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Introduction

The Human Resources Division has prepared this information guide especially for employees who have been affected by a reduction in force (RIF).  The guide includes information regarding your available options as well as job search and interview tips.  
If you have any questions that are not addressed in this guide, please contact your human resources representative.  We hope this information is helpful during this transition.

Employee Assistance is Available

We understand that you and your family may have special needs at this time.  Windham School District (WSD) has an Employee Assistance Program (EAP), which contracts with the Alliance Work Partners to provide counseling to employees and their dependents.

Counselors can answer questions you may have and provide referrals to appropriate resources.  All information collected is confidential.  If you are separated from employment due to the RIF, you and your dependents will remain eligible for these programs for up to one year after your separation date.  To contact the EAP, please call 1-800-343-3822.

Reduction in Force Options
Between now and the date your position is deleted, you will continue to receive priority placement consideration as described in your RIF notification letter.

Employment Applications

We encourage you to submit an application for any position for which you meet the minimum qualifications.  
Applications submitted for posted positions must be received by the closing date.  Applications received will be screened for minimum qualifications and the human resources representative will notify RIF applicants of their scheduled interview.  Once a selection has been made, the selected applicant will be notified and a conditional offer of employment will be made.

The accuracy and completeness of your employment application is very important to your successful search for employment.  Fill in all the blanks completely.  Never answer questions with "See attached resume," even if you will be attaching a resume. 

Review the position description to determine the type of experience, knowledge, and skills required for the job.  Think of how your previous work experience relates to the job requirements and how you can document that experience.  

List your employment history starting with the most recent or current position and work backward.  It is important to document all work experiences using a separate block for each position held, even if the positions were with the same employer.  To receive the maximum credit, you must list complete employment dates, using "mm/dd/yyyy" format.  

If minimum typing skills are required for the position, a copy of the results of a typing test administered by either the Texas Workforce Commission (TWC) or TDCJ must be included in your application packet.  

Helpful Hint

To use your completed application for more than one job, make several copies prior to filling in the job posting information and signing.  Remember, you must include the specific job posting information and sign each copy prior to submission.

Job Search Tips

The following tips are provided to assist you in your successful search for employment.  
· Update your resume

· Project a positive attitude

· Know your strengths and weaknesses

· Determine what you can offer a potential employer

· Be pro-active

· Be self-confident

Research the Current Job Market
Use your resources.  Friends, family, and business contacts may be able to assist you in your job search.  You may want to develop a resume to include with your application.  


Resume and Job Search Links
There are numerous websites available that provide helpful job search and interview tips.  A few links that you may find useful are included below.
· www.careerbuilder.com
(advice and resources)

· www.monster.com
(job search/post resumes)

· www.texasonlinejobs.com/resources.asp
(resources and search for Texas jobs)

· www.wetfeet.com 
(job hunting strategies)

· www.twc.state.tx.us/jobs/job.html
(links to other state agency jobs)

· www.wsdtx.org
Employment Contacts

Contact companies for more information about potential employment opportunities.  Identify yourself and state your reason for calling.  Be polite, professional, and positive.  Keep a record of the date you contacted each company and the name and phone number of each person with whom you spoke.

Dress neatly and professionally, even if you are only going to pick up an application.  Treat each person you meet as though he or she has the authority to hire you.
Professional Interviews

Be Prepared

Be on time!  Get plenty of rest and eat properly before your interview.  It's normal to be nervous, but be confident of your abilities.  One way to help overcome some of this natural tension is to practice beforehand in front of a mirror or with a friend, maybe even with a tape recorder or videotape.  Most importantly, see yourself as a professional.

Prior to a scheduled interview, research the company.  Develop at least three questions to ask that will show your interest in the company and the position.

Make good eye contact.  Answer questions clearly, briefly, and honestly.  Show a willingness to learn new job skills.  Be prepared for the interviewer to ask, "Do you have anything else to add?" or "What questions do you have?"  


Project a Good Attitude

The interview is an opportunity to demonstrate your positive attitude and convince the interviewer that you will be an asset to the company.  
Your body language should agree with your words.  For example, you may say, "This is just the opportunity I've been looking for and I would love to work with you" while your body is slouched down and turned away.  Which message will the interviewer actually hear?  Body language is a strong indicator of what you are thinking.

