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“Passionately Pink for the Cure” – It’s Not Too Late to [image: image1.jpg]passionarteLy

PINK




Donate!

Breast cancer touches millions of lives and is diagnosed every day in our community. Without a cure, 1 in 8 women in the U.S. will continue to be diagnosed with breast cancer - a devastating disease with physical, emotional, psychological and financial pain that can last a lifetime. Without a cure, an estimated 5 million Americans will be diagnosed with breast cancer - and more than 1 million could die - over the next 25 years. 
It’s not too late to donate to this worthy cause.  If you would like to make a donation, please contact Paulette at 985-549-5496 or Jo Ellen at 985-549-2001.  In appreciation for your donation, you will receive a Passionately Pink for the Cure pin from Susan G. Komen for the Cure that you can wear the throughout the year to show your support.   Donations will be accepted through Friday, November 2nd.

SLU Employee Self Service 

The Human Resources Office and the Payroll Section of the Controller’s Office wish to make all Faculty and Staff aware of the PeopleSoft 8 Self Service Information.  Employees are able to view their own HR/Payroll related information via the web.  Employees should review the personal information section to ensure that addresses and contact information are correct.  This information is password protected and can only be viewed by the employee.   The information is currently view only. To access the SLU Employee Self Service system, go to the SLU LEO web page at:  http://www.selu.edu/.  At the bottom of the home page, click on LEONET.  Click on LeoNet Faculty and University Staff.  This will bring you to the PeopleSoft 8 web page.


Logon:  
Enter W plus your W# for your logon  (Example:  W1234567)

Password:  
Enter your email password.
Click Employee Self Service Display, Employee Self Service Display, Inquire.  Choose the item you would like to view, such as Salary History.  To return to the list of items, click Inquire. 

The following items are available:

· Salary History – this option allows you to view the effective dates, personnel actions, action reasons, annual pay rate, compensation rate and frequency

· Personal Information – this option allows you to view your campus address, home address and mailing address.  For HR purposes, your home and mailing address should be the same, unless you are a non-resident alien claiming a tax treaty-- then your home address will be your foreign country address and your mailing address will be your local USA address. Other personal information includes home and campus phone numbers, emergency contact, gender, date of birth, ethnic group, military status, marital status, date of hire, highest education level, home and campus email addresses, years of experience and social security number. If any of this information is incorrect, contact the Human Resources Office by emailing corrections to hro@selu.edu.
· View Paycheck – this option allows you to view your last paycheck. There is also a link which will allow you to view any paycheck all the way back to March 4, 2000 when we went live on PeopleSoft.  For employees who need to provide lenders and other verification of earnings, they may want to print out their paychecks instead of submitting an employment verification form. Since the university’s URL would be printed on the page, some lenders may accept a printout in lieu of an employment verification form.  Check with your lender to see if screen prints will suffice. Instructions for printing are also listed in the options to select from. If you print a self-service page from Internet Explorer, and the right side of the form does not print correctly (for example, the cents are missing from the net pay amount), you need to reset your margins on your web browser by clicking on:

File 

Page Setup 

Change Right Margin setting from 0.75" to 0.50" 

Click OK to save 

You should now be able to print the entire page

Note:  Printing paycheck data does not work well with Netscape.  We suggest you use Internet Explorer to print information from SLU Employee Self Service.

· Direct Deposit - This option shows the account type, bank id, account number, deposit type and amount for where your paycheck is deposited.  Employees can choose to split the deposit of their paycheck into multiple accounts.  If you want to make changes to your direct deposit, contact the Payroll Office at 985-549-2188 or email payroll@selu.edu
· Tax Information -This option allows you to review your tax withholdings for both federal and state taxes.  Review your tax information. If you want to make a change, contact the Payroll Office at 985-549-2188 or email payroll@selu.edu 

· Leave Balances – This option allows you to review your current leave balances.

