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ACADEMIC, ADMINISTRATIVE, AND PROFESSIONAL EMPLOYEE PROCEDURES
Office of the Provost & Academic Vice President - Sherman Hall 211, 309-298-1066
· Statement Concerning Your Employment in a Job Not Covered by Social Security:  Federal law requires that all new State of Illinois university employees be informed they are not covered under Social Security when their contracts with the university are equal to or greater than a semester in length     Please read and complete the enclosed Statement and return with your signed offering letter to the Provost Office. 

· Sick and Vacation Benefits: For employees covered by a Bargaining Unit Agreement, refer to the section below.  For all other employees, see benefits outlined in the Board of Trustees Regulations at the following website: http://www.wiu.edu/personnel/bot/regulations/2b.shtml.   

· Bargaining Unit Agreement: For negotiated faculty and negotiated administrators, a copy of the collective bargaining agreement is available upon request from the Provost Office. Also available at:  http://www.wiu.edu/provost/agreement/.
· Faculty Policy Manual: The Faculty Policy Manual is accessible through the WIU website at http://www.wiu.edu/users/miprov/facpol/.  A printed copy should be available within your department for reference.  Please check with your department chairperson.

Academic Personnel (Office of the Provost) - Sherman Hall 211, 309-298-1066
· Employment Eligibility (Form I-9): Bring appropriate documents (see enclosed listing of acceptable documents) to establish identity and employment eligibility to Academic Personnel.  Upon initial employment all employees are required to file the Form I-9 prior to or within the first three days of their appointment.  Noncompliance will result in cancellation of the appointment.  

· Employees With Non-Resident or Resident Alien Status: Provide documentation to Academic Personnel for processing of insurance eligibility and withholding exemption status. Employees with F-1 or J-1 visas are ineligible for State Group Insurance. Exemption from retirement withholding, Social Security, and Medicare taxes is based upon the type of visa issued.
· Employees who are not United States Citizens may contact Dawn Casteel, Center for International Studies, Seal Hall 212, (309) 298-2426, for assistance in determining appropriate visa status and eligibility to work in the United States. Non-Resident Aliens or Resident Aliens need to schedule an appointment with Dawn for completion of the Foreign National Information form. 
· Pay Options: For those employees whose position extends for at least 9 months, but is less than 12 months, the contract amount may be spread over 12 months.  To select the 12-pay option, complete the enclosed authorization form and return it to Academic Personnel. There is no need to return the form if you are not opting for 12-pay.
· Official Transcript(s): Once you have signed and returned your offering letter you must have your official transcript sent to WIU.  Employment is contingent upon receipt of an official transcript, for the highest degree completed, as well as any additional coursework. Transcripts must be sent directly from the credit granting institution to: Provost’s Office, Western Illinois University, 1 University Circle, Macomb, IL 61455. Student copies will not be accepted. 
Payroll - Sherman Hall 221, 309-298-1867

· Payroll – Required Before Paychecks Can Be Issued: To complete payroll forms for deduction and mandatory electronic deposit, please go to the Payroll Office, before the 15th of the month in which you begin (before September 15 for new fall faculty whose contracts begin late August).  Paychecks are issued on the 1st of each month except on weekends or holidays, when they are issued on the workday prior to the 1st.  The first paycheck for new faculty beginning fall semester is issued October 1st; and the first paycheck for new faculty beginning spring semester is issued March 1st.  
· Electronic Deposit: This information is accessible on the WIU website, at: www.wiu.edu/users/mibus/edepinfo.htm. The authorization form can be completed on your screen and then printed, or you can print a blank form to be filled out later.  Sign the form and take it to your financial institution for verification before sending it to the Payroll Office.  Electronic deposit forms are also available in the Payroll Office.
Benefits Office - Sherman Hall 312, 309-298-1853 

· Insurance and Retirement System Benefits:  Please refer to the enclosed benefits brochure for an overview.  Employees eligible for insurance must enroll for benefits within the first 10 calendar days of employment.  You should schedule an appointment with a Benefits Counselor and bring birth dates, home addresses, Social Security numbers of beneficiaries, and certificates of creditable coverage for dependents you wish to include in a health insurance plan. A creditable coverage certificate should be automatically provided to you from your former insurer, per Federal law requirements. After this initial 10 calendar-day period, optional insurance is not available until the following enrollment period in May (and then only with proof of insurability for optional life).
· Photo I.D. Card:  Benefits Office provides a form to submit to University Housing and Dining Services see UHDS below. 

The following items can not be completed until your contract has been processed.  Please allow at least one week for processing.

Vice President for Administrative Services - Sherman Hall 200, 309-298-1800

· WIU Computer Systems and Security:  The Vice President for Administrative Services Office requires training regarding computer security and access to the WIUP University Information Management System.  For an appointment, contact Jan Carlson in the Vice President for Administrative Services Office.  This access allows you to view your personnel and payroll data on-line. The training is required, and takes approximately 30 minutes.
Public Safety/Parking Services - Mowbray Hall, 309-298-1921

· Parking Services: A faculty/staff hangtag may be purchased at Parking Services. 

· Keys: Key requests should be initiated through the employee’s home department.  Keys are issued at Public Safety. 

University Housing & Dining Services (UHDS) - Seal Hall, 309-298-3325 

· Photo Identification: Optional university photo I.D. cards are available through UHDS.  Prior to being issued a card, you must meet with the Benefits Office.  They will provide you with a form to submit to UHDS to receive your I.D. card.
University Computer Support Services (UCSS) - Stipes Hall 126, 309-298-1177 

· Electronic Mail Account: Requests for an electronic mail account should be initiated to UCSS by an employee’s home department.  

Center for Innovation in Teaching and Research (CITR) – Malpass Library 637, (309) 298-2434
· Center for Innovation in Teaching and Research, formerly Faculty Development: New faculty are encouraged to attend orientation and instructional sessions sponsored by CITR.  These sessions provide employees with valuable information regarding University policies, procedures, resources, and physical facilities.
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