Navigatio

L

O On the left, click on boo S to view an
Index of this file.

O In the upper portion of the document Is a
callout, which will have information @
regarding the particular slide that Is being
viewed. To view this information, double
click on the callout.



SIU New Employee
Orientation

Welcome to
Southern lllinois University Carbondale

Human Resources
Kathy Blackwell, Director




Human RGSOUI’CES WeBsﬂe

WWW.SIU.edu/~humres

Employee Handbook

Human Resources Staff

Other Useful Information




—!
Employment & Classification Staff

0o Jennifer Watson Employment Manager

O Tracy Bennett Civil Service Testing & Classification Supervisor

0 Renee Colombo Employment Counselor

O Stacy Lam Employment Counselor

0 Andrea Luthy Human Resource Representative-Testing

O Barbara Niechciol Human Resource Assistant-Testing



 ———————

Work Week
8:00 a.m. — 4:30 p.m. Monday through
Friday

Check with supervisor for your
particular schedule



Presenter
Presentation Notes
Most offices at SIU are open from 8:00 a.m. – 4:30 p.m. Monday-Friday.  The basic work week for most employees consists of five consecutive seven and one-half work days (8 – 4:30 with a one hour lunch period) or a total of 37 ½ hours per week.  A small number of employees primarily in skilled crafts classifications such as Carpenter, Electrician, etc. work a 40 hour week.  Also, a number of employees are required to work shifts other than 8:00 a.m. to 4:30 p.m.  In such cases, the work hours are established to meet the needs of the University and are discussed with candidates prior to extending a job offer.



Flex Time

Avallable in some units

Needs of department must be met



Presenter
Presentation Notes
Flex-time is intended to assure that the University’s goals are accomplished in an orderly and efficient manner, and at the same time, permit employees and their supervisors to establish work schedules which recognize individual needs.  Employees must work the number of hours in their work week, and individual work schedules must be approved in advance by the department head.  Because of the varied nature of university departments, each department head must determine the extent to which flex-time may be used so that full university services are continued.  Work schedules must conform to the needs of the department, and supervisors may require a change in schedule to meet these needs.  If you are interested in using flex-time, ask your supervisor if it is available in your department.


Fair Labor Standards Act
Exempt

Non-Exempt



Presenter
Presentation Notes
The Fair Labor Standards Act establishes a minimum wage, regulates overtime pay, requires an employer to provide equal pay for equal work, establishes record keeping requirements and establishes child labor standards for employees who are covered by the Act and are not exempt from specific provisions.  Most civil service employees at SIU are within its coverage and not-exempt from its requirements.  These are 
called non-exempt employees.  Non-exempt employees are required to keep a time sheet.  These employees are required to maintain a salary time record and must be compensated for overtime worked.  Overtime is generally defined as any hours worked in excess of  7½ hours in a day or 37½ hours in a work-week  unless otherwise defined as an applicable negotiated or prevailing contract.  Hours worked in excess of 7½ hours in a day in accordance with a pre-approved flex-time schedule are not considered overtime.  Overtime may be compensated by cash payment at a rate of one and one-half times the employees’ regular hourly rate or by compensatory time-off in lieu of a cash payment.  Compensatory time-off must also be awarded at a rate of time and one-half.  No overtime should be worked without prior authorization by the employee’s supervisor, and the method of payment (cash or compensatory time-off) should be discussed in advance.

Not all civil service employees at SIU are covered by the overtime provisions of the Fair Labor Standards Act.  These employees are exempt based on their duties, level of responsibility and the amount of discretion and independent judgment inherent in their position.  Exempt employees generally fall into 3 major categories:  executive, administrative, and professional.  Exempt employees are not required to maintain salary time records and are normally not compensated for overtime worked.


Compensation

Range

Negotiated

Prevailing



Presenter
Presentation Notes
The first type is open range.  In this case, salary ranges are determined based on salary surveys for comparable jobs in the recruiting area, comparisons of ranges in effect for the same classification at other universities in the state, and a comparison of skills, efforts, responsibility and working conditions of other classifications.

Another group of classifications has negotiated rates.  Rates of pay for employees in these classifications are determined by periodic negotiations between university officials and union representatives.

The third category is prevailing rates.  These rates apply when the university is required by state statute to honor the wage rates contained in an area multi-employer contract.  Generally, this occurs in the case of skilled craft classifications such as Carpenters and Electricians.

