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Welcome to our Herd!

Marshall University Human Resource Services
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• Bruce Felder, Chief Talent and Culture Officer, felder1@marshall.edu 
(304) 696-3983

• Mary Chapman,  HR Asst. Director, chapmanm@marshall.edu 
(304)696-2595

• Kelly Marcum, Asst. Director, Employee Relations, murphy14@marshall.edu 
(304)696-2932

• Erica Thomas, HRIS Manager, ooten4@marshall.edu 
(304)696-3406

• Katherine Hetzer, T&D Manager, hetzer@marshall.edu 
(304)-696-2596

• Judy Clark, Human Resources Rep. Sr., clarkj@marshall.edu 
(304) 696-6253

• Lisa Henry, Human Resources Rep. Sr., henry29@marshall.edu 
(304)696-6240

• Kim  Thomas, Human Resources Rep. Sr., gill54@marshall.edu 
(304) 696-3261

• Meg Cyrus, Human Resources Rep., atkinso1@marshall.edu
(304)696-2592

• Teresa McSweeney, Human Resources Rep., hardest4@marshall.edu
(304)696-3228

• Tracey Burriss, Human Resources Asst. III, burrisst@marshall.edu 
(304)-696-6455

• Kassandra Contreras, Human Resources Asst. III, contreras2@marshall.edu
(304) 696-2931

Our Staff
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Marshall University’s mobile application is designed with users in mind.  
Whether you’re on campus or around the world, this app delivers features with 
an enhanced browsing experience.  The visual interface makes sorting through 
content easy. This allows the user to quickly locate important tools & 
information. The platform also allows for account information, campus maps, 
virtual tours, news and events, social media, and more.  This app is available to 
everyone, not just current and potential students.

1
Campus Map

MU Mobile

Above is a printable campus map. We also have an interactive map as well 
as virtual tours. https://www.marshall.edu/map/index.html

Features

• Latest News: Keep up to date with important news and information easily.
• Campus Map: Explore the various campuses with an intuitive map that lists 

all campus buildings, points of interest, and more.
• Campus Directory: Search for faculty and staff contact information. Calling 

or sending an email has never been easier.
• Event Calendar: View events happening all across campus by category so 

you can be sure to find those that interest you most.
• Athletics: Get news, schedules and scores for all your favorite Herd sports.
• Courses: Access the current course information to make course planning a 

breeze.
• Important Account Information: Receive crucial information including holds 

to stay in the loop about your account.
• Social Media: Stay up to date with the latest news from the official Marshall 

University social media accounts including Facebook, Twitter, YouTube, and 
more.

• Campus Photos: View favorite photos from all around campus.
• How do I access it?

Downloads are available from the Apple App Store and on Google Play.  It’s 
Free!

Marshall University Human Resource Services

https://www.marshall.edu/mumobile/
https://www.marshall.edu/map/index.html
https://www.marshall.edu/virtual-tour/
https://www.marshall.edu/map/index.html
https://itunes.apple.com/us/app/mumobile/id354582408?mt=8
https://play.google.com/store/apps/details?id=com.blackboard.android.central.marshall
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Your MyMU Account will be created automatically based on your 
employment date. To obtain your username and password to the 
system, you will need to contact the IT Service Desk 

• Email - servicedesk@marshall.edu

• Phone - (304)-696-3200  

• Chat - https://www.marshall.edu/it/departments/it-service-desk/ 

How do I. . . resource for Information Technology. 
https://www.marshall.edu/it/departments/it-service-desk/howdoi/ 

Marshall University Human Resource Services

1
Faculty and Staff Identification Cards

MyMU User Accounts

A picture I.D. card will be issued to each employee. Some departments 
require that the card be worn in a visible manner; the supervisor will 
inform the employee if this is a requirement. 

The I.D. card enables faculty and staff members to use several on-
campus services and facilities. 

