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A Welcome Message from the President
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Welcome to California State University, Dominguez Hills (CSUDH).  Your decision to join us means that you have become an important member of the “Toro Team” working to make Dominguez Hills one of the top ten urban universities in the United States.  The primary goal for all of us is to provide our students with a quality education so that they can become productive members of society and leaders in their communities.  
As an employee, you will be counted on to provide a wide range of services to our students, to the faculty, and to your staff colleagues.  I encourage you to make it your practice to provide the best possible customer service.  Please take that extra step to help someone find the office/person they are looking for on campus, return a phone call promptly, and find the answer to the customer’s inquiry.

On our part, we will provide you with a comfortable and attractive work environment, competitive wages, excellent health benefits, and the “fringe benefit” of knowing you are a part of an outstanding institution providing opportunities for our students to achieve their dreams.

Again, I welcome you to California State University, Dominguez Hills.  We hope you will find your position a rewarding step in achieving your own goals as you help CSUDH achieve its goals and dreams.  

Thank you!
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The CSU System
Welcome to California State University, Dominguez Hills, (CSUDH).  As an employee of CSUDH, you are part of the largest systems of higher education in the United States.  It is one of three publicly supported segments of higher education in California (along with the University of California and California Community Colleges).  The system consists of 23 campuses and approximately 409,000 students.  The CSU offers nearly 1,600 bachelor’s and master’s degree programs in 240 different subject areas and a variety of teaching and school service credential programs.  A limited number of doctoral degrees are offered jointly with the University of California and with private universities in California.  

The central policy-formulating body is the Board of Trustees of The California State University.  The Trustees also oversee the efficient management of funds, property, facilities and investments by the system and individual campuses.  

The Chancellor is the chief executive officer of the system.  The Chancellor and his/her staff provides system-wide management in many areas, such as academic affairs, academic programs, budget planning, employee relations, extended education, library development, physical planning and development, and other related programs.  

CSUDH Profile

California State University, Dominguez Hills (CSUDH) was established in 1960 and opened its doors in 1965. The campus is located in the city of Carson, just minutes away from downtown Los Angeles, in the rapidly growing South Los Angeles/South Bay section of Los Angeles County.

With its attractive, park-like campus of 346 acres, CSUDH provides a friendly atmosphere with generally small classes and individual 
attention from staff and faculty.  The university offers a wide range of programs in the liberal arts and humanities, sciences, business and public administration, the health sciences and education.  Students may choose from more than 100 academic programs and concentrations at the bachelor’s and master’s degree levels.  CSUDH provides both bachelor’s and master’s degree programs as well as certificate and credential programs, and maintains a full daytime and evening schedule of classes.  In 2003, the student body population of more than 13,504 was comprised of 59.5 percent undergraduates and 40.5 percent post-baccalaureate which represents the cultural and ethnic diversity of the Southern California area.  
On-campus student housing provides apartment-style living for more than 700 students.  Located at the crossroads of campus, the Loker University Student Union provides an attractive center for university life, including food service, a bookstore, and space for student, faculty, staff and community activities.  The Home Depot Sports Center is located on the campus.  The Center includes a professional soccer stadium  and the only indoor velodrome track in the United States.
CSUDH Mission and Goals
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California State University, Dominguez Hills is a comprehensive urban university, located in the city of Carson and primarily serving the greater Los Angeles metropolitan area.  The University is a multi-cultural, multi-ethnic teaching and learning community dedicated to excellence and committed to educating a student population of unprecedented diversity for leadership roles in the global community of the 21st Century.  
We invite international perspectives, cultivate programs that serve students from other nations, and encourage our students and faculty to participate in programs in other countries.  
We are committed to quality and pluralism in higher education to further the goals of a democratic society through wide participation and 
civic responsibility in community, social, and economic affairs.  California State University, Dominguez Hills pursues productive relationships with educational, public sector, and business communities, by developing programs that address contemporary social concerns while fulfilling the University's commitment to teaching and learning, research, scholarship, creative activity, and service.
CSUDH Organization

President
The president, the chief executive officer of the university, is the appointing authority for all personnel.  The president is accountable to the Chancellor and, through that office, to the Trustees of The California State University for the entire operation of the University.  The president creates his/her organizational chart which can be found on page 22 of this handbook.  
Management Personnel Plan
Managers and supervisors who meet the criteria outlined in the Higher Education Employee Relations Act (HEERA) are designated as Management Personnel Plan (MPP) employees.  These employees serve at the pleasure of the President and do not receive permanent status.  Check with Human Resources for Management Personnel Plan benefits. 
Support Staff

Support staff may be designated as confidential employees who are excluded from coverage under collective bargaining agreements or employees who are assigned to a bargaining unit covered by a contract based on their official job classification.
Personnel Policies and Guidelines

The purpose of this section is to provide the reader with information about the campus employment environment, including conditions of employment, and procedures and guidelines to be followed by an employee.  Also included

is information about separation from the University.
Absence as a Witness/Jury Duty
If an employee is subpoenaed as a witness in a matter of interest to the CSU, he/she will receive his/her regular salary for the absence, providing that all court fees are remitted to the CSU. Employees will be provided paid leave for jury duty. However, employees must give the campus the payment provided by the court for their jury duty. Additional information regarding 'absence as a witness' may be found in the appropriate Bargaining Union Contract.
Nondiscrimination Policy
California State University, Dominguez Hills (CSUDH), a multi-ethnic, multi-cultural institution, has a policy of nondiscrimination in all matters affecting students, employees and applicants for admission or employment.  Not only is CSUDH committed to compliance with equal opportunity and affirmative action regulations, but to understanding and valuing diversity.  The complete policy is available for review at http://www.csudh.edu/admfin/Equity/nondiscstmt.pdf.

