ASSEMBLY BENEFITED EMPLOYEE FACT SHEET

PAY PERIOD:  The normal pay period for employees of the Assembly is monthly.  Employees can view their paystub on Employee self-service http://Assembly-selfservice.
It is important that each employee carefully review their first paycheck/advice statement to verify personal information and correct benefit deductions. Please contact the Legislative Human Resources Office (LHRO) 608-316-9700 as soon as possible if errors are discovered or questions arise.
TRIO TIMEKEEPING:  Timekeeping is recorded on a Time Recording In/Out (TRIO) electronic system.  Information on how to report time worked will be provided separately by the Assembly Chief Clerk’s Office.  Please note that strict compliance with the timekeeping system is required.  Failure to do so and/or comply with the deadlines for submission of time keeping information could result in the employee not receiving a payroll check until the requirements are satisfied.  

JCLO: The Joint Committee on Legislative Organization (JCLO) establishes policies relating to the operation of the Legislature.  Employees are required to comply with these policies.  These policies will be provided separately by the Assembly Chief Clerk.

VACATION:  Employees earn vacation time based on the number of verified creditable years in state service.  The amounts earned each year are shown below (amounts are pro-rated for part-time staff):

  0 - 5   years


10.00 hours/month
 
       120 hours/year

     15 days/year

  5 - 10 years


13.34 hours/month

       160 hours/year

     20 days/year

10 - 15 years


14.67 hours/month

       176 hours/year

     22 days/year

15 - 20 years


16.67 hours/month

       200 hours/year

     25 days/year

     20+ years


18.00 hours/month

       216 hours/year

     27 days/year

Vacation hours may be carried over from one year to the next.  Please note that when an employee leaves, that person cannot receive an unused vacation payout for more vacation hours than can be earned in one year regardless of the cumulative amount.

Any vacation transferred into the Assembly from another state agency is subject to the payout rule referenced above.  It is therefore subject to the carryover policy of the Assembly regardless of where the time was earned.  
When an employee terminates employment, any over-usage of vacation hours earned through their last day of employment will be deducted from their final check.

PERSONAL TIME: 36 hours of personal time is granted each calendar year and must be used in the year it was awarded (pro-rate for part-time staff).  Unused personal time will be forfeited at the end of each calendar year. If an employee uses more personal time than is awarded, it will be subtracted from the employee’s vacation balance.  When employees terminate employment, payment is made for any unused personal time. 
PAID HOLIDAYS:  The following paid holidays are granted each year:


January 1




The third Monday in January




The last Monday in May




July 4




The first Monday in September




The fourth Thursday in November




December 24, 25 and 31

SICK LEAVE:  Employees earn 10.84 hours of sick leave per month (or a pro-rated amount for part-time employees) which equates to 130 hours per year.  Sick leave may be carried over from year to year.
LEAVE REPORTING:  The Assembly Time Report is the vehicle for reporting any leave time used.  It should be completed monthly and submitted to the Assembly Chief Clerk’s office as requested.  Please refer to the time reporting procedures that will be issued separately. The completed sheets are entered in the leave accounting system to adjust totals. 
NEGATIVE LEAVE BALANCES:  Per the above referenced JCLO rules, employee will not be allowed to maintain negative leave balances.  Negative leave balances will automatically be deducted from the employee’s next payroll.
LEAVE BALANCES:  Leave balances are located in TRIO under the Leave Balance tab.  Click “show transactions” to review detail of usage and earned amounts. They are, however, one month behind due to timing differences between payroll processing and timesheet processing (timesheets are submitted after the payroll has been completed).   

INSURANCE PREMIUMS:   Please note that initial premium deductions may be double the monthly rate shown on the employee premium cost estimate sheet.  This is because most of our insurance plans require one month of pre-payments. Therefore, premiums are determined based on when you make benefit decisions and when coverage begins.

INSURANCE IDENTIFICATION CARDS:  After an employee makes their insurance decisions, it may take up to two weeks before the record appears in the insurance company’s system.  Please be aware that it may take a few weeks to get ID cards from the insurance plan.  Please contact the LHRO if problems are encountered in obtaining insurance services prior to receiving identification cards.

CHANGES IN FAMILY STATUS OR ADDRESS: Employees must notify the LHRO within thirty (30) days of occurrence of any change in family status (marriage, birth of dependent, divorce, etc.) or change in home address.  This timely notice is required in order to complete the necessary paperwork for changes in benefits.  Failure to comply with this timely notification can result in delay, alteration or possible denial of coverage
DIRECT DEPOSIT: Direct deposit of employee payroll checks is available.
TERMINATION OF EMPLOYMENT: Written notice should be forwarded to the Assembly Chief Clerks Office as soon as possible.  This written notice is required to start the administrative process for an employee’s termination and to facilitate the earliest possible payment of any monies owed to that employee.
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