· Voluntary Deductions – This option allows you to review your voluntary deductions.  It will show the deduction, start date, end date, deduction amount, goal amount and current goal balance. If any of this information is incorrect, contact the Human Resources Office at 985-549-2057 or email hro@selu.edu 

· Health Benefits – This option allows you to review your current health benefits enrollment.  It shows the plan type (medical), benefit plan (PPOBTX), coverage code (family), and lists your covered dependents. If you have dental insurance, it will also be listed in this section. If any of this information is incorrect, contact the Human Resources Office at 985-549-2057 or email hro@selu.edu
· Savings Plans – This option allows you to review contributions to current savings plans. This includes 403B plans, 457 plans.  It shows the benefit plan and the deduction amount.  If any of this information is incorrect, contact the Human Resources Office at 985-549-2057 or email hro@selu.edu
· Insurances – This option allows you to review other insurances such as life, supplemental life, and optional life insurances.  It shows current dependent/beneficiary information, benefit plan and coverage.

· Flexible Spending Account – This option shows the employee contribution amount and the annual pledge amount. If you want to make a change, contact the Payroll Office at 985-549-2188 or email: payroll@selu.edu.  Changes to the annual pledge amount can only be made during open enrollment for the cafeteria plan.

· Education – This option lists the education credentials on file in the HR Office such as degree, school name and issue date. If any of this information is incorrect, contact the Human Resources Office at 985-549-2056 or email hro@selu.edu
· Honors and Awards – This option lists honors and awards such as service awards, safety awards, and designations as emeritus. If any of this information is incorrect, contact the Human Resources Office at 985-549-5435 or email hro@selu.edu 

· Languages – This option list languages the employee is proficient in.  If you are proficient in languages other than English, please notify us so that we can update your records.  

· Licenses and Certifications – This option lists professional licenses and certifications such as registered nurses’ licenses and teaching certifications. If any of this information is incorrect, contact the Human Resources Office at 985-549-5435 or email hro@selu.edu.  If you have attained a new license or certification that is not listed, please send proof of attaining or receiving the new license or certification (i.e. certification card or copy of license.)

· Memberships – This option lists professional memberships. If any of this information is incorrect, contact the Human Resources Office at 985-549-5435 or email hro@selu.edu
· Professional Training – This option lists professional training participated in either on campus or off campus at conferences, seminars, or other professional meetings.  Training listed only goes back to F/Y 2001-2002, when we implemented the training module. If any of this information is incorrect, contact the Human Resources Office at 985-549-5435 or email hro@selu.edu
· Dependents – This option lists spouses and dependents on file in the Human Resources Office for various plans.  Just because they are in the list of dependents does not mean they are covered for all plans.  For example, an employee may cover a spouse on their dental plan but not on their health plan, because the spouse is covered under his/her own health plan.  However, the spouse will be listed here as a dependent. 

· Retirement – This option lists the retirement plan the employee is enrolled in if they are eligible to be enrolled in a retirement plan.  Southeastern offers several different retirement plans.  The plan an employee is eligible to participate in depends on the type of job they have and their FTE or hours worked per week.  An employee can only contribute to one retirement plan.  

An ORP member’s contribution is 8 percent of salary, less a 0.10 percent administrative fee to the Teachers’ Retirement System of Louisiana.  Approximately 6.9336 percent of the employer’s contribution is added to the employee’s ORP account.  The rest of the employer contributions are retained by TRSL to offset unfunded liability.  The contributions made to the employee’s ORP account are invested by the designated ORP carrier in the options chosen by the member.  The performance of the member’s investments determines the retirement benefit due. 
This information is subject to change and is not a substitute for Louisiana law.  Members who have questions about their retirement are urged to contact their appropriate retirement system (TRSL, LASERS, SERS, ORP) for answers rather than relying on information obtained elsewhere.
B E N E F I T S   N E W S

PARTICIPATION VESTING FOR HEALTH INSURANCE

(How much of your health premiums will the State subsidize when you retire?)
Employees beginning participation in a health plan offered through the Office of Group Benefits or rejoining on or after January 1, 2002, will be subject to a Participation Schedule.  The schedule is the timeline showing the number of years an employee must participate in a Group Benefits health plan in order to receive a specific premium subsidy from the State.  Participation Vesting also applies to dependents that began coverage after July 1, 2002.  To be eligible for retiree coverage, an employee’s coverage must be in effect prior to their retirement date.

The Retiree Participation Schedule below is the timeline showing the number of years you must participate in a Group Benefits health plan in order to receive a specific premium subsidy form the State.  