SIU has two payrolls for civil service employees: bi-weekly and semi-monthly.  Employees that are negotiated or prevailing classifications are paid bi-weekly.  This means that they have an hourly rate of pay and are paid every other Friday. Generally, full-time employees in range classifications are paid semi-monthly.  This means that employees will be paid of the first and the 16th of each month following the date of employment.  



Probationary Period

Six months

Twelve months



Presenter
Presentation Notes
During your first six months at SIU, you will serve a probationary period.  A few classifications in the system require a twelve month probation.  The probationary period is considered part of the examination process.  An employee can be dismissed at any time during the probationary period without appeal or recourse. All new employees with a permanent status appointment are required to serve a probationary period.  The probation is a learning process that every status civil service employee must go through.  It is a progressive check of the match between the job and incumbent.  Any time you change classifications, you begin a new probation.  However, you will maintain seniority, and can use retreat rights in your previous classification if you completed the probation for the previous classification.  If job performance is unsatisfactory, an employee will be, and should be, dismissed during the probation.  


Employee File
806 S. Elizabeth St.

Photo ID

You can view your file only



Presenter
Presentation Notes
You may see your personnel record file but cannot review that of another employee.  If you want to review your file, go to Employee Records, 806 S. Elizabeth and present a photo ID.  Among other items, your application is kept in your file.  You are responsible for keeping your application up-to-date.  You may update this at Employment & Classification, 803 S. Elizabeth.  You should update your application every time you change jobs or acquire new skills or education.  Your application is used for various purposes: it is used as documentation that you meet the qualifications to be admitted to a civil service exam; it may be used to assist you when writing an exam to insure dates of employment and education are accurate (failure to provide accurate information may result in voiding the exam); you are requested to take a copy of your application to all interviews; your application is reviewed by an employment counselor when determining your salary for range classifications; and you may want to refer to your application if you pursue job opportunities other than SIU.


@—!
Job Opportunities
Continuous Post List

Job Hotline 536-2116 (Thursdays @
Noon)

www.siu.edu/~humres/ntml/jobvac.htm

Active classifications



Presenter
Presentation Notes
Civil Service job openings which are not exempt by affirmative action procedures, Administrative/Professional, and Faculty job vacancies are advertised via several methods.  They are advertised on the HR Info Line, 536-2116.  The information is a 24-hour recording and it is updated weekly on Thursdays at noon.  Applicants should respond in person before the deadline at Employment & Classification for civil service vacancies.  The deadline is the following Thursday at noon.  Occasionally a holiday may warrant an extension of the closing date.  Faculty and administrative/professional job vacancies each have a different deadline, contact person, and department.  Job announcements are also delivered to each mail stop on campus by the Affirmative Action Office, and they appear on the home page of Human Resources and Affirmative Action.  

There are also several civil service classifications which are referred to as Continuous Post.  Vacancies in these classifications will not be advertised.  Qualified persons interested in these classifications should arrange testing.  As vacancies occur, only those candidates on the employment register will be considered.  


 ———————

Promotional Preference

Status Employee

Promotional

Original Entry to Promotional



Presenter
Presentation Notes
Employees may be given preferred treatment in placement on the register for classifications in their promotional line.  For example, once you have completed your probationary period, and meet the minimum acceptable qualifications for any higher classification in your promotional line, and you take the examination for the higher class, your promotional passing score is placed ahead of both non-university applicants and other University employee candidates not in the same promotional line.  If you have taken tests for higher level classifications in your promotional line prior to completion of your probationary period, you should request an examination rescore at the Employment & Classification office.  Examination results will then be rescored from Original Entry to Promotional Preference.  You must request to have your examination results rescored to gain this advantage.  


 ———————

Veteran’s Preference

Included In passing test score except
In the case of promotional
preference



Presenter
Presentation Notes
Veterans who show proof of their honorable discharge and meet other specific criteria, will receive either three, five, or ten veterans preference points on a passing original exam score.  Veterans preference points are not added to promotional examination scores.  


@—!

Seniority

Service Hours — the amount of time
worked In a classification prior to
completing probationary period

Seniority — the amount of time worked In
a classification after completing
probationary period



Presenter
Presentation Notes
Seniority is a term describing the amount of time worked in a classification or in classifications within the same promotional line after completing the probationary period.  Prior to completing your probation, you can earn service time. 


