL-covered position. A refund includes only the contributions you made. It does not include employer contributions or interest. A refund must be for the total amount of employee contributions. Partial withdrawals are not allowed. Since retirement contributions are withheld from your pay as tax-sheltered, refunds are subject to a mandatory 20% withholding for federal taxes, unless the distribution is less than $200 or rolled over directly by TRSL to an eligible plan.  The refund may also be subject to an additional 10% penalty for federal withholding due to early withdrawal of retirement funds.  This penalty is in addition to any income taxes owed.
If you withdrew your contributions prior to current employment and wish to restore the refunded service credit you will need to complete and submit an Application for Purchase of Refunded Service (Form 9D). The cost to restore withdrawn service is computed using the amount of contributions refunded plus interest at the board-approved actuarial rate compounded annually from the date of refund until payment is made. The current interest rate is 8.25% but is subject to change each year. A previous refund that was rolled over into a “conduit” IRA may be used to repurchase TRSL service credit. A Rollover Acceptance (Form 9R) must accompany any such funds used to purchase withdrawn service. 

ATTENTION: Members of the La State Employees’ Retirement System (LASERS)

A Personal Identification Number (PIN) is necessary for LASERS members who want access to certain information on the LASERS website.  www.lasers.state.la.us

You will need a PIN if you want to view your 1099 tax documents, your annual statement or submit an electronic Change of Address form.

If you do not have a PIN, getting one is easy. Visit the LASERS website and access the page for active or retired employees and click the Order PIN link. Follow the instructions and your PIN will be mailed to your home address.

Did you know? 
If you are married and you decide to name someone other than your spouse as retirement beneficiary, or if you choose as a retirement option the Maximum or Option 1, then your spouse must sign a Spousal Consent Form acknowledging agreement to your decision.
Without this consent, your option selection is limited. This form may be obtained through your human resource personnel or through LASERS.

Did you know? 
An active LASERS employee may purchase service for a number of past employment situations. This may involve an actuarial calculation.
Examples of purchasable service include:

· Purchase of in state service 

· Purchase of military service 

· Purchase of certain service for legislators 

· Purchase of leave without pay

Retirement Information Line Available to Active and Retired Members – 1-800-830-0337

To find out information about retiring, purchasing service credit and general information on regular retirement, IBO and DROP try calling the LASERS Retirement Information Line.  Visit the link below to review procedures for accessing this information by placing a phone call.

http://www.lasers.state.la.us/PDFs/Active_Employees/Lasers%20Retirement%20Information%20Line%20Flier.pdf
CRISIS LEAVE POOL DONATIONS 

The Civil Service Commission approved Southeastern's Crisis Leave Policy for Classified Staff on December 3, 2003.  The policy was effective January 1, 2004.  The Crisis Leave Program is a means of providing paid leave to an eligible classified employee who has experienced a serious illness or injury to themselves or an eligible family member.


Contributions to the Crisis Leave Pool are strictly voluntary; no employee shall be coerced or pressured to donate leave. An employee donating to the pool may not designate a particular employee to receive donated time. Donations are accumulated in the pool on a calendar basis and awarded on a first-come, first-served basis to eligible employees.  Donations must be renewed annually.  Donations are limited to the following terms: 
 

· an employee may donate a minimum of four (4) hours of annual leave and up to a maximum of 240 hours of annual leave per calendar year (no sick or compensatory leave). 

· donations are made in whole hour increments. 

· the donor must have a balance of at least 120 hours of annual leave remaining after the contribution. 
The employee must complete a leave donation form and designate the leave as a “Donation to the Crisis Leave Pool”. This form should be turned in to the immediate supervisor for approval, who then forwards the form to Janet Rester, Payroll Director, at SLU 10720.  Ms. Rester manages the leave pool. 
  

For  more  information  a copy  of  the  policy  can  be  found  on  the  HR  website  at the 

following  address:   http://www.selu.edu/Administration/Depts/HumanResources/crisisleavepolicy.pdf
The following is a link to classified leave pool donation form located on the Controller’s Office website:

http://www2.selu.edu/documents/policies/empl/p5_class_leave_policies.pdf
T R A I N I N G 

Ethical Behavior in the Workplace

The Comprehensive Public Training Program, a section of the Louisiana Division of Administration, is sponsoring a workshop on campus entitled “Ethical Behavior in the Workplace.” The day and a half program will be held on Tuesday, May 16th from 8:15 a.m. to 3:30 p.m. and will be completed on Wednesday, May 17th from 8:15 a.m. to 

11:30 a.m.  It will be held in Room 139 of the University Center.

This course is designed to help participants learn how to evaluate work situations to identify potential ethical problems and conflicts of interest.  Participants will learn how to develop a plan to comply with rules and/or laws governing potential areas of conflict, and promote awareness of ethical behavior in work groups.  A certificate of participation, indicating contact hours, will be issued to attendees.

The program is open to all University employees with their supervisor’s approval.  Pre-registration is required by the state, and early registration is recommended.  Please contact Jan Ortego at extension 5771 or at Jan.Ortego@selu.edu for registration information.

New Employee Orientation

The next orientation for new classified and unclassified employees will be held on Thursday, May 18th in room 139 of the University Center.  Attendance is mandatory for classified employees and unclassified employees are expected to attend.  For more information on the program, please contact Sharon Sparacello at ssparacello@selu.edu or phone extension 5435.  June’s orientation is scheduled for June 21st.

PPR Training for Employees

A training program on the Performance Planning and Review (PPR) process will be offered to classified employees in a choice of two different sessions on Wednesday, May 24th.  The first session will be held from 9:00 a.m. to 10:30 a.m. and the second session will be held from 1:30 p.m. to 3:00 p.m.  Both sessions will be held in Room 139 of the University Center. Topics to be covered include the PPR rating system and its factors, planning sessions, and timetables of which employees should be aware.  The training will help classified employees better understand the process which is used in evaluating their performance.  Classified employees planning to attend should get their supervisor's permission and register by emailing Sharon Sparacello at ssparacello@selu.edu or by phoning extension 5435.

Unscheduled Absences Policy Training

If you are a classified employee or the supervisor of a classified employee and have not yet attended training on the Unscheduled Absences Policy for classified employees, please note that the next training is scheduled for Tuesday, May 30th.  Two sessions are available, one from 9:00 a.m. to 10:30 a.m., and a second from 1:30 p.m. to 3:00 p.m. in room 139 of the University Center. This training is mandatory for classified employees and highly recommended for their supervisors.  Please email Sharon Sparacello at ssparacello@selu.edu or phone her at extension 5435 to register for a session.

PPR Training for Supervisors

There will be an upcoming training program for supervisors who are required to conduct Performance Planning and Review evaluations on their supervisees.  The program will be held on Thursday, June 29th from 9:30 a.m. to 11:00 a.m. in Room 139 of the University Center.   To register for this program please email Jan Ortego at Jan.Ortego@selu.edu or phone extension 5771.

Staff Development/Records
In an effort to maintain accurate employee professional development and training records, faculty and staff are asked to inform the Training Section of any conference, seminar or other training attended.  A training questionnaire can be found on the Human Resources website at 

http://www2.selu.edu/Administration/Depts/HumanResources/Training%20Conference%20Questionnaire.doc
Once the form is completed, it may be emailed to Jan Ortego at Jan.Ortego@selu.edu or faxed to the Human Resources Office at 549-2308.  Additionally, if the training resulted in a license or certification, a copy of that document should be faxed to 549-2308 or sent via campus mail to SLU 10799.  If there are any questions, please email Jan Ortego or call at extension 5771.
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