Retiree Participation Schedule

            Years of Participation


    Percentage of State Subsidy
 10 years or fewer




19%

 
 More than 10 years,

    
but fewer than 15 years



38%


15 years or more,


but fewer than 20




56%

20 years or more




75%

RETIREMENT ELIGIBLITY (LASERS)

Regular members of LASERS hired prior to July 1, 2006, are eligible to retire when the following requirements have been met:

· 30 years of creditable service at any age

· 25 years of creditable service at age 55

· 10 years of creditable service at age 60

· 20 years of creditable service at any age (actuarially reduced benefit) not eligible for DROP or IBO

Regular members of LASERS hired after July 1, 2006 have the following eligibility for retirement:

· 10 years of creditable service at age 60

LASERS recommends that you allow yourself at least 90 days, or a maximum of six months before you retire to complete all of your paperwork. Human Resources will assist you with all of the paperwork as you begin the retirement process.  For all retirement options chosen, your contribution balance is exhausted first to pay your retirement benefit, and the benefit continues for your lifetime from your employer contributions and investments.

LASERS also recommends that members within 1 year of retirement eligibility request an estimate.  This request will generate a review of your records to insure there are no issues regarding your accrued service credit that would adversely affect your eligibility to retire or enter DROP.  An example of an issue would be any Leave Without Pay during your work history.

If you have any questions regarding retirement, please contact Human Resources or visit LASERS’s web-site at www.lasers.state.la.us .  

RETIREMENT ELIGIBILITY (TRSL) TEACHERS’ RETIREMENT SYSTEM OF LA

A regular plan member of the Teachers’ Retirement System of La (TRSL) must first meet minimum requirements for age and years of service credit.

Members who joined TRSL before 7/01/1999 –


2% Formula

·   5 years of creditable service at age 60

· 20 years of creditable service at any age

2.5% Formula

· 20 years of creditable service at age 65

· 25 years of creditable service at age 55

· 30 years of creditable service at any age

Members who joined TRSL on or after 7/01/1999 –


2.5% Formula

·   5 years of creditable service at age 60

· 20 years of creditable service at any age (actuarially reduced)

· 25 years of creditable service at age 55

· 30 years of creditable service at any age

Timetable for TRSL Retirement –

· 2 to 3 years before 

· request a printout of your years of service from TRSL
· resolve any issues involving purchase or transfer of service credit
· 1 to 2 years prior –

· request an estimate 
· consider attending a pre-retirement seminar
· 4 to 6 months prior –

· submit your application for retirement 
If you have any questions regarding retirement, please contact Human Resources or visit the TRSL web-site at www.trsl.org.

GENERAL BENEFIT REMINDERS

Address Changes:  Please contact the Human Resources Office to ensure that proper documents are submitted to your respective retirement plan and insurance carriers if your address has recently changed.

Birth, Marriage or Adoption:  You must complete an enrollment form within 30 days after acquiring each new dependent by birth, adoption, or marriage.  If you fail to do so, your dependent may be subject to the pre-existing condition limitation.

The Following Persons May be Enrolled as Dependents:

a. Your legal spouse

b. Your never married children under 21 years of age who are dependent upon you for support

c. Your never married children, age 21 or older, but under 24 years of age, who are enrolled and attending classes as full-time students and are dependent upon you for support. (It is the plan member’s responsibility to provide a letter from the registrar as proof of full-time student status of a dependent child each semester/quarter)

d. Over-Age dependent incapable of self-sustaining employment by reason of mental retardation or physical incapacity and became incapable prior to the termination of age 21 and is dependent upon the covered employee for support, the coverage for the dependent child may be continued for the duration of incapacity.  Also:


1. The child has never been married.

2. The child must have been a covered dependent prior to reaching age 21.

3. An application for continued coverage, together with supporting medical documentation, must be submitted to the Office of Group Benefits Eligibility Department.

