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SOUTHERN ILLINOIS UNIVERSITY
NOTICE OF EXTRA HELP CIVIL SERVICE APPOINTMENT
By state statute and rules, extra help civil service appointments may not exceed a total of 900 hours of employment.
Section 1: To be completed by the hiring unit.
Type of Hire
Selected applicant
 Effective Date(s):
Contingent upon administrative approval and verification of eligibility to be legally employed in the United States, the above named individual is hereby appointed under the following conditions:
Mailcode
Major Reporting Unit
Position ID
Classification (Job)
Mark one:
Department (Organization)
Building
Room
Name of Supervisor
Salary Basis
Semi-monthly employees
Biweekly employees
Percentage of Time (FTE)
(decimal amount i.e 1.000 for a 100% appt. or
.850 for an 85% appt. etc.)
Hourly Rate or Full-time
Equivalent*Monthly Salary
SIU's payroll system will calculate the actual salary by multiplying the full-time equivalent salary by the percentage of time.
FLSA: In accordance with the Fair Labor Standards Act, this position is:
Other Terms and conditions of employment:
AIS Budget Description
AIS Proportions*
AIS Fund
AIS Unit
AIS Budget  Purpose
AIS Dept Activity 1
AIS Dept Activity 2
AIS Function
AIS Natural Account
*Note: Total of account proportions must equal 100
Section 2: To be completed by the extra help appointee:
(The following information is requested to assist theUniversity in fulfulling its obligations under the federal and state reporting requirements as well as internal record keeping.)
Are you receiving retirement benefits from any State of IL Retirement System?
Marital Status:
Gender:
Place of Birth:
City
State
Country
Citizenship:
Visa Classification (mark one):
Person to notify in event of an emergency:
Criminal History:  Have you ever been convicted of a misdemeanor?
Have you ever been convicted of a felony? 
If the answer to either question is yes, please explain:
A conviction record will not necessarily be a bar to employment.  Factors such as age and receny of the offense, seriousness and nature of the violation, and rehabilitation will be taken into account in terms of the position's responsibilities. 
Expiration Date:
Have you been employed at SIU Carbondale (including student employment) within the past 12 months?
Campus Phone: Visit the Telecommunications website for instructions.
Race/Ethnicity:
Race (one or more)
Are you Hispanic or Latino?
Jeanne Clery Annual Report:  A copy of the report can be found at  www.siu.edu/staffair/adminpolicies/index.html. For a paper copy, contact the Department of Public Safety, MC 6713.
Educational Loans:  Illinois Public Act 85-0827 (5ILCS 385) requires that all state agencies obtain certification that employees hired after January 1, 1988 are not in default on educational student loans from the State of Illinois or from any other public funds.  Are you in default, for a period of six months or more AND in the amount of $600 or more on the repayment of any educational loan guaranteed by the Illinois Student Assistance Commission or made from state or federal funds for the purpose of attendance at an institution of higher education?
*If you are in default on repayment of an educational loan, YOU must contact the lender and establish a repayment plan within six months of the date of your hire and have them provide us with a WRITTEN certification that the repayment plan is satisfactory.  In accordance with the Act, failure to do so requires that the State agency shall terminate the individual's employment.  Arrangements may be made through payroll deductions in accordance with the State Salary and Annuity Withholding Act.
Disability status:  Do you have a disability?*
*An impairment which substantially limits one or more of such person's major life activities, one who has a record of such impairment, or one who is regarded as having such an impairment.
If yes and you require accommodation to do the essential functions of your job, you should notify either your immediate supervisor
or the campus ADA Coordinator.
U.S. Military experience?  
Branch of Service:
Date Entered Service:
Date discharged:
If yes, are you a:
Special disabled veteran?
(Entitled to disability compensation or was discharged from active duty due to a service-connected disability.)
Veteran of the Vietnam-era?
(Served more than 180 days active duty between 28 Feb 1961 and 07 May 1975, and
was discharged or released with other than a dishonorable discharge.)
Other Veteran?
(Served on active duty during a war or in a campaign or expedition for which a campaign badge has been authorized.)  If you served in a campaign or expedition for which a campaign badge, service medal or expeditionary medal was awarded, please list the campaign or expedition and badge or medal received:

Other terms and conditions of employment:
     It is the policy of the University that sexual harassment in any form will not be tolerated.  It is a condition of employment that each appointee comply with the University's sexual harassment policy.  Violation of that policy may constitute cause for termination of employment.
     The unlawful manufacture, distribution, dispensation, possession, or use of controlled substances, or alcohol is prohibited on property owned or controlled by the SIU Board of Trustees or in any site where duties of University employment are being performed.  Violations of this prohibition will subject employees to disciplinary action in accordance with the applicable personnel policy, law or regulations having the force of law.  As a condition of employment for an employee directly engaging in the performance of work pursuant to a grant or contract covered by the Drug-Free Workplace Act (PL-100-690), the employee will abide by the above terms and shall notify the office of Research Development and Administration of any criminal drug statue conviction for a violation thereof not later than five days after each conviction.
     I agree that if appointed my terms and conditions of employment will include the laws of Illinois, including Board of Trustees legislation, and all policies and regulations from time to time issued pursuant thereto, all of which will be as much a part of the applicant's employment contract as if set out in full therein, and that such terms and conditions as from time to time amended will continue to govern in any change of assignment.
     I understand that if this position is defined as a security sensitive position, that my continued employment is contingent upon successful completion of any applicable statewide post-employment investigations.
     I hereby affirm that the information which I submitted in consideration for the position(s) to which I am being appointed (including but not limited to resume or application, curriculum vitae, and/or transcripts) is true and correct.  I understand that if any of the information submitted in application for employment is a misrepresentation or if facts have been omitted, I may be subject to discharge from employment. 
I have read the terms and conditions of employment stated in this document and agree to them.
ADMINISTRATIVE APPROVALS (As required by campus)
FOR HUMAN RESOURCES ONLY
NAME
Last Name
First Name
Middle Name
SSN or AIS No.
 ***This Notice is required to be given to all employees***
 
New Health Insurance Marketplace Coverage 
Options and Your Health Coverage
 
As part of the requirements of the Patient Protection and Affordable Care Act (PPACA), Southern Illinois University Carbondale, as your employer, is required to provide you with information relating to the Health Insurance Marketplace. This notice will serve to provide basic information about the Marketplace and how it may relate to coverage that is offered by Southern Illinois University Carbondale through the State Employee's Group Insurance Program ("SEGIP"). 
 
Part A: General Information 
 
The Marketplace is designed to help you find health insurance that meets your needs and fits your budget. The Marketplace offers "one-stop shopping" where you will be able to compare and evaluate quality affordable private health insurance options, apply tax credits directly, and receive enrollment support. Open enrollment for health insurance coverage through the Marketplace begins in October 2013 for coverage starting as early as January 1, 2014. 
 
Can I save Money on my Health Insurance Premiums in the Marketplace?
 
You may qualify to save money and lower your monthly premium, but only if your employer does not offer coverage, or offers coverage that doesn't meet certain standards. The savings on your premium that you're eligible for depends on your household income. 
 
Does Employer Health Coverage Affect Eligibility for Premium Savings through the Marketplace? 
 
Yes. If you have an offer of health coverage from your employer that meets certain standards, you will not be eligible for a tax credit through the Marketplace and may wish to enroll in your employer's health plan. However, you may be eligible for a tax credit that lowers your monthly premium, or a reduction in certain cost-sharing if your employer does not offer coverage to you at all or does not offer coverage that meets certain standards. If the cost of a plan from your employer that would cover you (and not any other members of your family) is more than 9.5% of your household income for the year, or if the coverage your employer provides does not meet the "minimum value" standard set by the Affordable Care Act, you may be eligible for a tax credit. 
 
SIU Carbondale employees are provided coverage through the SEGIP, provided they meet the eligibility criteria as outlined in Part B of this notice. Generally, employees who work at least 50% of a normal work period, are paid a salary through the university payroll, and are eligible to participate in and contribute to the State Universities Retirement System (SURS) are eligible for coverage through SEGIP. The SEGIP meets the Affordable Care Act's minimum value standard and is intended to be affordable based on employee wages. Accordingly, if you are eligible to participate through the SEGIP, you will generally not be eligible for a tax credit through the Marketplace. However, if you are not eligible to participate in SEGIP, or if the cost of member-only coverage through SEGIP is more than 9.5% of your household income for the year, you may be eligible for a new tax credit that lowers your monthly premium if you purchase a qualified health plan through the Marketplace.
 
Please note that if you are eligible for SEGIP and choose to purchase a health plan through the Marketplace instead of enrolling in the SEGIP plan, you will lose any employer contribution to the SEGIP coverage. In addition, while both the employer contributions and your employee contribution to SEGIP coverage are typically excluded from income for Federal and State income tax purposes, your payments for coverage through the Marketplace will be made on an after-tax basis. 
How Can I Get More Information? 
 
For more information regarding the Marketplace, including an online application for coverage and contact information for the Marketplace, please visit HealthCare.gov. The Marketplace can help you evaluate your coverage options, including your eligibility for coverage through the Marketplace and the cost of such coverage. 
 