@—!
Layoff

Policies and procedures In place

Contact Employment &
Classification at 536-3369 If you
think you are going to be affected by
a layoff situation



Presenter
Presentation Notes
If you are laid off after probation, and are the least senior employee in your job classification, you will be placed on reemployment and will be recalled based on your seniority.  If you are not the least senior employee in your job classification, you will be relocated in the university to another position in your job classification.

If you are laid off during your probation, you will be placed on the restoral register and will be referred to interview for vacant positions as they become available.


@—!
Reassignment
Probationary period completed

Current evaluation with satisfactory
performance comments

See an employment counselor and fill
out form



Presenter
Presentation Notes
A reassignment may involve a change of department within the same classification to another position usually in another department.  You may request consideration for reassignment by completing a Request for Reassignment form and discussing your situation with an employment counselor.  In order to be eligible for consideration, you must have completed your probation and you must have acceptable performance evaluations.  

Hiring departments have three options when they interview.  They may choose to see candidates from the register only; they may choose to see reassignments only; or they may choose to see both.

If you are hired as a reassignment, you must give at least two weeks notice to your current department.  You are not required to serve a new probationary period, and you are referred at your current salary.  Unused vacation and sick leave are transferred to the new department, and you retain your seniority.  


Separation

At least 2 weeks notice



Presenter
Presentation Notes
If you leave the University, or if you move to another position on campus, you are requested to give at least two weeks notice.  If you resign from the University, your department should contact Employee Records, 806 S. Elizabeth, for the procedure to follow and to confirm any unused vacation and sick leave.  On your last day, you will be requested to go through an exit interview and Employee Benefits, 805 S. Elizabeth, and you can have your questions answered at that time.


@—!

Career Planning

See an employment counselor at 803
S. Elizabeth St. for questions
regarding career planning and/or
career counseling

Call 536-3369



Presenter
Presentation Notes
Career counseling and development is available by appointment with one of the employment counselors.  The employment counselor will assist in the development of both long and short range career goals and suggest methods to reach your goals.


Clerical Skills Practice

Friday @ 12:30 p.m. by appointment

Call 536-3369



Presenter
Presentation Notes
Practice typing sessions are available every Friday at 12:30 p.m. by appointment.  Persons interested in scheduling should contact Employment & Classification at 536-3369.


General trtormation ror

Faculty & A/P

A/P Position Administration
803 S. Elizabeth St.

Marge Selinger Pat Latch
453-6686 453-6660



General Information for
Faculty & A/P

O O 0O 0O 0O 0O O O

Continuing & Term Appointments
Types of A/P Positions

~aculty Appointments

~1le Review Policy
Purchasing/Accounts Payable Policy
Travel Expenses

Faculty and A/P pay

Office of Research Development




@—!

Continuing & Term Appointments

Continuing-Automatically renewed
each year unless the appointee IS
given notice In writing of non-
reappointment

Term-Employment for a specified
period of time



Presenter
Presentation Notes
Continuing appointment:  If given notice of non-reappointment during first appointment year, you must be given no less than six months notice in advance of the expiration of your appointment. In your second and subsequent appointment years, must be given no less than twelve months notice that your appointment is not going to be renewed. 



@—!
Types of A/P Positions

Non-research
Research positions

Within 2 reporting levels of the
Chancellor

Starting salaries and salary increases for
Individuals hired in these positions are
subject to SIU system-level approval.



Presenter
Presentation Notes
Non-research positions have a written detailed written job description that is evaluated by Human Resources using a point factor evaluation system.  Based on the total number of points assigned to the job description, the position is assigned to a salary range. 
Research positions includes all of the Researcher and Scientist titles.  Anyone hired in a given title must be paid at least the minimum rate, though there is no maximum allowable salary. Established minimum qualifications must be met.  
For positions within two reporting levels of the Chancellor, starting salaries and salary increases for individuals hired in these positions are subject to SIU system-level approval. 



—!
Faculty Appointments

Appointments are either Academic
or Fiscal

Academic year runs August to May

Fiscal year runs July to June



File Review Policy

Employee Records
= 806 S. Elizabeth St.