CRESCENT VISION RATE INCREASE

The Crescent Vision Plan has announced an increase to its premium rate effective November 1, 2007.  This is the first rate increase enrollees have experienced since the plan was implemented January 1, 2004.  Biweekly Employees will see the increase on their November checks.  Faculty paid 10-months will see the increase reflected on their October 31st paycheck.  Please see rate information below:

	**CRESCENT VISION

	 MONTHLY 
	 BI-WEEKLY 
	 10 PAY FAC 

	 $        10.66 
	 $             5.33 
	 $           12.79 

	 $        18.74 
	 $             9.37 
	 $           22.49 

	 $        18.74 
	 $             9.37 
	 $           22.49 

	 $        26.82 
	 $           13.41 
	 $           32.18 


TERMINATION OF TRICARE SUPPLEMENT PLAN (ASI)

The TriCare Supplement Plan (ASI) will no longer be an option for a State Group health plan as of January 1, 2008.  The Department of Defense has enacted New Tricare Legislation which prohibits group health plan sponsors from offering a Tricare supplement policy.

You must come by the Human Resources Benefits office to cancel or choose another health plan no later than close of business Monday, November 5, 2007.  The options available are Humana HMO, United Healthcare EPO and Group Benefits PPO plan.  If you fail to voluntarily choose a health plan, you will be defaulted to the Office of Group Benefits PPO plan.

If you have any questions regarding this, please contact the Benefits Office at 2057, 5655 or 5451. 

OPEN ENROLLMENT OPTIONAL RETIREMENT PLANS

The Open Enrollment period for Optional Retirement Plan (ORP) will be held in the months of November and December.  All current ORP members may change carriers during that time, for an effective date of January 1, 2008.  The current carriers are ING-AETNA, TIAA-CREF and VALIC.  Employees are reminded that all change documents must be signed and submitted to the Human Resources Office no later than close of business December 17, 2007, in order to be effective for January 1, 2008.  Employees may contact the current ORP representatives listed below, or visit the Human Resources Office to complete the ORP change document.  It is the employee’s responsibility to ensure their account is setup and ready to accept contributions in January 2008.

 

ING-AETNA

Collette Riha

225-266-9413






Connie Shaver 

225-266-4032






Toll free


800-873-2161



TIAA-CREF

Vincent Branch

800-842-2006



VALIC


Kathy Osborne-Davis
225-803-9506






Toll free 

800-892-5558 ext 89070

CAFETERIA PLAN “Open Enrollment”

The “Open Enrollment” period for Cafeteria Plan changes is the month of November.  If you are interested in adding items or releasing items from the Cafeteria Plan, November is the time to make such changes. By tax-sheltering items, you are reducing your taxable income.   Tax-sheltered plans cannot be dropped or cancelled during the plan year, (January 1, 2008- December 31, 2008).  Health insurance changes cannot be made at this time.    Employees who do not wish to change, cancel, or add tax-sheltered items will have currently tax-sheltered items rolled into the new calendar year; therefore, a new document need not be signed.  

The Open Enrollment period is also the time for employees to enroll in one of the Flexible Spending Accounts (Medical Reimbursement or Dependent Care Reimbursement) plans offered at Southeastern.  If you would like more information concerning these plans, please call the Payroll Office at 549-2305.

If you want to change any item that is currently tax-sheltered, you must complete a Cafeteria Plan enrollment form in either the Human Resources or Payroll Office. Changes made during this time will be effective for January 1, 2008.

The “Open Enrollment” period will run from November 1, 2007 through November 30, 2007.  The deadline to make any changes will be Friday, November 30, 2007 at 4:30 pm.  No changes will be made after this time.   

 If you have any questions regarding your Cafeteria Enrollment, please contact the Payroll Office at (985) 549-2305.   The Payroll Office is located on North Campus, Building A, room 105.  

FAMILY AND MEDICAL LEAVE

If you have a need for FMLA leave, please notify the Human Resources Office at least 15 days (if possible) prior to begin date of your leave to obtain and complete the necessary paper work. 

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 in the handbook) 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." 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
For more information regarding FMLA, please contact Human Resources at ext.5451.

T R A I N I N G   N E W S

New Employee Orientation

The next orientation for new classified and unclassified employees will be held on Tuesday, December 11th 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 Jan Ortego at Jan.Ortego@selu.edu or at phone extension 5771. 

Training Database

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://www.selu.edu/admin/hr/documents/trainingquestionaire.pdf
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.

Making the Most of the Holiday Season

The University Counseling Center and the Human Resources Office are jointly sponsoring a program on ways to decrease stress and maximize enjoyment of the upcoming holiday season.  The program will be offered on Thursday, November 8th from 9:30 a.m. to 11:30 a.m.  It will be held in the University Center, Room 139 and will be led by Dr. Barbara Hebert and Jan Ortego.