At the end of the interview, shake hands firmly, make eye contact, smile, and thank the interviewer for his or her time.  Follow-up with a handwritten thank-you note.

Remember:  Each interview is a learning experience that can be beneficial, and you have made contacts that may be helpful in the future.

Accrued Leave Options

If I am not placed, in another WSD position, how will my accrued time be affected? 

· Sick Leave:  If you return to WSD employment your sick time will be reinstated.  

You can donate your unused sick leave to the Sick Pool upon separation.  The Sick Pool is a program funded by sick time donations from employees.  This program allows eligible employees who have no remaining time balances to request sick hours for catastrophic injuries or illnesses.  These employees would otherwise be taken off payroll.  If you wish to make a donation, please complete a Sick Pool donation form and return it to Human Resources.  Time donated to the Sick Pool will not be restored if you return to work for WSD.
· Discretionary Leave:  Any unused discretionary leave will be reflected on your service records upon separation from the district.

· Compensation and Overtime:  Non-exempt may be eligible for a lump sum payment upon separation.   Exempt employees are not paid for overtime or compensation upon separation.  
Payroll Information
Commissary Account

The Commissary & Trust Fund Department receives separation notifications from the payroll department each month. Once notification is received of your separation, your commissary account will be closed and a check will be mailed to your last known payroll address.  Employees will be charged a $5.00 service fee for a withdrawal request made prior to their separation.
State Employee Charitable Contribution (SECC)
Your SECC deduction automatically stops with your final paycheck.

Texas Tomorrow Funds
If you have deductions taken out of your paycheck each month for the Texas Tomorrow Funds, the deduction will automatically stop upon your final paycheck.  Contact the Texas Tomorrow Funds Office at 1-800-445-4723 to make other payment arrangements.

W-2 Forms
W-2 forms are mailed the last week of January to the last known payroll address.  If your address changes after you have separated, send your new information to WSD Human Resources.

Barber/Laundry Accounts

All general deductions automatically stop upon separation including:  association fees, barber, and laundry.

Utility Account

Utility deduction will automatically stop; however, you must contact TDCJ finance dept. at  936- 437-6442 to make arrangements.

Garnishments

Garnishments (Attorney General, IRS Levies, bankruptcy) will automatically stop.
	Windham School District

P.O. Box 40
Huntsville, Texas 77342

Telephone: (936) 291-5300


Insurance Options

If you participate in the Uniform Group Insurance Program (UGIP), the Consolidated Omnibus Budget Reconciliation Act (COBRA) allows you to choose to continue your health or dental insurance coverage once your employment ceases.  Coverage as an active employee ends effective the last day of the month in which you separate employment, provided you have enough money in your paycheck for the deductions to be made.  If there are insufficient funds in your paycheck to cover the insurance deduction amount, you will receive a letter requesting the amount due.  This amount must be paid in order for you to maintain your COBRA eligibility.  In order to receive the COBRA notification at the correct address, please complete a Benefits Election Form, which is available from WSD Human Resource or online.  If your ERS address is correct, no form is necessary.

Medical and Dental Insurance

COBRA allows you to choose up to 18 months of continued health and dental coverage.  The Employees Retirement System (ERS) will send you a form in the mail indicating both the date your coverage terminated and a notification date for you to elect continuation of coverage.  You must formally elect continuation of coverage within 60 days of the time your coverage terminated or the date of notification on the form, whichever occurs later.  Instructions explaining where to mail the form and your monthly payments will be included.

If you choose continuation of coverage, you must pay the full premium plus an additional 2% administrative fee.  The first premium payment will be due within 45 days from the date the election form is processed.  Subsequent monthly payments are due on the first calendar day of each coverage month and must be received no later than 30 days after that date.  
Note: If the required premium for your continued coverage is not received within the required time period, regardless of the circumstances, your continued coverage will be cancelled and will not be reinstated.

Qualifying Life Event

Separation due to a RIF is a Qualifying Life Event (QLE).  As a state employee, your spouse can add you and any eligible dependents to his/her health, dental, and dependent life insurance.  Your spouse should contact his/her Human Resources Representative or use the ERS website at www.ers.state.tx.us to add any eligible dependents within 30 days of your separation date.  If your spouse fails to do so within the 30 days, they will have another opportunity at Annual Enrollment or with another QLE, but certain coverage restrictions may apply.