ID required
Contents of file
= Appointment papers

m Benefits information
= Transcripts
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Purchasing

Refer to the website below for “How
To” procedures on purchasing items
within your department

http://www.siu.edu/~purchase



—!

Purchasing

0 To procure goods or services paid for by University
funds, including grants, use one of the following
methods:

1. Purchase requisition form through department

Get required administrative approval(s) before making
the purchase

All purchases of services >$20,000 must be bid
All other purchases >$30,000 must be bid

Purchases less than minimum bid amount may be bid
when in the best interest of the University




—!

Purchasing

2. University procurement card (P-card)
Refer to http://www.siu.edu/~purchase/pcard/index.htm

General limits:
o $3500 per transaction
o $15000 per month

3. Invoice Distribution Form
Statement from vendor
Complete list on purchasing website

O Both purchase requisition and invoice distribution
forms are online

o Grant accounts-use paper forms




Accounts Payable
Pays ALL University bills

For more information refer to:
http://www.siu.edu/~AP/




@—!

Travel Expenses

Refer to http://www.siu.edu/~ap/travel.htm

0 Pre-pay (Pcard) whenever possible for:
Conference registration fees
Airline costs
Lodging costs

0 To be reimbursed must complete travel voucher:
Lodging costs

At the end of the month in which travel occurred,
whichever is later



Presenter
Presentation Notes
Familiarize yourself with travel regulations so that your travel and reimbursement will go smoothly.  



—!

Faculty & A/P Payment

0 Monthly on 15t day of the month following
covered period

0 EXCEPTION: If the 15t day falls on Saturday,
Sunday, or legal holiday, payment will be
made on last business day of the month for

the covered period



@—!

Two Forms of Payment

0 EDD-Electronic Direct Deposit

Civil Service — Administrative/Professional and
Faculty — form iIs given with hire papers

Contact Payroll at 453-3391 for more information
0 Paycheck pickup

Account Payable Office
o Miles Hall (Greek Row)


Presenter
Presentation Notes
For those enrolled in the Electronic Direct Deposit, the first check will be deposited or, if not enrolled,  check can be picked up at Accounts Payable.


Office of Research Development &
Administration (ORDA)

0 Grants & contracts for research, training, and
service projects are applied for, negotiated,
and accepted

O For more information contact ORDA at
453-4540 or www.siu.edu/worda




General Information for All Employees

ID Cards

Parking

Performance Evaluation

Grievance Procedure

Disciplinary Action

Holidays

Employee Assistance Program
Constituency Groups

Campus Announcements & Activities
Emergency University Closure
Outside Employment or Consulting
Service Award Program

OO0O0O0O0O000000a00gad
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ID Cards

O
O

O

Permanent Staff ID Card- Dawg Tag

Civil Service — Form in initial packet from
Employee Benefits

Administrative/Professional and Faculty — hire

packet from Employment Benefits

Administrative Office at the Student Center
Contact Jeff Duke at 453-3494 for questions

Uses
Check out materials at Morris Library
Cash personal checks at the Student Center
Purchase a Recreation Center pass


Presenter
Presentation Notes
Employee should wait at least 2 weeks before getting their Staff ID card in order that their employee AIS number appears on the card. 



—!
Parking

o MUST purchase permit for all motor vehicles
(including motorcycles)

o0 12-month period ending September 30t
Washington Square, Building B

0 Need Staff ID, Drivers License, Vehicle
Registration to purchase permit

0 Bicycles must be registered, no charge for
decal

O



—!

Parking Decals

O Costs for motor vehicles:

Full-time (Blue)

o Low Blue < $25,000/yr. = $55

Med Blue $25,000 - $39,999/yr. = $80
High Blue > $40,000/yr. = $100

Red $50 for non full-time staff

Each additional decal of the same color is $10.00
provided no one else in your household is affiliated
with the University

O O 0O 0O



 —
Performance Evaluations

(Designed to facilitate communication between supervisor & employee)

0 Faculty
= Annual basis before May 15t each year by Chair or Dean
= Letter form
= Based on teaching, research, service

o A/P

= Annual basis at the beginning of the year

o Civil Service
= 3 month, 6 month, (during probation) and annually


Presenter
Presentation Notes
To see the civil service and the administrative/professional performance evaluation form, please refer to www.siu.edu/~humres/html/forms.html




—!