CSUDH’s annual affirmative action plan is available for review in the Office of Equity & Internal Affairs.
Americans with Disabilities Act (ADA)

The Americans with Disabilities Act is a comprehensive civil rights protection law for people with disabilities. It prohibits discrimination against any “qualified individual with a disability.” Employees with disabilities may request a reasonable accommodation to assist in the completion of their job duties.  Please contact the Human Resources Department or the Office of Equity and Internal Affairs for assistance.
Appointments
Department administrators are responsible for selecting individuals to fill vacant positions.  However, only the Department of Human Resources may actually tender a job offer on behalf of the University.  The selection process must be consistent with University policy and selected individuals must meet minimum qualifications established for positions.  All new employees must report to the Department of Human Resources on the first day of work to complete the necessary hiring documents.  U. S. citizens must sign an Oath of Allegiance.  Non-citizens are required to sign a Declaration of Permission to Work.  Proof of identification and the ability to accept the employment offered will be required.  All employees are required to complete an I-9 form.  Employees who fail to satisfy their I-9 requirement within three working days from their first day of employment will be terminated pursuant to federal regulations.  New employees must also have a social security card. Fingerprinting may also be required. 

Changes - Name, Address or Withholding Allowances
An Employee Action Request (EAR) form must be completed to change an address, home phone number, and/or withholding allowances. Employees must keep their addresses current so that their yearly statement of earnings (W-2 form) and any other campus mailings will be sent to the correct address.  An EAR form must also be completed to make a name change. Employees should contact the Human Resources Department for information on any additional documents that may be needed to make a name change.  
You can obtain this form by visiting: http://www.csudh.edu/admfin/BPA/std686%20EAR%20FORM%20(2).pdf 
Classification

The primary goal of position classification is to define and describe accurately the current duties and responsibilities of a position for purposes of determining appropriate compensation and administering various personnel programs and policies.  Classification is based upon the objective elements of the position and does not consider the status of the incumbent. Information relative to the employee's length of service, time spent at the maximum salary step of the position, or the quality of the employee's performance, are not considered in determining the appropriate classification of a position. Factors that are considered include such elements as the nature, scope, and level of the duties and responsibilities; the relationship of the position to other positions in the department or similar units; supervision given or received and exercise of independent judgment. An employee may request a classification review of his/her position through his/her immediate non-bargaining unit supervisor or employees may individually request a classification review of their position (see appropriate Bargaining Unit Contract for specific requirements).
Collective Bargaining                   
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The University has an interest in the development of harmonious and cooperative labor relations between the University and its employees.  The University recognizes the rights of employees to be represented by the appropriate Bargaining Unit Contract.  The Public Employment Relations Board has authorized the following units for collective bargaining purposes.  The units group together employees who have similar occupations.  Inquiries regarding dues, benefits and membership should be referred to the sponsoring employee organization.  
Unit 1 Physicians (UAPD)
Unit 2 Health Care Support (CSEA)
Unit 3 Faculty (CFA)
Unit 4 Academic Support (APC)
Unit 5 Operational Support Services (CSEA)                                  
Unit 6 Skilled Crafts (SETC)
Unit 7 Clerical/Administrative Support Services (CSEA)
Unit 8 Public Safety (SUPA)
Unit 9 Technical Support Services (CSEA)
Complaints/Grievances

When an employee has a potential grievance or complaint, the employee has the right to attempt to resolve the problem in accordance with various procedures. If you are an employee in a collective bargaining unit, please refer to your collective bargain agreement which  can be found at www.calstate.edu/laborrel/contracts_html/contracts.shtml.   If you are an employee not covered by a contract, please contact the Human Resources Management Department for assistance.  
The Department of Human Resources
Human Resources advisors are available to answer questions as they arise during the course of an individual's employment. Human Resources provide leadership on issues throughout the campus including:

• Recruitment consulting and facilitation

• Position classification and compensation

• Benefits counseling

• Staff training and development

• Retirement planning assistance

• Performance evaluation support

• Employee relations
One official personnel file is maintained for each staff employee in Human Resources.  A separate file is maintained for health benefits. 
Employee Identification Cards
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The CSUDH employee identification card is an all-purpose card that will serve as your photo identification and allow you to access campus services including the Library, campus events, and Commuter Services rewards programs. Promptly after starting employment, employees must arrange to get the photo identification card. Employee identification cards are available at the Department of Admissions and Records after the employee has visited the Human Resources Department and received authorization for the card. Employees are encouraged to have their Identification cards visible on their clothing during the work day.  
Keys to Facilities   
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Arrangement for keys is made by the employee's department.  Employees must return all keys issued to them upon separation from University service or when there is a work location change. Keys may be returned to Physical Plant. All questions regarding keys issues and lost or stolen keys must be addressed to Physical Plant. Failure to return keys shall result in a lost-key fee.

Nepotism

This University seeks the best possible candidates for all positions. Under current CSU systemwide policy, the appointment of immediate family members in the same or different unit or department is permissible as long as the following standard are met: http://www.calstate.edu/HRAdm/pdf2004/HR2004-18.pdf.
Violence in the Workplace
It is the policy of this campus that workplace violence is unacceptable conduct and is prohibited in the work environment.  Any person who violates this policy will be subject to appropriate disciplinary action as determined by the President or his/her designee may also be subject to criminal or civil action.

For purposes of this policy, violence shall include but is not limited to any action that is considered physical assault or any physical or verbal threat, behavior, or action which is interpreted by a reasonable person to carry the potential to harm or endanger the safety of others, result in any act of aggression or create a threat or actual destruction of personal property.

Any employee who witnesses physical violence on campus should immediately call campus police or 911.  In non-emergency situations, please contact your immediate supervisor.  If the affected supervisor is the perpetrator of the act, then proceed up the chain of command.

For more information on this policy, please visit the following web site:  http://www.csudh.edu/pms/Old/New/PM%2003-01%20Violence%20in%20the%20Workplace.doc 
Sexual Harassment
It is the policy at CSUDH that working and learning environments will be free from sexual harassment. Sexual harassment includes unwelcome behavior such as sexual advances requests for sexual favors and other written, graphic, verbal, or physical conduct of a sexual nature directed toward an employee when one or more of the following conditions are present:

· Submission to or toleration of the conduct is an explicit or implicit term of conditions of employment; 

· Submission to or rejection of such conduct is used as a basis for a personnel decision affecting an employee;

· The conduct has the purpose or effect of interfering with an employee's work performance, or of creating an intimidating, hostile, offensive or otherwise uncomfortable working environment. CSUDH has a commitment to providing a work environment free of such behavior and will take action to eliminate all forms of sexual harassment. Behavior identified and found to constitute sexual harassment will be viewed as neither complimentary nor humorous and will be subject to disciplinary action up to and including termination.