Human Resource Services verifies employment by submitting a form to 
the Campus I.D. Office, located in the Drinko Library, Room 143 
allowing faculty and staff to obtain an ID.

Carry your card with you . . . some local businesses offer Marshall 
employee discounts.

mailto:servicedesk@marshall.edu
https://www.marshall.edu/it/departments/it-service-desk/
https://www.marshall.edu/it/departments/it-service-desk/howdoi/
https://www.marshall.edu/it/departments/campusid/
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You will need to visit the Payroll Office, located in Old Main, Room 
203, or you may email payroll@marshall.edu to:

• Complete W-4 and State Tax Forms
• arrange for direct deposit/ WV Pay Card
• complete a Huntington City Service Users Fee Waiver if your 

worksite is not located within city limits.   
• confirm home address on record
• Faculty Pay Option (9 Month Faculty)

Marshall University Human Resource Services

1
Parking Permits – Main Campus Employees Only

Payroll Office

Permits and annual renewal stickers may be purchased from the 
Parking Office located in the Bliss Charles Public Safety Building at 
1801 Fifth Avenue .  

Employee Parking Permit Application can be accessed at Employee 
Parking.  Please note that payroll deduction is a payment option.

mailto:payroll@marshall.edu
https://www.marshall.edu/finance/files/PAY-OPTION-FORM1.pdf
https://www.marshall.edu/parking/files/2020-2021-Employee-Parking-Permit-Application.pdf
https://www.marshall.edu/parking/files/2020-2021-Employee-Parking-Permit-Application.pdf
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Should there be weather conditions that make travel potentially dangerous, 
students and employees are reminded to use their own judgment before 
venturing out.

• Faculty members should make every effort to notify students in advance if 
they need to cancel class.

• Students should inform and work with their instructors regarding expected 
absences due to weather, including any updates to their course schedules 
and assignments.

• If weather conditions prevent Employees from getting to work or getting to 
work on time, they should notify their supervisor as soon as possible to make 
arrangements to charge accrued annual leave for the portion of the workday 
missed.

How will I know if there are delays or cancellations?

• MU Alert emergency messaging system automated text messages, e-mails 
and/or phone calls

• Marshall homepage

• Local television, radio stations and Social media – @marshallu on Facebook 
and Twitter

Marshall University Human Resource Services

1
Emergency Procedures

Inclement Weather

All fire and/or smoke conditions must be reported to the Marshall University Police 
Department at 696-4357 (HELP) or to the Huntington Fire Department (911) 
immediately.

The person making the report must provide the following information:
• Nature of fire or smoke and exact location.
• Your name and your position in the University.
• THEN activate the building fire alarm.  Marshall University Building 

Representatives will ensure evacuation of academic and administration buildings, 
Resident Advisors will ensure evacuation of Residence Halls.

The following procedures are to be followed for EVERY fire alarm activation:
• Everyone must evacuate the building in a neat and orderly fashion.
• Elevators are not to be used to evacuate the building.  Persons should use the 

nearest clear exit or stairwell.
• Handicapped persons are to be assisted along the exit route to the nearest exit that 

is not blocked by fire or smoke.
• Persons confined to wheelchairs above or below the ground floor shall be assisted to 

the nearest stairwell and should wait there for evacuation by the City Fire 
Department.

• If an immediate threat to life exists, then these individuals should be evacuated by 
whatever means necessary.

• Persons are to move a safe distance away from the building. Reentry to the building 
is strictly prohibited until advised it is safe to do so by the Fire Department or the 
Marshall University Police Department.

• PERSONS ARE ADVISED TO NOT ASSUME THAT AN ALARM IS FALSE. The 
fire alarm system will be used to evacuate a building for any type of emergency.

For any assistance or questions related to fire and/or smoke and actions to take, please 
contact Environmental Health and Safety.

