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Message from the Director

It’s good to be back!   Thanks to all of you for making me feel so welcome.   As most of you already know, I am a proud Southeastern graduate and have been in state service my entire professional career.  I look forward to serving Southeastern’s faculty and staff and also the local community.  

I am fortunate to have inherited a great Human Resources staff who will continue to provide the same high level of customer service that they always have.  It will take some time to acclimate myself to Southeastern procedures.  With the support of my staff, the Administrative staff,  employees I have worked with in the past, and the faces new to me, I have no doubt that we will be successful in making Southeastern one of the best places to work in our region.

Kevin Brady
Changes to the PPR System
The Department of Civil Service has made significant changes to the Performance Evaluation System for classified employees, approved by the Civil Service Commission on December 14, 2011.  Major changes include a single evaluation date for all employees, a mandatory 2nd level review, and a simplified 3-tier evaluation.  All formal Performance Ratings due between now and June 30, 2012 do not need to be completed, but a simple Transition Evaluation needs to be submitted for every classified employee by June 30, 2012.  You will receive direct notification if you have to submit a Transition Evaluation for an employee.   Please look forward to information of mandatory training sessions for the new Performance Evaluation System.


B E N E F I T S
Louisiana 457 Deferred Compensation Plan

What is a 457 deferred compensation plan?
A governmental 457 deferred compensation plan is a retirement savings plan that allows eligible employees to supplement any existing retirement and pension benefits by saving and investing pre-tax dollars through a voluntary salary contribution.  Contributions and any earnings on contributions are tax-deferred until money is withdrawn.  Distributions are usually taken at retirement, when many participants are typically receiving less income and may be in a lower income tax bracket than while working.  Distributions are subject to ordinary income tax.

Why Should I Participate in the Plan?
You may want to participate if you are interested in saving and investing additional money for retirement and/or reducing the amount of current state and federal income tax you pay each year.  You may also qualify for a federal income tax credit by participating in the 457 Plan.  For more information about this tax credit, please contact Chris Burton at Great West Retirement Services at 1-800-937-7604.

Who is Eligible to Enroll?
All current full-time and part-time Louisiana public employees are eligible to participate in the Louisiana 457 Deferred Compensation Plan.

How Do I Enroll?
Visit the website www.louisianaDCP.com and enter through the Guest portal. Choose the option to “Enroll Now” and follow the directions to complete your enrollment.  You may also visit the Human Resources Office to enroll.

What Are the Contribution Limits?
In 2012, the maximum contribution amount is 100% of your includable compensation or $17,000, whichever is less.  

There are two different opportunities to catch-up and contribute more during the final years of your career.  

· Participants turning age 50 or older in 2012 may contribute an additional $5,500.  

· Participants in the three calendar years prior to normal retirement age can contribute more (up to double the annual contribution limit--$34,000 in 2012) through the Standard Catch-Up provision.  The amount will depend upon the amounts that you were able to contribute in previous years but did not.

· You may not use the Standard Catch-Up provision and the Age 50+ provision in the same year.

· Contributions to a 403b plan and a 457 plan do not offset each other

Southeastern’s 403(b) Savings Plan
Did you know that Southeastern offers several 403(b) tax deferred savings plans and/or after-tax Roth 403(b) plans for employees?
You have the opportunity to save for retirement by participating in one or more of these 403(b) plans through payroll deduction.  You can participate in Southeastern’s 403(b) plans by making Tax-Deferred 403(b) contributions and/or after-tax Roth 403(b) contributions to one or more of the 403(b) plans offered.

What do I have to do to contribute to one of the 403(b) or Roth 403(b) plans sponsored by Southeastern?

You can contribute to one of the 403(b) plans once you have completed a salary reduction agreement (SRA) and returned it to the Benefits Section of the Human Resources Office and enrolled with one of the approved investment providers, approved by Southeastern.  The SRA gives Southeastern the right to take the elected dollar amount or percentage from your paycheck and contribute those amounts to your 403(b) plan.  For a complete list of investment providers available to you through the plan, and their contact information, please visit www.selu.edu/HRO and click on the Benefits link, the Retirement Link and then click on 403B Supplemental Retirement Plans.  Please note that in addition to completing the SRA and enrolling with your selected vendor, you must create a logon and password for planwithease.com, the Third Party Administrator (TPA) for our plan.  

How do I know if I am eligible to participate in my school’s 403(b) plan?

All full-time and part-time employees are eligible to participate.  
How much can I contribute?