Additional information on the SEGIP coverage can be found at www.benefitschoice.il.gov. 
 
Part B: Information About Health Coverage Offered by Your Employer 
 
This section contains information about any health coverage offered by your employer. If you decide to complete an application for coverage in the Marketplace, you will be asked to provide this information. This information is numbered to correspond to the Marketplace application. 
3. Employer Name 
Southern Illinois University Carbondale          
12. Email Address 
HRBenefits@siu.edu
8. State 
Illinois
9. Zip code 
62901
6. Employer phone number 
(618)-453-6668 
4. Employer Identification Number (EIN) 
37-6005961
11. Phone Number (if different from above) 
(618)-453-6668 
10. Who can we contact about employee health coverage at this job? 
Human Resource Benefits Office
7. City 
Carbondale
5. Employee Address 
1255 Douglas Drive, Mailcode 6520
Here is some basic information about health coverage offered by Southern Illinois University Carbondale. 
     l         As your employer, we offer a health plan to: 
                  All Employees. 
                ü         Some Employees. Eligible employees are: 
                  An employee who works at least 50% of a normal work period, is paid a salary through the university payroll, 
                  and is eligible to participate in and contribute to the State Universities Retirement System (SURS). 
 
     l         With respect to dependents: 
                ü         We do offer coverage. Eligible dependents are: 
                  An Eligible employee's spouse; same-sex domestic partner (enrolled prior to June 1, 2011); civil union partners 
                  (enrolled on or after June 1, 2011); child from birth to age 26 where child includes an employee's natural child,
                  stepchild or child of a civil union partner, legally adopted child or child who has been placed for adoption, and a
                  child who has been placed under the employee's legal guardianship; or child who is older than age 26 who is 
                  totally disabled and a tax dependent of the employee. 
 
                  We do not offer coverage. 
 
     ü         This coverage meets the minimum value standard, and the cost of this coverage to you is intended to be affordable, 
         based on employee wages. 
 
         **Even if your employer intends your coverage to be affordable, you may still be eligible for a premium discount through the Marketplace. The Marketplace will use 
         your household income, along with other factors, to determine whether you may be eligible for a premium discount. If, for example, your wages vary from week to 
         week (perhaps you are an hourly employee or you work on a commission basis), if you are newly employed mid-year, or if you have other income losses, you may
         still qualify for a premium discount.         
         
Statement of Purpose for Collection of Social Security Numbers
 
The Identity Protection Act (5 ILCS 179/1 et seq.) requires each local and State government agency to draft, approve, and implement an Identity-Protection Policy that includes a statement of the purpose or purposes for which the agency is collecting and using an individual's Social Security number (SSN).  This statement of purpose is being provided to you because you have been asked by Southern Illinois University to provide your SSN or because you requested a copy of this statement.  
 
Why do we collect your Social Security number?
 
You are being asked for your SSN for one or more of the following reasons:
·         Student Financial Aid
·         Employment matters
·         Insurance Claim
·         Complaint mediation or investigation
·         Vendor services, such as executing contracts and/or billing
·         Law enforcement investigation
·         Child support collection
·         Internal verification
·         Administrative services 
       ·                Other:         _______________________________________ 
What do we do with your Social Security number?
 
We will only use your SSN for the purpose for which it was collected.1  We will not:
·         Sell, lease, loan, trade, or rent your SSN to a third party for any purpose
·         Publicly post or display your SSN
·         Print your SSN on any card required for you to access our services
·         Require you to transmit your SSN over the Internet, unless the connection is secure or your SSN is encrypted
·         Print your SSN on any materials that are mailed to you, unless State or Federal law requires that number to be on   documents mailed to you, or unless we are confirming the accuracy of your SSN2
 
1  Exceptions include, but are not limited to:  disclosure pursuant to a court order, warrants, or subpoena; disclosure to ensure safety; disclosure for internal verification or administrative purposes; disclosure for collection of delinquent child support or of any state debt or to a governmental agency to assist with an investigation or the prevention of fraud; and disclosure to investigate or prevent fraud, to conduct background checks, to collect debt, to obtain a credit report, as allowable under the federal Gramm-Leach-Bliley Act, and to locate missing persons who are due benefits, such as a pension or unclaimed property.
 
2  Exceptions include, but are not limited to:  material mailed in connection with the administration of the Unemployment Insurance Act; material mailed in connection with any tax administered by the Department of Revenue; and documents sent as part of an application or enrollment process or to establish, amend, or terminate an account, contract, or policy or to confirm the accuracy of the SSN.
 
  
 
 
  
 
 
 
 
A signed copy of this form must accompany the Notice of Extra Help Civil Service Appointment form. An additional copy of the form may be provided to the employee, if requested.  
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