NEW EMPLOYEE ORIENTATION
Before session:

· Have all attendees sign in

· Each attendee to take a name tag

· Coffee available if presenters wish to make the coffee

Benefits Orientation:
9:00 a.m. until noon 
1. WELCOME AND INTRODUCTION 

a) welcome employees

b) general information about City and departments

c) service overview – service is all of our jobs!

d) pay periods and first pay day

e) direct deposit

f) shift and union employee overview

g) holidays and floating holiday

h) overview of TOP (Time Off Plan)

i) personal days

j) performance reviews/salary reviews

k) role of HR Generalists

(2) policy development

(3) staffing

(4) benefits

(5) employee relations

(6) special projects

(7) labor relations

(8) performance management

(9) training

l) sources of important employment information (your supervisor, the Employee Policy Manual, departmental work rules and your bargaining unit agreement, if applicable)

m) changing your address and phone number (Department)

n) changing your life status information (HR)

o) Employee Advisory Committee  (maybe mention this AFTER Peter leaves)

2. CITY MANAGER’S OFFICE REPRESENTATIVE  

a) everyone goes around the table and introduces themselves

b) overview of City government structure

c) distribute Mission Statement/Legacy Statement/Values Statement

d) distribute Strategic Plan placemat

e) talk about response in an emergency situation

3. MEDICAL PPO 

a) Instruct employees to pull out the PPO information from their NEO packets

b) Blue Cross/Blue Shield is plan administrator, but we are self-insured

c) Provider directories available in HR and in every dept/City location

d) Review PPO Summary sheet

   (1)
   deductibles

(2) out-of-pocket expenses

(3) generally 90% coverage for network care/70% for out-of-network

(4) annual physicals – deductible waived

(5) well child care is covered by subject to deductible

(6) Medical Services Advisory – must call them if you are to be an in-patient in a hospital.  Failure to call will result in a $1,000 penalty.  

(7) Vision care discounts available – see brochure in your packet

(8) Prescription Drug plan has a separate $25 deductible per person and you can get a 34 day supply of generic drugs for free and 80% coverage for brand name drugs from a network pharmacy (which include most major drug chains:  Walgreens, Osco, etc).

(9) Mail order prescription program allows you to get a 180 day supply of generic drugs for free (and deductible is waived) or brand name drugs covered at 80% after deductible.

e) PPO application form in packet.  At this point in time, both single and family coverage is free to all employees.  Coverage is effective on the 31st day of employment, provided that you have applied by that date.  

4. MEDICAL HMO – HMO ILLINOIS  

-----------------------------------------------     BREAK     ----------------------------------------------------

5. DENTAL PLAN – DELTA DENTAL PPO  

· Included in your packet is the Summary Plan Description, a “quick, referral sheet”, enrollment paperwork and an ID card.  (We will have extra ID cards for ees to take for family members)

· No provider booklets – we have one available today for your purusal, but the most up to date information is on the website or by calling the 800 number

· Info on the website is described on the inside cover of the Provider book.

· Take out the “highlight” sheet and briefly go over coverage differences.  

· Point out differences in calendar year maximums

· $50 deductible is waived for check-ups

· Please note the $1000 lifetime maximum for orthodontia – PPO orthos are charging around $2800 and non-PPOs are about $3400.

· Please note ID card.  You will need to have your name and SS # on all cards as well as that is how Delta identifies your account.

· Please note claim form.  Turn into your PPO provider.  They will process your claims for you.  Please note that Delta uses the address your provider gives them to process your claims.  IF YOU MOVE YOU NEED TO INFORM YOUR PROVIDER!

· We DO COORDINATE WITH OTHER DENTAL INSURANCES, BUT YOU WOULD NEED TO CHECK TO SEE IF YOUR OTHER INSURANCE(S) COORDINATE.

6. BASIC LIFE INSURANCE  

7. VOLUNTARY LIFE INSURANCE  

8. EMPLOYEE ASSISTANCE PROGRAM – EAP  

· Gage previous experience with EAP

· Confidential benefit for you and your family members

· Family members need not live with you

· Can call for any reason – large or small – marriage problems, issues with teenagers, stress at home or work, drug / alcohol abuse problem, eating disorders, grief

· CONFIDENTIAL

· City only receives report of usage – not names of callers

· Explain how the program works – what happens when someone places a call

· Usually a maximum of 8 sessions – if they feel your issue is long-term, they will assist with coordinating care with your insurance company – again confidential!

· Can call as often and for as many reasons as necessary

· As a supervisor at the city, the EAP can assist you with any issues you encounter during the course of your job or as an employee, with co-workers

9.
457 PLANS  

a) ICMA

b) Nationwide Retirement Solutions

9. ILLINOIS MUNICIPAL RETIREMENT FUND – IMRF 

11.
FLEXIBLE SPENDING ACCOUNTS  

· Gage previous experience with FSA

· MEDICAL

· Direct tax exempt dollars into an account to pay for non-reimbursed medical expenses – no federal, state or SS tax and you are not taxed when the money is reimbursed to you

· Remember the “use it or lose it rule”

· Maximum $2500 per year

· Brochure and worksheet can assist you making an educated calculation

· Must enroll within first 30 days or wait until Open Enrollment

· You need not have the funds “built up” to submit a claim for reimbursement

Childcare / Dependent Care

· Direct tax exempt dollars into an account to pay eligible child care and dependent care – no federal, state or SS tax and you are not taxed when the money is reimbursed to you

· Remember the “use it or lose it rule”

· Maximum $5000 per year

· Must enroll within first 30 days or wait until Open Enrollment

· You can’t use the Dependent Care FSA and the federal Child Care Tax Credit for the same expenses.  You may want to consult with your tax consultant to see which provides the most advantageous option for you.

· Brochure and worksheet can assist you making an educated calculation

· Unlike the medical FSA, you MUST have the funds “built up” to submit a claim for reimbursement

12.
FMLA Training

13.
NEW SUPPLEMENTAL BENEFIT PROGRAMS  – info in their packets

a)
AFLAC Supplemental Insurance

b)
Pre-Paid Legal Services

c)
Roth IRA

14.
OTHER BENEFITS  

a) Tuition Reimbursement

b) Fitness Programs – flu shots, heartwatch program, MC Fitness Center, waiver

c) Savings Bond Payroll Savings Plan

d) Credit Union

e) Discount Opportunities

f) Centennial Beach passes

15.
CLOSING  

a) refer to Employee Benefits Phone Directory (in their packets) – encourage calling vendor customer service numbers for assistance

b) remember to report life status changes (marriage, divorce, baby, adoption) to HR within 30 days of the event

c) be sure to turn in all benefit forms within 30 days of your start date.

16.
QUESTIONS?  
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