The program is designed to offer techniques to minimize the typical holiday stressors as well as offer practical tips for enjoying the holidays economically.  Pre-registration for this program is encouraged by phoning extension 5435 in the Human Resources Office or by emailing Jan.Ortego@selu.edu
PPR Training for Supervisors
There will be a training program during the months of November and December for supervisors who are required to conduct Performance Planning and Reviews (PPRs) on classified employees. The November session, offered by the Training Section of the Human Resources Office, will be held on Wednesday, November 7th.  The program will run from 9:30 a.m. to 11:00 a.m.   In December, the session is scheduled for Thursday, December 6th from 2:00 p.m. to 3:30 p.m.   Both programs will be held in the Human Resources Office Conference room.   To register for this program please email Sharon Sparacello at ssparacello@selu.edu or phone extension 5435. Pre-registration and supervisory approval are necessary for this class.
Mind Leaders On-Line Training Programs

The State Division of Administration, through its CPTP program, offers a state of the art, e-learning program for state employees called “Mind Leaders”.  This is a computer-based source of interactive courses available over the Internet 24 hours a day, 7 days a week.

The three categories of courses offered online are Computer Skills Courses, Professional Development Courses and Business Skills Videos.  In order to access these classes, employees will need an enrollment key that they can obtain by contacting Sharon Sparacello via email at ssparacello@selu.edu.  Graduate assistants and student workers are not eligible to use these courses.

IF YOUR SUPERVISOR MANDATES THIS TRAINING, IT WILL NEED TO BE COMPLETED DURING WORK HOURS.  IF YOU CHOOSE TO DO THIS TRAINING AFTER WORK HOURS, IT WILL BE CONSIDERED VOLUNTARY AND WILL NOT BE COMPENSATED.

For more information about these classes, please check out the following website:

http://www.selu.edu/admin/hr/training/computer_based_train/index.html
GRADUATE ASSISTANT PROGRAM

SPRING 2008 SEMESTER EMPLOYMENT INFORMATION FOR GAs

Recommendations of Employment for spring may be submitted now.

Spring semester dates:  January 14 through May 16.
Minimum course hours required for fall:  Six.  If a student is required to be full time for insurance or financial aid purposes, they must carry nine hours.

Spring semester pay:  Minimum--$2,700; $8.44 per hour for AAs/TAs; $540 per month for RAs/GTFs.

Work permits:  International students must obtain work permits for the spring semester from Josie Mercante and present it to HR before beginning work.

Orientation:  Mandatory for all new GAs.  An orientation session will be held Monday, January 17, at 9:00 a.m. in UC133.  Please advise your newly hired GAs that they MUST bring the ORIGINAL and a XEROX copy of their Social Security card and driver’s license and a check from their own checking account for direct deposit.  International students MUST also bring the ORIGINAL and a XEROX copy of their passport (all pages with notations), visa, I-94, I-20 and a work permit from Josie Mercante.  GAs will not be processed for pay until all documentation is presented.  

Social Security Card:  GAs will not be processed for pay until a Social Security card or a receipt for application for a card is presented.   Employees’ names will be set up in PeopleSoft as they appear on the SS card.  

Recommendation of Employment:  Indicate the telephone number, building and room number where the student can be reached.  Do not indicate a generic department number.  

Application/Background Check Authorization:  Must be obtained by the hiring department.  

Telephone Verification of Personal References:  Must be completed by the hiring department for all new GAs, including international.  

New forms are available on the HR website.  Please discard old forms.

The recommendation of employment, application, background check authorization and telephone verification of personal references must be forwarded to the Dean of the Graduate School for approval.  

GAs will not be processed for pay until all documents for new GAs and exit forms for those not returning are received.

Please advise your GAs to check their student e-mail for updates and reminders.
OUTSIDE EMPLOYMENT

Outside employment forms for the 7/1/07 through 6/30/08 reporting period have been mailed.  Additional forms are available at www.selu.edu/admin/hr/documents/hrooutform.doc.  Completed forms and the return envelope should be forwarded to supervisors for approval.  Supervisors should forward forms to deans or department heads for approval.  Deans or department heads should forward the forms to HR.

For further information, contact Rissie Cook in Human Resources at 549-2347.
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