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A Message from the Director

ltdéds the start of the summer travel seasdc
weather and spend time with family and friends; a time for students ¢ Adult Child Special
to head home for the summer. Enrollment Period

+ Congratulations

The campus is preparing for fall and the arrival of a new class of
students, and HR is focusing on new training opportunities for
employees. Our efforts include working with a consultant to provide ¢ CSAC Election Results
training for supervisors, developing a new supervisor training i .

Aitool boxd, and revamping our é@lﬁl(}n\g?ﬁé? or i
hope to introduce these programs at the end of summer/early fall. chefits Available

Quitters!

¢ Minimum Wage Hike
(0] VI Sl
¢ Share the Leave:

e Lonatg to Shared
Benefits Program

I hope youdbve h
the updated HR website; that
youbve found it
quicker to find answers to your HR
questions. Of course, you are
welcome to call or make a personal
visit to us in HRB 30.

¢« Sambs Coll eg
Membership Offer

+ Performance Evals Due
June 5

¢ Why Do I Need A
Job Description?

The AHR Front
running. This new computerized
format supplements Banner for
more timely, efficient and
accurate processing of HR ¢ Savings Bonds Thru
transactions. The hope is that these processes are more user-friendly. Payroll Deduction

We are monitoring the effecti Y@oﬂgﬁnﬁaﬁons!‘)f tr
welcome campus feedback.

¢ Shining Star
On behalf of everyone in HR, I hope that you have an enjoyable
. . ¢+ Welcome
summer. If you are traveling, please be safe and enjoy your
vacation time with family and friends. ¢ Goodbye & Good Luck

Wes Weisenburn

CMS Announces 96Day Adult Child
Special Enroliment Period

Do you have a son or daughter who needs health insurance and is not

a full time student? Public Act 95-0958 could provide you an avenue

for that insurance. Effective July 1%, your unmarri e
c hi | do-25§isctgéle fbrBtate of Illinois health and dental

insurance. No student status required and the adult child need not

live with you.

Central Management Services is conducting a one-time, 90 day
Special Enrollment Period from May 1 thru July 31, 2009. (This
enrollment period is not connected to the annual Benefits Choice
Period, 31 May).

For additional information and details on other categories established by the act, go to:
https://nessie.uihr.uillinois.edu/cf/benefits/index.cfm
and scroll down to PA 95-0958.

:': AMERICAN LUNG ASSOCIATION.

Congratulations Quitters! Freedorre

FROM SMOKING~

Thi s s eFneedorh EromiSsnokingrogram ends this week,
and wedd |i ke to celebrate the suc

students who began the program on April 7. i SN i
will be offered again
Some successfully quit, some cut back significantly with the next fall.
intent to totally quit in the near future; and some decided that this
. . . Contact
was not the right time for them to quit. )
Ceitha Steele
The group plans a potluck picnic celebration near the pond for their cstee2@uis.edu
final session. 206-:6670

Civil Service Employees Elect 8 Coworkers

Civil Service employees elected eight of their co-workers on May 14
to serve on the Civil Service Advisory Council.

These new members will be seated at the June meeting: Kemy Brown, "/’
Ellen DeHeve, Debbie Dove, Darlene Harris-Kresse, Janice Marvel,
James McGill, Marcia Rossi and Jay Simpson.

The CSAC thanks those who took time to vote!

Tuition Waiver Benefits Available

Looking for an opportunity to enhance your personal and
professional abilities while improving your effectiveness on the job?
You may want to take advantage of the tuition waiver

benefit. Registration is now open for both Summer and Fall courses
here at UIS.

For more information about policies, eligibility requirements and
application procedures: click here or on the picture (right).

Questions? Contact: Judith Bly jbly2@uis.edu 2066652

lllinois Minimum Wage
Rate Hike July 1st

E
£l

Effective July 1, 2009, the Illinois state minimum wage
increases to $8.00 per hour.

For additional information: http://www.state.il.us/agency/idol/Facts/ MW.HTM

Share the Leave:
Donate to Shared Benefits Program

The Shared Benefits Program was established to provide eligible
employees with the opportunity to receive additional leave days
when experiencing a catastrophic illness or injury, or when a
disability claim is pending before the State Universities
Retirement System (SURS).

The program provides limited salary relief to eligible employees
who have exhausted all sick leave and vacation leave, if vacation
leave was utilized in the donation process, as a result of a Donations go

catastrophic illness or injury. into the pool and
cannot be specified for

Civil Service, Faculty and Academic Professional employees are ) s
a particular individual.

eligible to participate in the program if they meet the following

requirements.

Donation of Leave Donations may be
accomplished

To donate leave to the pool, an employee must: electronicall

+ Be a Civil Service, Faculty, or Academic Professional employee via NESSIE

who participates in SURS.

+ Be appointed at least 50 percent time to a position to which i )
Attention Academic

Professional
months. Employees:
+ Have a cumulative balance of at least 11 days of leave.

service is expected to be rendered for at least nine consecutive

Withdrawal of Leave AP employees

carrying a vacation
To request a withdrawal of leave from the pool, an employee must: balance greater than
+ Have previously donated at least one full day of benefits leave 48 days

on August 15"
face the loss of those
excess days.

(sick and/or vacation) to the pool under the Shared Benefits
Program.
+ Have a disability claim pending with SURS.

+ Have exhausted all accrued sick leave if they participated in the Please consider

pool by contributing sick leave only. dt(;lréatslgi’;l;o]sseeg:f}gsto
+ Have exhausted all accumulated sick and vacation leave if they Program.

participated in the pool by using a combination of vacation and )

sick leave or vacation only. Questions?
+ Submit a completed Shared Benefits Withdrawal Application Contact

Form. Bob Lael
Donations may be made at any timgpvided the above 206-7142
requirements have been satisfied. The maximum number of days rlael2@uis.edu

approved for withdrawal cannot exceed one-third of the pool
balance or 45 working days, whichever is less. An employee can
apply for leave from the pool once per academic year.