The following terminology often is used in notifications:

University Closed:  All classes suspended, and offices closed

Classes Cancelled:  All classes suspended and offices open

Delay Code A:  Classes are delayed, but no delay in the opening of offices

Delay Code B:  Classes and office openings are delayed

https://www.marshall.edu/wamnewsletter/2019/01/inclement-weather-reminders-2/
https://www.marshall.edu/emergency/mualert
https://www.marshall.edu/
https://www.facebook.com/marshallu/
https://twitter.com/marshallu
https://www.marshall.edu/safety/emergency/building-evacuation-procedures/
mailto:safety@marshall.edu
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1
Come Learn More . . . Campus and Community

• About the ComMUnity  - At Marshall University, we change lives 
and inspire extraordinary futures. Now that you are a new Son or 
Daughter of Marshall, come learn more.

• Our Campuses - Marshall University has a strong presence as a 
regional university serving the Tri-State area of West Virginia, 
Kentucky and Ohio. It also serves communities throughout the rest 
of the United States and internationally. Come on a tour or view 
our virtual map!

• The Cities that Surround Us - Numerous cities surround 
Marshall University giving you multiple options to visit or live. 
That are located in Ohio, Kentucky, and West Virginia. Each offer a 
little something different. 

• Area School Information - For new employees with families, it is 
important to know the options of local school systems. Below, we 
have listed area schools to help in your search. These schools are 
located in the three surrounding states, WV, KY, and OH.

https://www.marshall.edu/human-resources/come-learn-more/
https://www.marshall.edu/human-resources/our-campuses/
https://www.marshall.edu/map/
https://www.marshall.edu/human-resources/explore-surrounding-cities/
https://www.marshall.edu/human-resources/area-school-systems/
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1
Starting Documents to Complete

New Employee Drug-Free Workplace

Please click on the Drug-Free Workplace Policy and read. Once 
complete, please click and sign the receipt.

New Employee Drug- Free Workplace Receipt

• Our Campuses - Marshall University has a strong presence as a regional university serving the Tri-State area of West Virginia, Kentucky and Ohio. It also serves communities throughout the rest of the United States and

Voluntary Self-Disclosure

Please click on the below link and complete the form. 

Voluntary Self - Disclosure Form

• Our Campuses - Marshall University has a strong presence as a regional university serving the Tri-State area of West Virginia, Kentucky and Ohio. It also serves communities throughout the rest of the United States and

https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhBOoMvcl8PMcF0DWrhHX1IbsSQli5lZ3ewpt7OLGhUQ-rcoVzM7J6gWzlCEYkDzuBA*
https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhBOoMvcl8PMcF0DWrhHX1IbsSQli5lZ3ewpt7OLGhUQ-rcoVzM7J6gWzlCEYkDzuBA*
https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhDw2TbRa8OzdJdTUhXpm3NwC2Jeevk2-IO4zpxEuCD2ZWvBKqqDhIkiazHiIcXdfl8*
https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhDw2TbRa8OzdJdTUhXpm3NwC2Jeevk2-IO4zpxEuCD2ZWvBKqqDhIkiazHiIcXdfl8*
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1
Starting Documents to Complete

Affordable Care Act

Please click the below link to the ACA packet and employee sign off. 

ACA Packet with Employee Sign-Off

• Our Campuses - Marshall University has a strong presence as a regional university serving the Tri-State area of West Virginia, Kentucky and Ohio. It also serves communities throughout the rest of the United States and

Authorization for Release of Information

By completing this Authorization Form, you authorize Human 
Resource Services to release information to a specified person. 
Examples of information that can be released are:

• PEIA

• FBMC

• Securian

• Standard

• TIAA 

• Our Campuses - Marshall University has a strong presence as a regional university serving the Tri-State area of West Virginia, Kentucky and Ohio. It also serves communities throughout the rest of the United States and

https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhD96yWx4vai3ABGXT0F9UwsJJJhuK-Czgz-U-3BhzzDcL4-mL1LPr3qomWrNWHkPUo*
https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhBaAOPTJZYKWP4skGy3REv8bCDgZ-rY32ZMFm-Pei1252LMsoOqXdHrsMkumZKwmCw*
https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhD96yWx4vai3ABGXT0F9UwsJJJhuK-Czgz-U-3BhzzDcL4-mL1LPr3qomWrNWHkPUo*
https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhBaAOPTJZYKWP4skGy3REv8bCDgZ-rY32ZMFm-Pei1252LMsoOqXdHrsMkumZKwmCw*
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1
Starting Documents to Complete

Supplemental Employee Information

This form is used to gather information such as emergency contact as 
well as other years of West Virginia State employment.