In general, you may contribute up to $17,000 in 2012.  This amount may be adjusted annually.  Also, if you have at least 15 years of service with Southeastern or you are at least 50 years old, you may be able to make additional catch-up contributions.  Contact the Human Resources Office at 985-549-2057 for additional information on the amount that you can contribute to a 403(b) plan.

I am already participating in the 403(b) plan.  What other rules about participating should I know?

If you are already contributing to one of the approved 403(b) plans, you may change your contribution amount by first changing your contribution amount in planwithease.com and then completing a new salary reduction agreement and returning it to the Benefits Section of the Human Resources Office.  If you are increasing your payroll deduction you must have a calculation performed to ensure that you're within the limits to contribute.  Your “Total Maximum Exclusion Allowance” calculation may be obtained by contacting your 403(b) plan provider or contacting the Human Resources Office for assistance. The maximum for under 50 years of age is $17,000 and over 50 is $22,500.  Please refer to www.selu.edu/HRO Benefits link for specific plan rules regarding how frequently you are allowed to change your contribution amount or percentage.

PLANWITHEASE.COM

As a reminder, any contribution changes, requests for Exchanges, Transfers, or Rollovers for your 403(b) and Roth 403(b) plans should now be made through planwithease.com. The website can be accessed at www.planwithease.com.

Planwithease.com acts on behalf of the University to review and approve all distribution requests as allowed under the plan. If your request is approved, you will receive an approval letter which your investment provider will need in order to complete your requested transaction. 

More information can be found on the 403(b) and Roth 403(b) plans by visiting our website www.selu.edu/hr or contacting the Benefits office at ext. 5655 or 2587.
OGB HMO (Blue Cross) members are not affected by negotiations between Walgreens and Express Scripts
Catalyst is the pharmacy benefits manager for OGB’s HMO health plan administered by Blue Cross.  If your ID card has the Catalyst logo, this will not affect you.  Walgreens will continue to be a network pharmacy for OGB’s HMO health plan administered by Blue Cross. 
OGB contracts with Nurtur to administer Living Well Louisiana Health Management Program

Effective January 1, 2012, OGB’s Living Well Louisiana health management program will be administered by Nurtur. The program, previously administered by Health Dialog, will continue to use the same toll‐free number, 800-272-8451.
The Living Well Louisiana program is available to OGB members who:

‐ Are enrolled in OGB’s standard PPO or HMO (Blue Cross) health plans;

‐ Do not have Medicare as primary health coverage; and

‐ Have been diagnosed with one or more of five ongoing health conditions – diabetes, heart disease,     

  heart failure, asthma and chronic obstructive pulmonary disease (COPD).

The program offers health coaching by registered nurses, dietitians, and pharmacists, who provide educational materials and offer caring support, plus a cost‐saving prescription drug incentive.

The incentive offers active LWL participants reduced co‐payments on prescribed medications for any of the five targeted conditions with which they have been diagnosed. LWL participants pay only $15 for brand‐name drugs or $0 for generics (for a 31‐day supply) – instead of the standard 50 percent co‐insurance (up to $50 for a 31‐day supply) – on applicable prescriptions.

To receive these valuable benefits, an OGB member must remain actively engaged in the LWL program by participating in at least one coaching call every 90 days – a telephone call to or from a Nurtur LWL health coach. (Receiving educational materials by mail or e‐mail, listening to pre‐recorded phone messages and sending or receiving health coach emails do not meet this requirement.)

If you are participating in the program and have not yet scheduled a telephone contact with an LWL health coach in 2012, it is important to do so soon.

Beginning January 1, 2012, Nurtur health coaches are available Monday through Thursday from 8 a.m. to 8 p.m., Friday from 8 a.m. to 6 p.m., and Saturday from 9 a.m. to 5 p.m. (central time).

OGB requires that all active LWL participants talk to a health coach between January 1 and March 31, 2012. Participants must fulfill this requirement to remain eligible to receive the benefits of this valuable health management program, including the reduced prescription drug co‐payment incentive.

The new Nurtur Living Well Louisiana website, www.LivingWellLouisiana.com, will be available by February 1, 2012. Participants need to re‐register to use the new site.

Expedite Your Benefits at Retirement 

To facilitate prompt payment of your monthly benefit upon retirement, LASERS requests that you have all necessary documents on file.  Required documents include a copy of your birth certificate and social security card to verify your eligibility. The same documents are required for your beneficiaries. 