Grievance Procedure

O Refer to handbook on Human Resources
website

WWW.SIU.edu/~humres

0 Negotiated Civil Service
Procedures may be different
Review bargaining agreement



—!

Disciplinary Action
Faculty & A/P

Civil Service

All employees, including probationary

employees, are to exhibit appropriate work
related behavior while on University
property and/or time.




@—!
Holidays

14 paid holidays each year

The holidays will be designated by the
Chancellor for publication by July 1%
each year.


Presenter
Presentation Notes
Click on schedule of holidays



@—!
Employee Assistance Program

O Assistance for:
Alcohol/drug related abuse
Family/marital or work problems
Depression
Childcare

0 Magellan Behavioral Health

(Administrator for the program)
0 Check your insurance for coverage

O Contact Human Resources at 536-3369



Presenter
Presentation Notes
Free confidential referral services to you and your family members in seeking resolutions to a variety of problems or concerns. 



@—!

Constituency Groups

Civil Service Councill

Administrative/Professional Staff
Councll

Faculty Senate



Presenter
Presentation Notes
Civil Service Council is composed of civil service employees elected from their constituencies. 
Administrative/Professional Staff Council is an elected body representing a/p members of the campus community.
Faculty Senate is composed of faculty members elected by their respective colleges.  Makes recommendations to the administration on a range of personnel, governance, and academic policy issues. 



—!

Emergency University Closure

0 Chancellor or authorized individual
Natural emergency
In support of national or state policy
For reasons of health & safety

O Decision to close will be communicated
through area radio stations, television and
other feasible means.



—!

Outside Employment or Consulting

Conflict of Interest Policy

Prior Administrative Approval
L_evel depends on anticipated income




—!

Service Awards

0 Awarded In increments of 5 years beginning
with 10 year

0 Vice Chancellor area — 10, 15, & 20 years

O Reception — 25 years or more In increments of
5 years



—!

Policies

Affirmative Action
Alcohol & Drugs

ADA of 1990

Clean Air

Sexual Harassment
Domestic Partner Policy
Workplace Violence Policy

O O0O0000d

O

All policies can be found on

ht}p://www.siuc.edu/~policies/emplovees handbook/index.ht
ml
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Affirmative Action

It is the policy of Southern Illinois University, Carbondale to
provide equal employment and educational opportunities for all
qualified persons without regard to race, color, religion, sex,
national origin, age, disability, status as a disabled veteran or
veteran of the Vietnam era, sexual orientation, or marital

status. The University is committed to the principles of equal
employment opportunity and affirmative action and will continue
to conduct all personnel actions in accordance with the letter and
spirit of applicable state and federal statutes and regulations.
Personnel actions include, but are not limited to, recruitment,
hiring, position assignments, compensation, training, promotion,
tenure consideration and award, retention, lay-off, termination,
and benefits.




—!

Alcohol and Drug Policy

Use of any illicit drug on property
owned or controlled by the Board of

Trustees Is prohibited.

Alcohol may not be used as part of ANY
University activity, UNLESS the use Is

authorized.




—!

American with Disabilities Act of 1990

“No qualified individual with a disability
shall by reason of such disability, be
excluded from participation in or be
denied the benefit of the services,
programs, or activities of a public entity,
or be subject to discrimination by any
such entity.”




ADA of 1990
con’t

O Requests for accommodations should be referred to the
Associate Chancellor-Diversity

0 Employees are not required to provide medical information to
supervisors

O Supervisors should contact Affirmative Action for direction

O Procedures for determining reasonable accommodation can
be found on the following website:

O http://www.siu.edu/~affact/rsnaccom.html



—!
Clean Air Policy

Smoking is prohibited in all indoor areas
of property owned and controlled by the
University

Smoking is prohibited within 25 feet of
all University building entrances



—!

Sexual Harassment Policy

0 Form of discrimination expressly prohibited
by law

0 Southern Illinois University is committed to
creating and maintaining a community In
which students, faculty and staff can work
together In an atmosphere free of all forms of
harassment, exploitation or intimidation.

0 Any questions should be directed to the
Affirmative Action Office.




—!