All complaints of sexual harassment should be directed to the campus Director of Equity and Internal Affairs. (a new university sexual harassment policy is under development.) Please see the following web site for additional information:  
http://www.csudh.edu/pms/Old/AF-Health%20Safety.htm#99-02 
Personnel Files 

Every employee has an official personnel file.  Faculty files are maintained in the Faculty Affairs Department.  All other personnel files are kept in the Human Resources Department.  Personnel files are confidential within the confines of various federal and state laws.  An employee may designate in writing another person to review his/her file. Employees have the right to access, review, and have reproduced, at their expense, materials contained in their personnel files. Under certain circumstances some copies will be provided at no cost. Employees should contact Human Resources or Academic Affairs to schedule an appointment to access their files.  

New Employee Orientation
All new permanent full-time staff employees and temporary staff with an appointment of more that six months will be required to attend a New Employee Orientation coordinated by the Human Resources Management Department.  The purpose of this orientation is to introduce staff to the University community and its resources.  The campus has new employee orientation information at the following website – www.csudh.edu/human_res. 
Performance Appraisal
Employees receive periodic performance appraisals depending upon the classification and type of appointment.  The appraisals become a part of the employee’s official personnel file at CSUDH.  Performance appraisals serve to reflect how well the employee is performing the duties and responsibilities of the job, and reflect employee’s goals, objectives, and the supervisor’s expectations.  The frequency of evaluations is established in the affected employee’s collective bargaining contract.  Confidential and MPP employees must be evaluated at least once per year.  

Probationary Period/Permanent Status
Bargaining unit and confidential employees serve a probationary period when they are appointed in a full-time permanent position.. The length of a probationary period depends on the employee's classification and labor contract. Please review your collective bargaining agreement to determine the length of your probationary period. Upon successful completion of a probationary period, the employee may be granted permanent status. 

Separation Procedures 

When an employee leaves the employment of the University for any reason, he/she must complete the checkout procedure.  The form explaining the procedure is available from the Department of Human Resources.  

Shift Differential 
Employees in certain job classifications may be eligible for an hourly amount (shift differential) in addition to their regular pay when they work the evening or night shifts.  Shift differentials are normally exclusive of overtime.  Employees should consult the appropriate collective bargaining contract to determine if their classification entitles them to shift differentials, and if so, the amount of payment.
Smoking Policy   [image: image8.wmf]
The University has a responsibility to its students and employees to provide a safe and healthy learning and working environment.  The University recognizes the harmful effect of involuntary contact with smoke.  It also recognizes the need to preserve the reasonable individual rights of smokers as long as doing so does not interfere with the right of the non-smoker to a smoke-free environment.  Smoking is prohibited in all campus buildings, eating areas and campus owned vehicles. Smoking is permitted outside of campus buildings in areas with campus provided ashtrays, provided that the ashtrays are more that 20 feet from the main entrances and exits of campus buildings.  No smoking is permitted in campus owned passenger vehicles. The current campus policy can be reviewed at: http://www.csudh.edu/pms/Old/AF-Health%20Safety.htm#99-04sec6   (A new campus smoking policy is under development.)
Staff Recognition Program 
Service Awards:  The University recognizes long-term employees who have reached 5, 10, 15, 20, 25, and 30 and 35 years of service.  This is an annual program.  
Staff Training
Staff training and professional development are priorities for the University Administration.  Every attempt is made to provide professional and technical training opportunities for staff employees within the constraints of time and financial resources.  
The Department of Human Resources designs and implements training and development programs.  Throughout the year, a variety of workshops, training sessions and motivational programs for staff are made available.  Employees are encouraged to participate in workshops that help improve job skills.  Personal growth programs are also offered, and employees are encouraged to attend with their supervisor’s approval.  

Vacancy Announcements
Vacancy announcements for campus positions are posted in the Human Resources Management Department, Welch Hall, room number WH C495 for a minimum of 14 days.  Any employee who believes he/she qualifies for a vacant position may apply and will be considered along with other qualified applicants.  Vacancies are also advertised on the Human Resources job web site, 
http://www.csudh.edu/Human_res/jobopp1.htm  and by calling the job hotline (310) 243-3840.  This recorded message is updated weekly.  Fax back service is also available at (310) 516-3595.

Weapons
Under Penal Code sections 626.9 (firearms) and 626.10 (knives), employees are prohibited from bringing weapons onto the campus of a public school including The California State University.  The Code in section 626.9 specifically states that possession of a firearm (loaded, unloaded, concealed or open) without a permit to carry such firearm from a law enforcement agency or written permission from the president or designee shall be a felony and shall result in imprisonment in the state prison for a period of one, two or three years.  The Penal Code provides a similar provision for knives.
Any person who brings a firearm or knife onto the campus of CSUDH will be subject to criminal prosecution under the Penal code as well as the initiation of formal disciplinary action up to and including dismissal from University employment.                          
Work Hours
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The usual hours of operation of University offices are Monday through Friday 8 a.m. to 5 p.m.  Other work schedules may be arranged in consultation with the appropriate supervisor.  Hours of work in excess of 40 hours/week for eligible employees may be compensated by time and a half pay or, if appropriate, compensating time off (CTO).  Exempt employees work during the office hours of their department.  
A one hour lunch break is normally taken from noon to 1 p.m.  However, daily schedules may be adjusted based on the needs of the department.  Rest periods consist of 15 minutes for each four hours worked.  Rest periods are not cumulative and may not be added to the lunch hour, or taken at the beginning or end of the work day.  To accommodate students and faculty, some areas of campus operate on an extended workday basis.  Please contact the appropriate office for specific hours of service.  