If you have been married, and widowed or divorced, marriage certificates, pre-nuptial agreements or matrimonial agreements stating spouses have separate (non-community) property, death certificates, and judgments of divorce must be on file. 

TIP: It is not necessary for you to wait until you are ready to retire to provide the required documents. They can be submitted to LASERS through your agency’s Human Resources office at any time. Please ensure that all documents submitted include your social security number so they can be filed into your member record. 

When your retirement or DROP application is submitted, you may need to provide a Spousal Consent Form, depending on the option you choose, and an Authorization for Direct Deposit of your retirement benefits. You will not receive your retirement benefit until LASERS has received these documents.

Pre-Retirement Education Program (PREP) 

The day a LASERS member chooses to retire is a very important date. The anticipation and planning for retirement are both exciting, and in many ways, challenging. We at LASERS look forward to helping our members put the pieces in place that will help make the transition to retirement as seamless as possible. No matter where you are in your career, this seminar will help you with your retirement plan. 

Sign up for a PREP Seminar by visiting www.lasersonline.org, and click the "Seminars" tab under Quick Links. The PREP Workshop link allows you to search for available dates and locations and register. Under the same page, clicking "mail-in PREP application form" gives you the option to download then mail or fax an application. 

All enrollments for PREP Seminars are processed through LASERS. If you wish to cancel or reschedule a PREP Seminar, call the 24-hour PREP Line, 225.922.0670 or toll free 800.256.3000. Leave your name, phone number, date and city of the seminar. Seminars are held from 8:00 a.m. to 3:30 p.m.  Register at seminar.lasers.state.la.us

Make the transition to retirement as seamless as possible at a PREP Seminar Pre-Retirement Education Program (PREP).
2012 PREP Seminar Schedule
	Dates
	City
	Location

	05/10 (T), 08/09 (T)
	Alexandria
	LSU – Alexandria

	01/26, 02/23, 03/16, 04/26, 05/23, 06/28, 07/24, 08/22, 09/27, 10/24, 11/29, 12/12
	Baton Rouge
	State Police Training Academy

	03/15, 06/06
	Hammond

	Southeastern Louisiana University

	03/22, 08/21, 10/18
	Lafayette
	University of Louisiana at Lafayette

	03/21 (T), 08/28 (T)
	Lake Charles
	Location to be announced

	07/26 (T), 09/06 (T)
	New Orleans
	Delgado Community College

	06/20 (T), 12/18 (T)
	New Orleans
	University of New Orleans

	05/09, 08/02
	Monroe
	University of Louisiana at Monroe

	05/08, 08/01
	Shreveport
	Louisiana State University – Shreveport

	05/15 (T), 10/16 (T)
	Thibodaux
	Nicholls State University




T R A I N I N G
If you need additional information on any of the trainings, please contact Jan Ortego, Training and Development Program Manager at Jan.Ortego@selu.edu, phone extension 5771, or SLU 10799.   

Employee Self Service

Step by Step instructions on using the Employee Self-Service module in PeopleSoft 9 are available to help faculty and staff members navigate to view their personal information.  Please access the link below for detailed assistance:

http://www.selu.edu/resources/howdoi/leonet/hr_selfserve/index.html
New Employee Orientation

The 2012 schedule for new employee orientation is as follows: March 14th, April 19th, May 15th, June 13th, July 17th, August 13th, September 12th, October 11th and December 11th.  There are no orientations held in the months of February and November.  All the meetings are held in the Human Resources Office Conference Room.  Registration begins at 8:30 a.m. and the programs run from 8:45 a.m. to 11:45 a.m. Attendance is mandatory for classified employees and unclassified employees are expected to attend.  

Updating our 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 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 also be faxed or sent via campus mail to SLU 10799.  
Additionally, if your department or organization is holding a seminar or conference on campus which includes our faculty and/or staff members, please send a copy of the sign-in roster, with W numbers if possible, to the Training Section.

Mind Leaders On-Line Training Programs
The Comprehensive Public Training 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 Jan Ortego via email.  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.

Schedule of Spring CPTP Programs

During the coming months, the State Comprehensive Public Training Program will offer several programs on campus. All programs are instructor-led and are free to faculty and staff.  The programs currently scheduled are “Conflict Resolution” on March 6th, and “Dealing with Change” on April 12th. All the programs run from 8:15 a.m. to 3:30 p.m. and will be held in the University Center, Room 139.  Pre-registration for these seminars is required.



Human Resources Highlights











1
1