Domestic Partner Policy

0 SIUC extends recognition of any domestic
partnership meeting the eligibility criteria

0 Offers certain benefits to domestic partners of SIUC
employees

0 The domestic partner must be of the same sex

O Must complete the “Statement of Domestic
Partnership” and submit to Human Resources



@—!
Workplace Violence Policy

O It is the intent of the university through its
policies, procedures, and practices to reduce
potential for:

Intimidation or threats from occurring

Violent acts being perpetuated

Life threatening situations from developing


Presenter
Presentation Notes
Talk to your supervisor or chair about how a potentially threatening situation is handled in your department.  If you witness  or experience threats, threatening behavior, or acts of violence, and the circumstance does not indicate an imminent danger to persons or damage to property, report the incident to your immediate supervisor or Department Chair. If the circumstance(s) indicates imminent danger to person or damage to property, notify the University Police(911) and your supervisor immediately. 



SIU New Employee
Orientation

Fringe Benefits
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Employee Records Staff

O Tara Moore

Employee Records Supervisor
o Michelle Schmid

Human Resource Representative-Faculty/AP
0 Deb Babcock

Human Resource Representative-CS Semi-monthly
0o Matt Moberly

Human Resource Representative-Tuition Waivers
O Vvacant

Human Resource Assistant-Contract copying &
distribution
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Fringe Benefit Section Agenda

Employee Records Staff
Absences and Benefits

|_eaves with Pay

|_eaves without Pay

Tuition Waiver Benefits
Spouse/Domestic Partner cards




Absences and Benefits

Reporting Absences

Guidelines

Absence Slips

Keep copy for your records
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Absences and Benefits

Sick Leave Benefits
Avallable uses

No maximum on the amount of
sick leave accrual

Documentation may be required



—!

Absences and Benefits

Sick Leave Benefits

Must be exhausted before an employee Is
eligible for disability under the State
Universities Retirement System

2 Unused, unpaid sick time may be
transferred to another state of Illinois
university or agency at the time of
separation



—!

Absences and Benefits

Pregnancy

0 Considered the same as any other medical
condition

0 Up to 6 weeks can be taken for the condition
resulting in normal delivery

0 Use of additional time requires orders from
the employee’s physician, unless covered
under FMLA



—!

Absences and Benefits

Vacation Benefits

O EXxcept in emergencies, vacation must be pre-approved

o Computer maximum
Maximum employee will accrue
No more accrual until time is used

0 Policy maximum

Maximum amount of unused vacation payable to an
employee upon separation

0 No vacation is earned during sabbatical leaves,
professional development leaves, or leaves of absence
without pay



| eaves with Pay
O Disaster Relief

O Bereavement
O Jury Duty
o Military Service

0 Extended Sick Leave (Civil Service)



—!

Leaves with Pay

Disaster Relief
0 Up to 20 days In 12-month period

0 Must be a certified disaster service volunteer
with American Red Cross or assigned to
lllinois Emergency Management Agency

O Must be a disaster that occurred within the
United States or Its territories.



—!

Leaves with Pay

Bereavement

Up to 3 days to attend the funeral or
memorial service, related travel or
bereavement time of immediate family
or household

One day granted to attend the funeral
for a relative outside the Immediate

family




—!

Leaves with Pay

Jury Duty

Jury Duty or Subpoena - leave with pay

When court Is not in session, employee
must return to work

If required to appear as defendant or
plaintiff for personal civil or criminal
lawsuit, no leave granted

Jury duty compensation does not have to
be reported to SIUC




—!

Leaves with Pay

Military Service

o For annual military obligations in any
component of the US armed forces

Compensation at normal rate of pay not
exceeding 10 working days per fiscal year

0o If activated due to civil disturbance,
disaster or local emergency

Cumulative maximum of 20 working days per
fiscal year



—!

Leaves with Pay

Extended Sick Leave (Civil Service)

O

Up to 20 days w/pay for any FMLA qualifying
reason of the Civil Service employee, spouse,
domestic partner, child, or parent

Eligibility-Must be employed for 6 months

20 day benefit is proportionate to full-time equivalent

If represented by a collective bargaining
organization, additional guidelines may apply.



—!

Leaves with Pay

Extended Sick Leave (Civil Service)

o ESL will be counted towards the 12 week FMLA
allotment

0 Any unused portion of the 20 days Is available for
use during that fiscal year but cannot be carried over
Into the next fiscal year

0 If ESL crosses over fiscal years, the employee must
return to work before becoming eligible for an
additional 20 days in the next fiscal year

0 Employee must provide a medical release to their
department and Human Resources BEFORE
returning to work from leave for their own illness




—!

eaves without Pay

Family & Medical Leave (FMLA)

Victims’ Economic Security & Safety
Leave (VESSA)

School Visitation Leave
Voting In Elections
Personal Leaves




—!