Supplemental Information Form

• Our Campuses - Marshall University has a strong presence as a regional university serving the Tri-State area of West Virginia, Kentucky and Ohio. It also serves communities throughout the rest of the United States and

Address/Information Changes

If you have moved here from a different location, please make sure to 
update your address with Human Resources and Payroll. 

When completing the form,  make sure to change both the “PR” 
permanent address and “WP” payroll address. Forms may be 
dropped off in Old Main 203 or 207 or emailed to human-
resources@marshall.edu 

Employee Information Change Form

• Our Campuses - Marshall University has a strong presence as a regional university serving the Tri-State area of West Virginia, Kentucky and Ohio. It also serves communities throughout the rest of the United States and

https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhBTkCU1WDDieP1ru02B5yX8vGTVvADaJQsWCDuxlNBt-e-2XPgOxa_5-BLFeCbAX38*
mailto:human-resources@marshall.edu
mailto:human-resources@marshall.edu
http://www.marshall.edu/human-resources/files/Employee-Information-Change-Form-37-1.pdf
http://www.marshall.edu/human-resources/files/Employee-Information-Change-Form-37-1.pdf
https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhBTkCU1WDDieP1ru02B5yX8vGTVvADaJQsWCDuxlNBt-e-2XPgOxa_5-BLFeCbAX38*
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1
Starting Documents to Complete

Employee Receipt for Health and Safety Policy

This for acknowledges that you understand all the safety 
requirements in the Environmental Health and Safety Manual.

Employee Receipt for Health and Safety Form

• Our Campuses - Marshall University has a strong presence as a regional university serving the Tri-State area of West Virginia, Kentucky and Ohio. It also serves communities throughout the rest of the United States and

https://www.marshall.edu/safety/files/2013/03/safety_manual1.pdf
https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhDzCXUhVg9aGetPPqhAdCuOJtjmgmt61pmJ-NjWmSrDfBhh9T-S34XXPQ7NqYSffc4*
https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhDzCXUhVg9aGetPPqhAdCuOJtjmgmt61pmJ-NjWmSrDfBhh9T-S34XXPQ7NqYSffc4*
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2
Marshall Health and Marshall Campus Recreation have a wellness program for 
employees who have chosen Marshall Health as their medical home through 
PEIA.

Membership types and rates can be found at 
https://www.marshall.edu/campusrec/memberships/rates/

Marshall University Human Resource Services

Employee Fitness Program

Participants must make a one-year commitment to the fitness 
program, and will be required to do the following:

• Within six weeks of joining the program, have a one-on-one personal training 
session, including an initial fitness assessment, conducted by campus 
recreation staff;

• Schedule and participate in quarterly fitness assessments, which include 
biometric screenings;

• Have cholesterol, blood pressure, glucose levels and other health-related 
information regularly checked and submitted to the Primary Care Physician;

• Participate in individual or group activity at the Rec Center a minimum of 
four times in each three-month period;

• Abide by all other terms of the Marshall Recreation Center membership 
agreement.

Also, your dependents/significant other/spouse who have PEIA may participate as 
secondary members with the same annual membership. 

https://www.marshallhealth.org/
https://www.marshall.edu/campusrec/
https://www.marshall.edu/campusrec/memberships/rates/
https://www.marshall.edu/campusrec/
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2
Face-to-Face Diabetes Management Program

PEIA offers a Face-to-Face Diabetes Program for PEIA PPB Plan 
members who have diabetes. Under the program, eligible members 
and their dependents sign an agreement stating they will make 
regular visits to a participating provider of their choosing for 
counseling services regarding diabetes. You will also be expected to 
follow through on your plan of care.