Benefits and Privileges

California State University, Dominguez Hills has an outstanding benefits package.  The provisions of collective bargaining contracts may modify benefits.  Please refer to the appropriate collective bargaining contract for further information: http://www.csudh.edu/Human_res/contrcts.htm  
Benefit packets are distributed to new employees during the monthly Benefits Orientation.  For additional information, you can access the following web site http://www.csudh.edu/human_res/Benefits.htm or you may request a packet by contacting the Department of Human Resources.  

Eligibility

Staff that are hired either into a probationary-permanent position or a temporary position with a time base of half-time or higher and with an appointment period of over 6 months are benefits eligible.  Please note:  Short-term appointments cannot be combined for the initial eligibility.  

Medical

The employee determines which plan best meets his/her needs. Employees actually enroll in the medical programs by completing forms provided by the Department of Human Resources. The premiums for the plans vary; however, the University contributes a significant portion to the cost of the plans.  You may access the following web site for the latest health plans and premiums information at   www.csudh.edu/human_res/HealthRates.xls .  When the computer box prompts you for a password, click on “cancel” and the link will open.
Dental

Employees have two dental plans to choose from:

1. A fee-for-service (indemnity) group plan with Delta Dental (Delta Premier)
2. A prepaid dental health maintenance (HMO) plan with PMI DeltaCare 

Delta Dental (Delta Premier) – This option offers more flexibility in the sense that you have the option of seeing an “in-network” or “out-of-network” dentist.  Please visit the following web site for a list of Delta providers http://www.deltadentalca.org.   Please note: If you receive services from an “out-of-network” dentist your benefits will be reduced.  You must submit your claim directly to Delta Dental for processing.

There are three (3) benefit levels of Delta Dental: Basic, Enhanced Level I and Enhanced Level II.  The annual maximum benefit is $1,500 per person under the Basic plan level, and $2,000 per person under the Enhanced Level plans. The level of coverage depends upon the employee’s job classification.  For a description of benefits and level information, please access the following website http://www.csudh.edu/human_res/Dental.htm. 

No ID cards will be issued – All you need to do is give the dentist your group ID number and social security number. You will receive your ID number when you attend the benefits orientation workshop conducted by the Department of Human Resources.
PMI DeltaCare – This option is comparable to an HMO (health maintenance organization) in the sense that you select and must go to that particular dentist (you and all your covered dependents must use the same dentist). This plan requires that all services be performed by an assigned PMI DeltaCare panel dentist.  Many services are covered at no cost, while others have co-payments for certain procedures.  Under this plan, there is no deductible or annual maximum.

There are two (2) benefit levels of PMI DeltaCare: Basic and Enhanced.  The level of coverage depends upon the employee’s job classification.  For a description of benefits and level information, please access the following web site http://www.csudh.edu/human_res/Dental.htm
Vision      [image: image10.png]


 
Enrollment into the vision plan is processed by the benefits staff in the Human Resources Office.  The premiums are paid by the University.  Our current vision plan is Blue Shield of California, Life and Health Insurance Company.  The plan is administered by Medical Eye Services.   
For detailed benefit information, you may pick up the evidence of coverage booklet from the Human Resources Office.
Flexible Benefits Programs 
Tax Advantage Premium Plan (TAPP)

This plan allows you to pay required health plan premiums from your salary on a pre-tax basis.  Any such premiums for the CSU-sponsored coverage you have selected will be deducted each month from your salary before federal and state income and Social Security/Medicare taxes are calculated and deducted.  This means you will not pay taxes on those premiums- they are converted to tax-free expenses.  Enrollment in this plan is automatic.  If you prefer to pay your premiums from after-tax salary, you must notify the Department of Human Resources within 60 days of becoming eligible or during the open enrollment period in September-October, for coverage for a full plan year (January 1 through December 31). 
FlexCash Program 

FlexCash is an optional benefit plan that allows eligible employees to waive CSU medical and/or dental insurance coverage in exchange for cash, provided you have other non-CSU coverage.

The payment is treated as taxable income and will be subject to the same payroll taxes (i.e., federal, state, Social Security, Medicare) as regular salary.  However, FlexCash will not be considered compensation for retirement purposes.  The additional cash income will be reported as income on Form W-2 for the year you receive it.  

If you waive                    Payment *
Medical and Dental        $140 per mo 

Medical Only                 $128 per mo

Dental Only                  $12 per mo

*The CSU may change these amounts in the future, subject to collective bargaining.  

Healthcare Reimbursement Account (HCRA) 

This plan offers the ability to pay for eligible out-of-pocket health care expenses with pre-tax dollars.  If you enroll in the plan, the contributions you make to your account are deducted from your pay before federal, state and Social Security taxes and Medicare are calculated.  Newly hired employees may enroll in the plan within 60 days.  Enrollment forms may be obtained in the Human Resources Office.  All other employees may apply for this plan during the general open enrollment period in September-October. 

Employees must re-enroll in this plan every year to have the deduction continue.  Once employees elect to participate in this plan, they may not make changes or cancel during the year unless they meet the requirements mandated by IRS. You must estimate your eligible expenses very carefully.  As noted above, your authorization is irrevocable during the plan year unless you have a change in status event.  In addition, any money left in your HCRA after your expenses have been paid for the year will be forfeited.  In other words, if you don’t use it, you’ll lose it.

If you need more information about this plan, please stop by the Department of Human Resources for a brochure.   
Dependent Care Reimbursement Account (DCRA)
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This plan offers the ability to pay for eligible out-of-pocket dependent care expenses with pre-tax dollars.  If you enroll in the plan, the contributions you make to your account are deducted from your pay before federal, state and Social Security and Medicare taxes are calculated.  Newly hired employees may enroll in the plan within 60 days.  Enrollment forms may be obtained in the Human Resources Office.  All other employees may apply for this plan during the general open enrollment period in September-October. 

Employees must re-enroll in this plan every year to have the deduction continue.  Once employees elect to participate in this plan, they may not make changes or cancel during the year unless they meet the requirements mandated by IRS. 