Note:  If your spouse chooses to make this change via ERS Online, be sure they use their social security and PIN number and not yours.  An employee's PIN number
is included on their annual statement.


State Kids Insurance Program (SKIP)

If your dependent child/children are currently SKIP eligible and you are paying SKIP premiums, they will no longer be eligible for SKIP because you will no longer be a state employee.  However, if you have a spouse who is a state employee, your spouse may be eligible to insure them and can apply for SKIP.  Your spouse may obtain a SKIP application from their human resources representative.

Even if your dependent child/children are not currently SKIP eligible, your separation may cause your dependent child/children to meet eligibility requirements if you have a spouse who is a state employee.  Again, your spouse will need to complete and submit a SKIP application through their Human Resources office.

If your spouse is not a state employee, your dependent child/children may be eligible for Children’s Health Insurance Program (CHIP) which is the federal program that SKIP mirrors.  CHIP is for children whose parents are not covered by the state's insurance program.  For more information about CHIP, please contact your local Texas Department of Health and Human Services Office.

Group Term Life Insurance
All WSD employees who are enrolled in health coverage are covered by $5,000 of Group Term Life Insurance.  Your Group Term Life Insurance will cease when you separate employment, but you are entitled to convert all or any portion of it to an individual whole life insurance policy, without providing Evidence of Insurability.  To qualify for this election, you must make application and pay the first premium within 31 days after termination of your coverage.  

If you are interested in this conversion, contact Fort Dearborn National Life Insurance Company at 1-855-377-5433.  Upon your request, they will forward the necessary paperwork, which explains how to apply for the conversion and where to send completed documents and payments.
Benefit Information

Tex Flex Reimbursement Account

As a separating employee, you will have two choices regarding your Health Care Reimbursement Account (HCRA).  You may either make a lump sum payment pre-tax payroll deduction (from your last paycheck) or continue paying your monthly amount by personal check for the remaining plan year.  
Should you choose a lump sum payment, please complete a TexFlex Reimbursement Account form available from your human resources representative.  Timing is critical, so please contact your Unit/Department human resources representative immediately.  If you choose to continue paying your monthly amount, you should contact ERS immediately at (877) 275-4377.  
Should you return to state employment within the same plan year, your HCRA payroll deduction will resume unless you have paid the remaining balance.

Note: Continuing your monthly payments will result in deductions being made on an after-tax basis.  

Your Dependent Care Reimbursement Account (DCRA) deduction automatically stops.  However, if you have a balance remaining in your DCRA you may continue to submit claims for expenses incurred prior to your separation date.  

If you return to state employment within the same plan year, your DCRA elections can be changed or resumed.  

Note: If you had a Qualifying Life Event (QLE) during your separation, you may make election changes to HCRA or DCRA that are consistent with the QLE within 30 days of re-employment.

403b JEM Plan

Your deduction automatically stops upon your final paycheck.  Decisions on future actions can be made by contacting JEM at 1-800-943-9179.
Workers' Compensation

If you are currently receiving Workers' Compensation benefits, you will continue to be paid until the State Office of Risk Management (SORM) determines that you are no longer eligible.

Unemployment Compensation

A claim for unemployment compensation may be filed with the Texas Workforce Commission once you have been removed from the active payroll.  Visit the Texas Workforce Commission website at www.twc.state.tx.us or call 1-800-939-6631.

Note: The WSD does not directly or indirectly exercise any management decision in the unemployment compensation program.  Determination of claimant eligibility, disbursement of benefits, and all other aspects of unemployment compensation program administration are functions of the Texas Workforce Commission.

Open Records Requests
Should you have a need for copies of documents in your Master Personnel File or your unit/department file, you may make a request through the Open Records Act to the WSD attorney or send an email to:  www.open.records@wsdtx.org. Please make your request in writing and be specific, stating exactly what you are requesting from your file.  Be sure to include your name, social security number and/or date of birth as well as an address where documents can be mailed.

A nominal charge will be made for any request of more than 50 pages.  