Saving Money

PEIA will waive co-payments for some diabetes-related prescriptions 
and supplies if you participate in the program and keep your 
appointments while following your plan of care. This could save you 
hundreds of dollars.

• Saving MoneyOur Cmpuses - Marshall University has a strong presence as a regional university serving the Tri-State area of West Virginia, Kentucky and Ohio. It also serves communities throughout the rest of the United States and

Maintaining a healthy weight is essential to a long and productive 
life. PEIA offers PEIA PPB members a weight management program 
which uses the services of registered dietitians and exercise 
professionals.

To qualify you must:

• have PEIA Preferred Provider Benefit Insurance

• be 18 years of age or older

• have either a body mass index of 25 or greater

• or a waist circumference of 35 inches or more for a woman or 40 
inches or more for a man

•and be ready to make permanent lifestyle changes.

Members are not eligible if they have undergone any bariatric 
surgery within the last 10 years, have exhausted the lifetime 
benefit, do not have approval from their physician or nurse 
practitioner, are under the age of 18, or if there is not yet a 
participating facility in the area or no facility is accepting new 
clients.

There is no coinsurance or deductible, only $20 per month copayment 
per participant.

Health and Wellness PEIA Wellness Program

https://www.peiaf2f.com/
https://peia.wv.gov/wellness_tools/WMP/Pages/default.aspx


15Marshall University Human Resource Services

2
Naturally Slim

PEIA is giving you an opportunity to lose weight – at no cost to you –    
a program called Wondr.

Wondr is a weight loss program that is clinically-proven to help you lose 
weight, sleep better, stress less, and so much more. We’ll teach you simple 
skills that are based on behavioral science, so you can enjoy your favorite foods 
and feel better than ever—at no cost to you.

Approximately 70 million Americans suffer from sleep disorders, of which 
Obstructive Sleep Apnea (OSA) is the most common1. Those with unmanaged 
Sleep Apnea are six times more likely to miss a full day of work and three 
times more likely to have an auto accident or work injury2. They are twice as 
likely to have a stroke and more likely to be obese, develop high blood pressure, 
heart disease, and diabetes. These issues cause them to incur progressively 
higher annual healthcare costs.

Diagnostic testing for sleep disorders is primarily done in high-cost settings 
such as inpatient facilities and sleep centers.

After diagnostic testing for a sleep disorder, the patient receives a 
comprehensive plan to manage their condition. This plan is called “sleep 
management.” The goal of this plan is to manage and treat the patient’s sleep 
condition, which begins at diagnosis and follows the patient through therapy 
and adherence.

The CareCentrix Approach

CareCentrix has unparalleled experience managing sleep benefits on behalf of 
health plans. We accomplish results by:

•Providing comprehensive coordination from diagnosis through sleep therapy 
management

•Redirecting sleep tests to the home when clinically appropriate

•Facilitating patient remote monitoring

•Increasing therapy adherence with an integrated patient engagement 
program

•  

Health and Wellness Sleep Management Services

https://enroll.wondrhealth.com/start?s=PEIA
https://www.carecentrix.com/home-sleep#citations
https://www.carecentrix.com/home-sleep#citations
https://www.carecentrix.com/home-sleep
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2
Hemophilia Program

To provide quality care at a reasonable cost, PEIA has partnered 
with the Charleston Area Medical Center (CAMC) and West Virginia 
University Hospitals (WVUH) to provide a Hemophilia Care 
Program to PEIA PPB Plan members. Members who participate in 
the program will be eligible for varying benefits based on the benefit 
plan chosen. 