You must estimate your eligible expenses very carefully.  As noted above, your authorization is irrevocable during the plan year unless you have a change in status event.  In addition, any money left in your DCRA after your expenses have been paid for the year will be forfeited in other words if you don’t use it, you’ll lose it.

If you need more information about this plan, please stop by the Human Resources Office and request a brochure.   
 Pre-Tax Parking
This plan allows you to pay for CSU parking expenses with pre-tax dollars.  This pre-tax benefit is available only through payroll deduction for qualified parking as defined by the IRS and established by the University.  If you are eligible, participation in the plan is automatic unless you choose otherwise.  Deductions are taken from your pay before federal, state, Social Security, and Medicare taxes are calculated.  

You may change your election to participate in the plan at any time.  All changes must be prospective. If you’re interested in making a change, please contact the Human Resources Office to obtain the CSU Pre-Tax Parking Deduction Election Authorization form.

Income Protection Benefits               
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Non-Industrial Disability Insurance (NDI)
The Non-industrial Disability (NDI) Program is a wage continuation program administered by the Employment Development Department (EDD) for eligible employees that have suffered loss of wages due to a disability or injury that is non-work related. The NDI program defines "disability" as: "mental or physical illness and mental or physical injury, including any illness or injury resulting from pregnancy, childbirth or related medical condition". An employee is deemed disabled on any day in which, because of a physical, mental or medical condition, he/she is unable to perform his/her regular or customary work. An attending physician must verify the disability.

Eligible employees may receive benefit payments up to 26 weeks (182 calendar days) for any one disability period, in an amount equal to one-half full pay, not to exceed the specified weekly amount based on the employee category. Please refer to the appropriate collective bargaining contract for more information on the weekly rate.  You may also contact the Benefits Manager in the Department of Human Resources  for more information. 

NDI benefits may not exceed six (6) months for any one incident.
Industrial Disability Leave (IDL)
The Industrial Disability Leave (IDL) Program is a wage continuation program, in lieu of Workers’ Compensation Temporary Disability (TD) benefits for CSU employees who have suffered a work related injury or illness.  Employees deemed eligible for this benefit also must be members of the California Public Employees’ Retirement System (CalPERS) or the State Teachers Retirement System (STRS).  The IDL benefit will be equivalent to the full amount of the injured employee’s salary for the first 22 days of the work related injury or illness (a three day waiting period may apply).  Thereafter, IDL benefits will be equivalent to two-thirds of the employee’s salary, payable for the next eleven months of disability.
IDL payments are based on the actual number of workdays the disabled employee is absent. An eligible employee may receive IDL payments for a period not to exceed 52 weeks within two (2) years from the first day of disability. The 52-week eligibility period is equivalent to 365 calendar days.

For more information, please contact the Director of Risk Management & Environmental Health & Safety. 
Catastrophic Leave Donation Program 

The Catastrophic Leave Program was established through agreements between the California State University and employee organizations.  This program allows employees to donate 1-40 hours (depending upon the Collective Bargaining Agreement) of their vacation or sick leave credits each fiscal year to other employees who have (1) experienced a catastrophic illness or injury or (2) experienced an incapacitating condition of an immediate family member or (3) are totally incapacitated from work.

The purpose of the catastrophic leave program is to supplement any disability benefits for which an employee is eligible.  If an employee is eligible for NDI, catastrophic leave can only be used to supplement NDI.  The employee will not be allowed to waive NDI at his/her option and still be eligible to apply for catastrophic leave donations.  If the employee is ineligible for NDI (for example: if an employee is part-time temporary), catastrophic leave may be used without supplementation.

To qualify for Catastrophic Leave Benefits, the employee shall have exhausted all accrued leave credits prior to receiving catastrophic leave.  “Accrued leave credits” include credits for sick leave, personal holiday, vacation and compensating time off.  In other words, in order for the recipient to receive Catastrophic Leave Credits his/her own leave credits must be exhausted.

If you think you may be eligible for the Catastrophic Leave Program or you wish to donate time to another employee, please contact the Benefits Manager in the Department of Human Resources. 

Long-Term Disability Insurance (LTD)

LTD is an income protection program that provides benefits after 180 days of continuous disability. LTD is provided to supplement industrial disability leave, Social Security disability, retirement system payments, or any other group disability plan payments. If disability criteria are met, eligible employees will receive 66 2/3 percent of pay up to a designated maximum amount per month, until age 65. 

Currently the following employee groups are covered under the employer-paid LTD plan: Management (MPP), Faculty (R03) (excluding Faculty Early Retirement participants (FERP), Academic Support (R04), Physician (R01), or an Executive (M98) position.  
Survivor Protection Benefits 
Employer-provided Life Insurance 
This employer-paid benefit is available to members of the following employee categories: Executive (250k), Management (100k), Confidential (50k), Faculty (50k), Teaching Associates (50k), Academic Professionals (25k), Public Safety (10k), and CSEA (10k). 

You can designate/change your beneficiary by filing a form with Standard Insurance Company.  You may obtain the forms in the Department of Human Resources

. 
Employer-provided Accidental Death and Dismemberment Insurance 

This employer-paid benefit is available to members of the following employee categories: Executive (250k), Management (100k), Confidential (50k), Faculty (50k),Academic Professionals (25k), Public Safety (10k), and CSEA (10k). 
For more information, please contact the Benefits Manager in the Department of Human Resources. 

CalPERS Death Benefit

If you die before you retire, CalPERS provides several benefits for your family or your named beneficiary.  Since there are different choices to make, employees should discuss these with your beneficiary.  

For further information, you may access the following web site 

https://www.calpers.ca.gov/mss-pub/pdf/OEHDDCPJNIBA_PERS-PUB-3F.pdf   or you may pick-up a brochure from the Human Resources Office. 

Retirement Plans 
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CalPERS Retirement Plan

The California Public Employees' Retirement System (CalPERS) is a defined benefit retirement plan. It provides benefits based on members' years of service, age, and highest compensation. In addition, benefits are provided for disability, death, and payments to survivors or beneficiaries of eligible members. The California State University (CSU) participates in the CalPERS program. Membership is mandatory for those CSU employees employed full-time for a period of six months or part-time for a period of one year in duration.