L eaves without Pay

Family & Medical Leave (FMLA)

Unpaid family & medical leave benefits
to eligible employees

Eligibility-must have worked for 12
months or one academic year AND must
nave worked at least 1250 pay status
nours that year




—!

L eaves without Pay

Family & Medical Leave (FMLA)

0 May be granted for the following:

Serious health condition preventing the employee
from performing his or her job

Birth of your child (mother or father)

Placement of child with the employee for
adoption or foster care

Care of a spouse, domestic partner, child (under
18 unless permanently disabled), or parent with a
serious health condition




—!

L eaves without Pay

Family & Medical Leave (FMLA)

Maximum of 12 work weeks once every
12 months

Any available sick leave may be used:;
otherwise the leave will be without pay




—!

L eaves without Pay

Family & Medical Leave (FMLA)

0 Can also be granted to care for a child,
spouse, parent or next of kin who Is a service
member undergoing treatment or recuperating
from a serious illness or injury incurred In the
line of duty

This leave is for up to 26 weeks in a 12 month
period
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Leaves without Pay

FMLA Application Process

Contact Employee Records

Health Care Provider must complete
application

Keep In contact with your department
Must provide a return to work slip
Information is confidential
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Leaves without Pay

Victims’ Economic Security & Safety Leave
(VESSA)

Unpald leave to seek service, assistance,
safety or legal remedies to address
domestic violence, stalking or sexual
assault

All employees are eligible on the first
day of employment
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Leaves without Pay

Victims’ Economic Security & Safety Leave
(VESSA)

Maximum of 12 weeks per 12 month
period

Used for employee, or member of
employee’s family or household

Sick or vacation may be used, otherwise
leave will be without pay



—!

Leaves without Pay

School Visitation

When the employee’s attendance IS
required at their child’s school for
conferences and classroom activities
during normal working hours:

May request use of vacation time or
leave without pay



—!

L eaves without Pay

Voting in Elections

Excused without pay for maximum of 2
hours

T1

mployee must be scheduled to work
more than 4 hours during the polling
time




—!

L eaves without Pay

Personal Leaves

A leave without pay may be granted
for numerous personal reasons

Contact Employee Records at 453-
6698 for more information




—!

Tuition Waiver Benefits

0 Employee Tuition Walver

0O Interinstitutional Undergraduate Tuition Waiver

0 Southern Illinois University Undergraduate Tuition
Waiver

0 Dependent of Deceased Employee Waiver

O Forms on Human Resources website



—!

Tuition Wavier Benefits

Employee Tuition Waiver

o Full waiver of tuition and fees granted for all
SIUC employees on pay status, SIUC retirees,
and employees on leave or layoff

0 Employees on pay status must be employed
during term of applicable waiver

0 Not applicable to professional programs such
as the School of Law or School of Medicine
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Tuition Wavier Benefits

Interinstitutional Undergraduate Tuition Walver

Must be employed for 7 years
Dependent must be under 25 years of
age

Must be natural, adoptive, or stepchild

Noncredit, graduate or professional
studies excluded

Covers 50% of tuition
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Tuition Waliver Benefits

SIU Undergraduate Tuition Waliver

Interinstitutional Undergraduate Tuition
Waiver Is extended to include SIUC
employees who are retired, on permanent
layoff, or the natural or adopted child of
a domestic partner

Applies to SIU system only
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Tuition Waiver for Dependents of

Deceased Employees

O

sSurviving spouses and dependent children of
deceased SIUC employees

Deceased university employee on active payroll,
retirement, or disability status employee

Must have served the university for 5 years in full
time capacity

Exclusive of fees

Maximum of 8 semesters
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Appointment Paper

You should receive a copy of your
appointment paper with all appropriate
signatures

If you do not receive one, contact
Employee Records at 453-6698
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Spouse/Domestic Partner Card

0O Permits a spouse or domestic partner to gain access
to select university facilities and services

0 Must be renewed for each fiscal year or appointment
period

0 Employee must present proper ID to Employee
Records-806 S. Elizabeth St.
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