Sambs: Coll egiate Mel

Samdébs Club is offering a $15 gi ft
who apply for new $40 Collegiate Memberships or renew existing
memberships.

Apply in person at the -GaplendWYf i el
email are required.

Performance Evaluations & Job
Descriptions Due June 5

Remember that fully signed performance evaluations and
updated job descriptions are due in the Office of Human
Resources by Friday, June 5.

You can find all of the forms and information you need on the HR
website: http://www.uis.edu/humanresources/recognition/
evaluations.html.

Why Do | Need a Job Description?

T s All Civil Service and Academic Professional employees of the

ACADEMIC PROFESSIONAL POSITIO\’DES(‘RIPTIO.\'

....... = = University of Illinois at Springfield are required to have a current
job description on file.

Steps In Developing a Job Description:

+ All parties who sign a job description are responsible for
verifying that it is current and accurate.

[ r— Due [EE———

+ Either an employee or a supervisor can initiate the
process to change an empl oy

UIS OFFICE OF HUMAN RESOURCES
CIVIL SERVICE POSITION DESCRIPTION

+ If the employee or supervisor feels that the most recent
job description is not accurate, he/she should first
discuss the current job description with the other party,
the current duties and responsibilities, and any

e Sl bRk anticipated changes in the immediate future.

__Establish _ Reallocate
ol

+ Next, one of the parties, or both jointly, work up a draft of
== — the proposed job description.

+ The employee and supervisor should further discuss the
job description, what has changed and what is expected.

It is important, at this point, to understand that the
University has the right to determine the final duties and responsibilities
that an employee is expected to perform.

+ The following signatures need to be obtained before the job description is
submitted to the Office of Human Resources:

Employee Dean/Director, if applicable
Supervisor (or Supervisors) Division Head

¢ The department and employee each keep a signed copy, then route the signed original job
description to the Office of Human Resources.

Updated job descriptions are required every other year (including this year) as part of the annual
performance evaluation process. In intervening years, either a job description

certification form or updated job description is required, depending on whether there have been
changes to the job. Forms are available on the HR website.

This process is not intended to di minish
employees, rather it is intended to help maintain communication between employees

and supervisors and reduce the potential for misunderstandings of what is expected of

employees in the performance of the job duties.

Questions? Contact Mark Owens, mowen 1 (@uis.edu, 6-7096.

Enroll Now:
Savings Bonds Through Payroll Deduction

Ef fective May 1, 2009, administration of
under National Bond and Trust Company (NBT).

Employees can contact NBT toll-free at 1-800-426-9314, Monday through Friday, 7am - Spm
CST to enroll directly in the program.

The NBT program provides more options and flexibility than the previous program. NBT
allows employees to name as many different owners, co-owners or beneficiaries as they want.

Some of the benefits of Savings Bonds: P

Affordable deductions you choose

Competitive Interest Rates

Safe

Savings for Emergencies,

Kurt Cohn is the UIS representative for NBT: 708-466-8587 or
kcohn@nbtco.com

25 Years 10 Years
Carol Gustafson March 1 Char McHugh March 15
Jana Wise March 1 Holly McCracken  March 16
Erica Michael March 22
A v Debra Hartz April 19
John Jones March 1 Bev Weddle May 3
Janis Santini April 16
Lee Wensch May 1 S Years
Geoffrey Evans April 15
15 Years Munindra Khaund May 1
Kenneth Hughes April 1 Rebekah Grosboll  May 16
Patti Sims May 16 Michael Handley ~ May 16
Service recognition is based on full-time employment with the University of Illinois at Spring-
m field for employees with anniversary dates of March - May.

c );‘: * 5
O @ghining tar )A

Traveling Trophy Employee Recognition Program Ly

Patty Sullivanof Campus Services, our most recent UIS

Shining Star, was caught fi
above and beyond nor mal e i
nominated by a fellow employee and awarded the trophy

on March 25.

Click on the shining star (right) to see Patty with her
trophy and read more about the Shining Star program.

Employee of the Month (EOM) Awards

Congratulations to our Spring EOM Award recipients:

Tom Micklus March
Patty Stoutamyer April
Bob Lael May

To read more, or to nominate a fellow employee, follow the link:
http://www.uis.edu/newsbureau/eom

James E. Johnson
Adjunct Instructor

March 16, 2009 Mission Statement
GafY Stein The mission of UIS
Adjunct Instructor Human Resources is

March 16, 2009 to be a dedicated

partner with the campus

Teresa VandeWiele .
in its goal to become,

Adjunct Instructor
March 16, 2009

Mark Senor liberal arts universities

Food Service Worker I in the nation.

March 23, 2009 We.prowde .excel]ent
service by using sound

Benjamin Snider and effective personnel
Network Specialist I practices.
April 6, 2009

and remain, one of the
top five small public

Welcome [Congratulati

Dawn Jarrett 2/20/09 Joseph Fisher 3/23/09 Rosemary Lenaghan* 5/15/09
Courtney Ussery 2/21/09 Jay Davis 3/27/09 Debra Parker 5/15/09
Charles Dan Bringman* 2/27/09 Rebecca Gillespie*  3/31/09 Megan Hunter 5/19/09
Carl Sandidge* 2/27/09 Michael Moore* 3/31/09 Pat Langley * 5/31/09
Dixie Vaught* 2/27/09 Marvin Jarrard 4/8/09 *Indicates retiree

Roy Gilmore 3/20/09 Marya Leatherwood* 4/15/09

Questions or corrections? Please contact Monica Kroft at mkrof2@uis.edu.
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