Members are eligible to retire at the age specified in their benefit formulas. CSU members become fully vested in their retirement benefits after five years of credited service. The following benefit formulas apply to eligible CSU employees:
Benefit Formula* 

Miscellaneous Tier 1 – 2% at 55

Executive (M98), Management (MPP), Confidential (C99), Physicians (R01), Faculty (R03), CSEA (R02,05,07, and 09), Academic Professionals (R04), Skilled Crafts (R06), Skilled Trades (R10)

Employee Contributions- 5% of monthly salary, less an exclusion allowance of $513.00 for coordination of Social Security.

Employer Contribution - Set annually by CalPERS 

For more information, you may access the CalPERS publication at https://www.calpers.ca.gov/mss-pub/pdf/OEHDDCPJNIBA_PERS-PUB-3F.pdf or you may pick up the publication from the Department of  Human Resources. 

*Note: The percentage of employee contribution and benefits is established by the State and may change from year to year.

Peace Officer- 3% at 50 
Public Safety (R08), Public Safety Management (M80)

Employee Contributions –

Public Safety (R08) - $0.00 

Public Safety Management (M80) - 8% of monthly salary, less an exclusion allowance of $238.00.

Employer Contribution – Set annually by CalPERS

For more information, you may access the CalPERS publication at https://www.calpers.ca.gov/mss-pub/pdf/AHEALKMEFGAC_statepatrol3at50.pdf or you may pick up the publication from the Department of Human Resources. 

Social Security

CalPERS members are covered under Social Security.  The University and the employee both contribute into the employee’s account.  Check with your local Social Security office to determine what your benefits may be under that program. 

Retiree Medical and Dental

Health Plan - if enrolled, continues under CalPERS for you and eligible dependents including the State contribution. At age 65, you must enroll in the health plan supplement to Medicare or Managed Medicare plan; enroll in Parts A and B of Medicare through Social Security Administration.  You must notify CalPERS Health Benefits.

Dental plan – if enrolled, coverage continues into retirement for you and eligible dependents.  However, coverage drops to the Basic plan, unless the employee will be participating in the Faculty Early Retirement Program (FERP).  The paperwork is completed by the benefits staff in the Department of Human Resources.  Premiums paid by the CSU.
Supplemental Savings  
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Tax Sheltered Annuity – TSA 403(b) is a retirement saving plan on a tax-deferred basis.  Applications and vendor listings are housed in the Human Resources Office.  New participants must open an account before submitting the salary reduction agreement.  You may download the Salary Reduction Agreement Form at http://www.calstate.edu/Benefits/pdf/2002_SRA.pdf. Employees may apply at any time.  To view the current vendor list, please access the following web site  http://www.csudh.edu/Human_res/TL-BEN2003-21_ALPHA_TSALIST2.pdf
or you may obtain a copy from the Department of Human Resources. Savings Plus Program – 401(k) and 457 plans are retirement savings plans on a tax deferred basis.  Applications are housed in the Department of Human Resources.  Employees may join at any time.  For more information, please access their web site at www.sppforu.com 

Time-Off Benefits 

Holidays – CSU, Dominguez Hills observes 14 holidays each year.  Holidays falling on a Saturday are usually observed on the preceding Friday.  Holidays falling on a Sunday are usually observed on the following Monday. A list of campus holidays can be viewed at http://www.csudh.edu/admfin/bpa/2004-05PayrollCalendar.xls. When the site asks for your password, click on “cancel.”
Sick Leave- Eligible full-time employees earn eight (8) hours of sick leave per month, with unlimited accumulation.  Part-time employees earn on a pro rata basis.  

Vacation – Eligible full-time employees accrue vacation time according to years of service.  See the appropriate collective bargaining agreement for details.  Part-time employees earn on a pro rata basis.  Employees may accumulate vacation up to the maximum allowed.  
Personal Holiday – All eligible employees are entitled to one personal holiday per year.  It must be used by December 31 of each year or you will lose it.  

Bereavement Leave - Employees are entitled to take a paid leave for the death of a significantly close relative.  The number of paid days varies by the collective bargaining agreement  
Additional CSU Benefits 

CSU Fee Waiver Program 

The Employee Fee Waiver and Reduction Program is a benefit for eligible employees of the CSU system. It allows eligible employees to participate in CSU general fund courses at reduced rates and waiver of some fees. An employee may enroll in a maximum of two courses or 6 units, whichever is greater, per semester or quarter. An employee who qualifies for fee waivers may, with the approval of their supervisor, take one class during the work day. Courses taken by employees can be taken under the Career Development Plan (pursuing a degree) or as Job-related (to enhance current position.)  As defined in the collective bargaining agreements, an employee may transfer the fee waiver and reduction benefit to a spouse, registered domestic partner or dependent child (under age 23 who has never been married).   Spouse, domestic partner or dependent child must be matriculated toward a degree or the attainment of a teaching credential in the CSU.  You may obtain an application form at www.csudh.edu/Human_res/feewvr.htm
Employee Assistance Program (EAP)

This benefit is paid by the University and is available to all employees except those in collective bargaining unit #4 (Academic Professionals).  This benefit is extended to the employee’s dependents and any person living in the employee’s household.  This program offers confidential counseling and referral services to help you and your family member(s) deal with life’s daily challenges.  You may contact them by phone 24 hours a day 7 days a week, (800) 342-8111.  For more information, you may visit their web site www.integratedinsights.com 
Voluntary Plans
The following insurance plans are available on an optional and voluntary basis.  Premiums will be deducted through payroll deduction.  Information and enrollment forms are available in the Department of Human Resources. 
Voluntary Life Insurance 
The Standard Life Insurance Company (The Standard) is the CSU’s life insurance carrier for employee-paid voluntary life insurance. The CSU offers voluntary life insurance to all eligible employees. Employees can purchase protection for themselves and eligible family members including spouse/ domestic partner and dependent children. Employee coverage ranges from a minimum of $10,000 to a maximum of $1,500,000. Coverage for an employee's spouse or domestic partner ranges from a minimum of $10,000 to a maximum of $750,000. Coverage for children can be purchased at $5,000, $10,000 and $20,000. Children must be insured for the same amount.