Retirement Options
If you have questions regarding your Teacher Retirement System (TRS) retirement options, contact the TRS at 1-800-223-8778.  For those who may qualify, questions regarding Employee Retirement System (ERS) retirement options should be directed to ERS at  1-877-275-4377.  For other questions, contact the WSD Human Resources office at 936/291-5321.

Retirement information contained in this booklet is provided as a courtesy for employees.  WSD is not responsible for errors or omissions as this information is subject to change without notice.  Employees should consult TRS or ERS for the most accurate information.
“Normal-Age Service Retirement Eligibility

When a member meets the requirements for a normal-age service retirement and applies to retire, the retiree is entitled to receive a payment of a lifetime monthly annuity.  The annuity is calculated according to the standard annuity benefit formula in effect when the member retires.  Normal-age service retirement means that a retiree’s annuity will not be subject to an early-age retirement reduction in the amount payable; “normal-age service retirement” may sometimes be referred to as being eligible for “unreduced service retirement benefits” or “unreduced benefits.”

If you became a member of TRS prior to September 1, 2007 and maintain your membership until retirement, you will meet the age and service requirements for normal-age service retirement when:

You are age 65 with five or more years of service credit

Or

Your age and years of service credit total 80 and you have at

Least five years of service credit.

If you first became a member of TRS or returned to membership on or after September 1, 2007, you will meet the age and service requirements for normal-age service retirement when:

You are age 65 with five or more years of service credit

Or
You are at least age 60, and your age and years of service

Credit total 80 and you have at least five years of service credit.

Grandfathered Members Who Terminate Membership and Later Return

Grandfathered members who terminate their TRS membership by withdrawal of contributions at any time (prior to or after September 1, 2007) and return to membership on or after September 1, 2007, have different eligibility requirements for unreduced benefits (i.e., normal-age service retirement) than other persons who become members on or after September 1, 2007.  A member is grandfathered if, on or before August 31, 2005:  1) the member was at least age 50, 2)  the member’s age and years of service credit totaled at least 70, or 3)  the member had at least 25 years of service credit.  Persons who were grandfathered at the time of withdrawal have their grandfathered status restored upon returning to membership on or after September 1, 2007, regardless of whether they reinstate the withdrawn service.

For these grandfathered members who return to membership on or after September 1, 2007, the following eligibility requirements must be met to qualify for unreduced benefits at retirement:

· Age 65 with five years of service credit, or

· Age 55 with at least twenty years of service credit and meets the Rule of 80 (combined age and years of service credit total at least 80), or

· Age 60 with at least five years of service and meets the Rule of 80.

Grandfathered members who return to membership on or after September 1, 2007, and who do not meet eligibility requirements for unreduced benefits are subject to an annuity reduction.  An early-age reduction is a permanent reduction to your annuity.”
Important Phone Numbers

Application Processing
(936) 291-5321

Commissary & Trust Fund Department
(936) 291-4630

403b JEM
(936) 291-4630

Employee Assistance Program


EAP Counselors
1-866-862-5927


Austin Area
(512) 328-1144


TDD
1-800-448-1823

Employees Retirement System
1-877-275-4377

Insurance
(936) 291-5321

Leave Accruals
(936) 291-5321

Long Term Care (CNA)
1-877-895-6762

Open Records Requests

General Counsel……………………..
(936) 291-5304

HR Division
(936) 291-5321


Payroll 
(936) 291-4630

Dearborn National
1-855-377-5433


Retirement
(936) 291-5321

Service Purchase (ERS)
1-877-275-4377

State Kids Insurance Program (SKIP)
1-800-647-6558

Teacher Retirement System ……………………..
(800) 223-8778

Tex Flex (Payments)
(877) 275-4377

Tex Flex (Pay Flex regarding benefits)
(866) 353-9839

Texas Tomorrow Fund
1-800-445-4723

Texas Workforce Commission
1-800-939-6631

TWC Local Office
1-888-469-5627

Workers' Compensation
(936) 291-5321

WSD General Information................................... (936) 291-5300





 
Windham School District
Office of the General Counsel 
P.O. Box 40 
Huntsville, TX 77342-0040 

E-mail: open.records@wsdtx.org
Facsimile: (936) 436-4031
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Long-term Care Program


If currently enrolled, you may continue your Long Term Care insurance with the same benefits and premiums.  Payments will continue as previously established.
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