NEW HIRE PACKET

COMPLETION OF ENROLLMENT FORMS

Lewis-Clark State College 
(www.lcsc.edu/humanresources/forms.htm)
State of Idaho – Medical Enrollment Application 
Coverage is effective the first day of the month following date of hire, as long as the enrollment form is completed within 30 days of hire.  Refer to the Lewis-Clark State College Fringe Benefits Summary Brochure or http://adm.idaho.gov/insurance.contracts.htm to view the different insurance plan options and rates.  
· The form is to be completed online at https://www.sco.idaho.gov.  Click on “online logon”, and enter your user name and password.  (When you are set up on payroll, a user name and password is created for you by the State Controller’s Office and sent to Human Resource Services.  This password is used to check your pay stubs online and allows you to enroll in the health, dental and vision plan.  If you do not have this yet, please contact Human Resource Services.)
· Click on “Employee Self-Service”

· Click on “Self-Service”, actions

· Go to the drop down in the blue section and click on “Medical and Dental Enrollment”.  This will bring up your enrollment form.  

The Principal Financial Group – Life Insurance Form

Basic life insurance is paid by the State of Idaho and is of no cost to you.  This benefit equals 100% of your annual salary.  

· Please complete the top box with your personal information.

· Designation of Beneficiary section for basic life insurance:  

Primary Beneficiary:  Please list the person(s) you wish to collect your life insurance if something were to happen to you.

Contingent Beneficiary:  Please list the person(s) you wish to collect your life insurance if something were to happen to you and your Primary Beneficiary.  (Refer to the back of the form if you have specific questions.)

· Check the box whether or not you wish to purchase supplemental life insurance.  This is a cost to you each month and is a term policy only.  This benefit will double your annual salary and the premium is based on your annual salary and age.

· Designation of Beneficiary section for supplemental life insurance:  

Primary Beneficiary:  Please list the person(s) you wish to collect your life insurance if something were to happen to you.

Contingent Beneficiary:  Please list the person(s) you wish to collect your life insurance if something were to happen to you and your Primary Beneficiary.

· Please sign and date the form in the “signatures necessary to process” section.

Personnel Data Sheet

This data sheet allows us to enter your information into the Human Resource Services database so you will receive mailings that are distributed to employees on our campus.  
·       Please enter as much information as you know at this time.  

Retirement Information

The retirement plan you choose depends on your classification.  Classified employees may only choose PERSI.  Professional Staff and Faculty must choose between TIAA-CREF or VALIC.  If you are vested in PERSI, you may continue to contribute to it instead.
Professional Staff & Faculty:  You may choose between two different retirement plans; TIAA-CREF or VALIC.
TIAA-CREF: 
LCSC’s Rep:  Brett Morris - 206-529-2637
· If you choose to enroll in TIAA-CREF, 6.97% will be deducted from your paycheck bi-weekly and put into your retirement account.  It will be matched at 9.3%.  
· Online enrollment is the fastest and easiest way to enroll.  Go to www.tiaa-cref.org/lcsc.  Before you enroll, please have the following information available:

· Your investment allocations, which you select from your “investment options” on the TIAA-CREF web page.

· LCSC’s access code:  idp065
· Your social security number

· Your beneficiary’s social security number, birth date and address

· If you would rather enroll by mail, please follow these instructions:

· Find the TIAA-CREF enrollment form in your new hire packet
· Complete the fields as indicated

· Sign the forms as needed

· Mail the forms to HRS along with the rest of your new hire materials

· Whether your complete your enrollment online or by hard-copy, you will also need to complete the Enrollment Application/Idaho Optional Retirement Plan  as well as the Standard Insurance Company Enrollment and Change form located in your folder.
VALIC:
LCSC’s Rep:  Brian Armstrong - 208-755-0468
· If you choose to enroll in VALIC, 6.97% will be deducted from your paycheck on a bi-weekly basis and deposited into your retirement account.  It will be matched at 9.3%.
· Online enrollment is easy!  Simply visit www.valic.com,

Look on the left hand side of the page under “Links to Login” for Enrollment Now and follow the directions.  The Access Code for LCSC is 45516.

· If you would rather enroll by mail, please follow these instructions:

· Find the AIG VALIC enrollment form in your new hire packet

· Complete the fields as indicated

· Sign the forms as needed

· Mail the forms to HRS along with the rest of your new hire materials

· Whether you complete your enrollment online or by hard-copy, you will also need to complete the Enrollment Application/Idaho Optional Retirement Plan as well as the Standard Insurance Company Enrollment and Change form located in your folder.
Classified Employees Only:  You are eligible for PERSI (Public Employee Retirement System of Idaho). 

PERSI:
LCSC’s Rep:  Kari Caven – 1-800-451-8228
·       6.23% will be deducted from your paycheck bi-weekly and put into your retirement  

      account.  It will be matched at 10.39%.  

·       Please complete the PERSI Beneficiary Designation Form.
Veterans Status Form

· In order for the state to comply with the Veterans Readjustment Act, please indicate which definition applies to you.  Your participation is voluntary and all information will be treated as confidential.

Confidentiality Statement
· Please sign and date.
Authorization Agreement for Payroll Direct Deposit

· LCSC requires new employees to be set up on direct deposit.  Please read the information provided and either complete the Authorization Agreement for Payroll Direct Deposit OR submit a voided check to the HRS office.

W-4 & I-9
· VERY IMPORTANT that these two forms are completed so we can set you up on the payroll system in a timely manner.  When completing the I-9, please include copies of identification.  If you have questions about the type of identification to provide, please look on the back of the I-9 form or contact Human Resource Services at 208-792-2269.
FERPA

· The Family Educational Rights and Privacy Act (1974) is a federal law designed to protect the privacy of education records by the Family Policy Compliance Office of the U.S. Department of Education.  As an employee of LCSC, you may have access to student education records and, therefore, it is imperative that you understand FERPA and its regulations.

The online FERPA tutorial will provide you with a brief overview of the Act and successful completion of the lesson is the pre-requisite for obtaining access to Datatel Colleague and WarriorWeb.

· Log on to WarriorWeb at https://warriorweb.lcsc.edu/ and click the “Enter” box at the top.

· Click on “FERPA Tutorial” in the upper right corner.

· Proceed through the tutorial and submit your LCSC ID number (provided to you by Human Resource Services) when you are finished.

It is very important to have all new hire forms completed (whether hard copy or online) prior to your contract start date.  If they are not received prior to your contract start date, your first paycheck may be delayed. 

If you have ANY questions, please contact Vikki Swift at (208) 792-2269.
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