New employees may automatically qualify for a set amount of insurance coverage called Guarantee Issue. Under the Guarantee Issue provision, employees may apply for coverage up to $150,000 for themselves, $50,000 for their spouses/domestic partners and $20,000 for each child without answering medical questions (evidence of insurability). However, any amount, up to the maximum limits, may be chosen and would require evidence of insurability.

For further information, you may obtain a brochure from the Department of Human Resources.

Sanders & Associates- offers a variety of insurance plans including Disability Insurance, Accidental Death & Dismemberment, Hospital Income, Travel Assistance and Cancer Medical Reimbursement.  Newly hired employees have a 30-day period to enroll.  All other employees must provide medical information.  For more information, you may pick up a booklet from the Department of Human Resources.
US Savings Bonds – you may purchase bonds through payroll deductions.  You may apply at any time.  Applications to begin payroll deductions are available in the Department of Human Resources.  For more information on Savings Bonds you can visit their web site at www.savingsbonds.gov or call (800) 4US-BOND.

CalPERS Long Term Care Program -This offers long-term care to all PERS members including staff, retirees, and their siblings (age 18 and older), spouses, parents, parents-in-law.  The only time to sign up for this plan is during the annual application period.  It usually takes place between April and June.  For more information, you can call them directly at (800) 758-7070 or visit their web site at http://www.calpers.ca.gov/index.jsp?bc=/about/benefits-overview/long-term-care-benefits.xml 
Optional Benefits
CSU Auto/Home Owners Insurance                 
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A+ Auto & Home Insurance Plus – offered by California Casualty has low rates negotiated exclusively for university employees.   You may contact them directly at (877) 999-8954.

CalPERS Member Home Loan Program 

This program offers assistance in applying for home loans, refinancing and more.  You may visit their web site at http://www.calpers.ca.gov/index.jsp?bc=/about/benefits-overview/mhl-program.xml. 
Mortgage Assistance 

CSU offers a special mortgage program through CitiMortgage that is primarily targeted to assist moderate to low income households and employees making investments in moderate to low income census tracts as defined by the U.S. Department of Housing and Urban Development (HUD).

Employees that purchase or refinance their homes through CitiMortgage will be eligible to receive either a credit at closing of the application fee paid at the time of origination, or a credit of the appraisal and credit report fees if an application fee is not collected.

In addition, CitiMortgage will provide opportunities for 100% loans at 80% loan-to value rates, avoiding private mortgage insurance rate premiums, when leased land from campuses and/or affiliates is involved. 

For more information you may visit their web site at www.citimortgage.com or you may contact Citimortgage at (800) 922-8445 or (818) 782-0457 x240. 
Credit Unions
There are several credit unions to choose from:

Ocean Crest Credit Union (formerly Long Beach Credit Union) – Employees of the state and retirees are welcome to join.  For more information you may visit their web site www.occu.net  or you may contact them at (800) 544-8011.  Brochures are available in the Department of Human Resources.
Mid-Cities Schools Credit Union 

You may apply for membership if you are employed by certain public school districts including California State University, Dominguez Hills.  For more information, you may contact them at (310) 638-5147 or you may pick up a brochure from the Department of Human Resources. 

LA Schools Federal Credit Union 

You may apply for membership if you are employed by California State University, Dominguez Hills.  For more information, you may contact them at (310) 632-0100 or you may visit their web site www.laschoolsfcu.org 

Compensation
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Salary and wages are established through a number of different mechanisms at the university, e.g. policies and procedures, collective bargaining agreements, action by the California Assembly and/or the CSU Board of Trustees, etc.  Please visit the following web site to review your collective bargaining agreement as it pertains to compensation and other issues:  http://www.calstate.edu/LaborRel/Contracts_HTML/contracts.shtml  
Initial Compensation

For a person newly appointed by the campus, the Department of Human Resources will work together with the affected hiring department to determine the starting salary.  Normally, new employees start at the beginning of the salary range.  New employees may receive a slightly higher salary based on years of experience and/or special skills.

Annual Pay Raises
Annual adjustments for employees represented by unions are determined through the collective bargaining process.  No one CSU campus can give a larger or smaller raise than the adjustment negotiated in the master university wide contract.  On rare occasions, there may be no raises at all depending on the State’s financial condition. Raises for non-represented employees are established by the Board of Trustees and the campus president. 
Performance Pay
Several of the contracts have provisions for merit/performance based salary adjustments.  Usually, implementation of such adjustments is contingent upon sufficient funds being available through the collective bargaining process. Performance based pay adjustments are established by the Board of Trustees and the campus president.
“Other” Adjustments

The collective bargaining agreements contain several other types of adjustments but they may differ from contract to contract.  You will hear about in-range progressions, bonus plans, stipends, reassignments, reclassifications, etc.  Some of these actions may or may not lead to salary adjustments.  You must read your contract or contact the Department of Human Resources to get specific information that applies to your contract.

Mandatory Payroll Deductions

Normally, the following will be deducted from the warrants of qualifying employees: Federal Income Tax; State Income Tax; membership in Public Employees Retirement System (PERS); Social Security; Medicare; agency fees; and Fair Share Fee.  
Voluntary Payroll Deductions

When an individual is eligible for the deduction and files the appropriate request, other withholdings may occur for one or more of the following: insurance premiums; credit union; savings bonds; membership dues in employee organizations; charitable contributions; tax deferred annuities; Savings Plus Program; and parking permit.  Payroll deduction forms are to be completed with and processed by the entity being authorized to make the deduction.

Direct Deposit

Employees qualifying for Direct Deposit may have their pay warrants automatically deposited into their approved bank or credit union after accumulating 40 hours of leave credits, of which 20 must be vacation. Student workers qualify for direct deposit on the first day of employment. Contact the Payroll Office for the Direct Deposit form.

Overtime and Compensating Time Off (CTO)

Eligibility for overtime and the rate at which overtime is earned are determined by the applicable collective bargaining contracts in accordance with California law and the Fair Labor Standards Act (FLSA).  The appropriate administrator will determine in advance whether overtime is approved or whether it will be compensated in cash or in CTO (compensating time off). 

Pay Plan Option

10/12 – 11/12 Pay Plan

As provided for in applicable collective bargaining contracts, employees in eligible positions may work 10 or 11 months with the approval of the appropriate administrator and be paid over the full 12-month period.  

Pay Schedule and Pay Warrant Information

Employees with time base appointments are paid once a month, normally at the end of the pay period, which may or may not coincide with the calendar month.  Hourly intermittent employees are paid on the 12th of the month.  If the 12th is on a Saturday, payday is on the prior Friday, and if the 12th falls on a Sunday, the payday is on the following Monday. Employees should consult their appointment offer for mandatory and voluntary payroll deductions.  

Leaves of Absence
The campus provides a large number of paid and unpaid leaves for its employees.  You must refer to your collective bargaining agreement or campus procedure for details since they vary from contract to contract. Leaves for non-represented employees are established by government regulation and CSU policy and procedures.  Please contact the Human Resources Department for more information.
Unpaid Leaves
Generally, all employees are eligible for the following types of unpaid leaves for up to one year in duration: loan of an employee to another government agency; family leave; outside leave that would lessen impact of a layoff; temporary incapacity due to illness, and other satisfactory reasons approved by the president.
Paid Leaves
Again, such leaves vary between our contracts but they usually include, but are not limited to, sick leave, vacation, maternity/paternity/adoption, military leave. Jury duty, catastrophic leave, funeral leave, leave to vote, and industrial disability leave.  Please note that not every job classification is eligible for each of the above leaves.  

Nuts and Bolts                 
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Telephone Services

Each employee is may have one telephone and a voice mail box with the approval of his/her department head.  The system also has conference call abilities and the ability to check your voice mail from off campus locations.  Please call extension 3800 if you have questions.

Health Services

The campus student health center offers limited but important health services to our employees.  Under state regulations, the center can provide general first aid/urgent care that does not require a physician’s service.  Please call the center staff at extension 3629 for assistance.

Recreation

The campus offers a number of recreational opportunities such as a swimming pool, tennis, a walking path, a gym with basketball and weight room, and dressing and shower facilities. Please call the athletic department at extension 3893 for additional information.
The Home Depot Center has a number of professional athletic and concert shows and often offers deeply discounted tickets to campus employees.  
Rideshare Program
The campus supports all efforts to reduce traffic volume and air pollution in Los Angeles County.  We offer a number of programs and incentives to support this goal.  With the authorization of your supervisor, you may be assigned a compressed work schedule such as four, ten hour work days.  We encourage employees to walk, bicycle, use mass transit and carpool to work.  We offer discounts on bus tokens and metro rail passes.  The campus provides a shuttle bus to and from the metro stop and campus.  Preferred parking is provided to carpool participants.  Please call extension 2893 to determine if you qualify for one or more of these programs.  We encourage you to visit the Rideshare website http://www.csudh.edu/rideshare/default.htm to learn more about this exciting program.
Food            
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Employees can eat breakfast, lunch and snacks without leaving campus.  A wide variety of food options are available to you.  The student union has a food court on the ground level.  The upscale Café Dominguez is also located in the student union.  The Grab and Go Café is located on the ground floor of Welch Hall.  A number of food and drink vending machines are located around campus.

Bookstore
The student bookstore is open to all of our employees.  Your campus identification badge entitles you to a 10% discount on all items except food and textbooks.

Police Protection
Your safety is our highest priority.  Full time campus police are on patrol 24/7 for your protection.  Emergency telephones are located throughout the campus including parking lots.  An employee escort service is available if you work late at night and want assistance in getting to your car.  The parking officers are on campus checking for required parking stickers and people who violate campus driving rules.  All employees who park on campus must purchase a parking pass.  Failure to display your pass on your car or parking in an unauthorized area is a parking violation.

Please call 911 in an emergency or extension 3639 if you have a general question about police services.
Important Names and Phone Numbers
The names and phone numbers of campus employees are always changing as employees come and go.  You can look up specific employee names, job titles, department names and the corresponding phone numbers by logging onto the following web site: 
http://www.csudh.edu/pbook/default.cfm 
Safety Section
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With thousands of students involved in diverse learning experiences on and off campus, the number of health and safety issues are seemingly infinite.  To assist in addressing these issues, the office of Risk Management/Environmental Health and Occupational Safety (RM/EHOS) provides support to the academic and administrative activities of the University by planning, coordinating and implementing a variety of programs and procedures that promote a safe and healthy environment for employment, study and research.  

The website below provides a brief overview of the campus’ Injury and Illness Prevention Program (IIPP) and resources dedicated to risk management at CSU Dominguez Hills. Additional information is available from your supervisor and the RM/EHOS staff.

http://www.csudh.edu/admfin/ehos/Employeehandbk.pdf
Disclaimer
This handbook is intended to assist employees in finding helpful information in a central, easily accessed location.  It represents a compilation of rights, privileges, and benefits from various collective bargaining agreements, campus policies and procedures, directives from the Chancellor’s Office, and applicable state and federal laws and regulations. Should a conflict exist between items in this handbook and the above referenced items, said items will take precedence over information in this handbook. It is not intended to cover every permutation of every situation. It is for general information purposes only.
Some of the employee benefits and services described herein depend upon the bargaining unit that the employee’s position title is assigned to.  The information contained in this handbook is the most current at this time and supersedes all prior handbooks. The University reserves the right to change its provisions as it deems appropriate

This handbook is not an employment contract and does not create any type of contractual obligations.

If you have specific questions about material in this handbook, please contact your division human resources liaison or the staff of the Human Resources Department.

FRONT COVER:
We wish to thank the following individuals for volunteering to be on our cover:

Front Row – left to right:  Jeffrey Herrick, Yvette Velarde, James E. Lyons, Sr., Van Girard, and Gloria Ramirez.
Back Row – left to right:  Nick Gallegos, Brad Potter, Alvin Hall and Irina Gaal.
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