Health and Wellness

https://peia.wv.gov/wellness_tools/Pages/Hemophilia-Program.aspx
https://peia.wv.gov/wellness_tools/Pages/Hemophilia-Program.aspx
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PEIA requires documentation to enroll a dependent into a benefits plan. Some 
of the information needed for enrollment will be;

• Name

• Address

• Date of Birth

• Social Security Number

• You will need a copy of the current Visa and Passport dependents without a 
social security card.

• May need legal court documents

New employees will have to provide birth certificates and/or marriage 
certificates when enrolling dependents for health and/or life insurance. Please 
have these documents available when enrolling dependents. We will not be able 
to complete your enrollment without them. 

If your dependents do not have social security numbers, you will be unable to 
enroll electronically in the PEIA system.  Please reach out to 
benefits@marshall.edu and we will send you the paper forms to enroll in medical 
coverage.  

Marshall University Human Resource Services

mailto:benefits@marshall.edu
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Marshall University offers outstanding benefits packages to eligible 
employees that include:

Health Insurance

Life Insurance!

Optional Benefits

Retirement Plans

Employee Leave and Holidays

Educational/Tuition Benefits for employees and dependents

A great highlight with Marshall University during December is 
that ALL Marshall University employees receive almost two weeks off 
for Winter Break!

Benefits refer to products, services, and/or entitlements made available to 
benefits-eligible employees at Marshall University. We offer a variety of benefits 
to employees according to employment type such as health and life insurance, 
retirement, dental, vision, disability, savings, education, etc.

Benefits comprise a generous portion of the salary package for eligible employees 
and are provided by the University and the State of West Virginia. Benefits are 
available to “full-time employees” which is defined as working a minimum of 
nine months of a twelve-month period or at least 1,040 hours (.53 Full-Time 
Equivalent [FTE]) per year on a continuing basis. Non-tenure track faculty who 
are hired in a full-time position but who work as a temporary for one academic 
year or one semester are considered full-time for purposes of this policy. 

Marshall University Human Resource Services

Benefits Overview3

https://www.marshall.edu/human-resources/benefits/benefits-information-for-new-employees/
https://www.marshall.edu/human-resources/benefits/health-insurance/
https://www.marshall.edu/human-resources/benefits/life-insurance/
https://www.marshall.edu/human-resources/benefits/mountaineer-flexible-benefits/
https://www.marshall.edu/human-resources/benefits/retirement/
https://www.marshall.edu/human-resources/benefits/employee-leave/
https://www.marshall.edu/human-resources/benefits/education-assistance-for-employees-and-dependents/
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3
Health Insurance

West Virginia’s Public Employee Insurance Agency (PEIA) is The 
Health Plan’s largest fully insured account, with over 14,000 
members, since 1981. The Health Plan, a West Virginia company, is 
offered in all 55 counties in West Virginia.

You have low $10 copay for primary care visits on all three of our 
options! If you are an active employee or non-Medicare retiree living 
or working in West Virginia, you are eligible for The Health Plan.

An employee must be living in one of the designated areas to be 
eligible for this plan and must use the providers that participate in 
the Health Plan. The designated areas include all West Virginia 
counties and select counties in Maryland, Ohio and Pennsylvania.

Note: If your address does not fall in the areas where the Health 
Plan is available, you will not see the option online.

Benefits Overview
• Ambulatory patient 

services
• Rehabilitative and 

habilitative services and 
devices

• Emergency services
• Lab services
• Hospitalization, maternity 

and newborn care
• Preventive and wellness 

services
• Mental health and 

substance use disorder
• Chronic disease 

management
• Pediatric services 

including oral and vision 
care

• Prescription drugs (Plan B 
and C is generic 
prescriptions only)

View the Summary of Benefits

The Health Plan offers three plans:

1. Health Plan A (HMO) 
2. Health Plan B (HMO)
3. Health Plan C (POS)

The Health Plan

Listed below are just some of the benefits PEIA members receive:

https://www.healthplan.org/
https://www.healthplan.org/types-plans/employer-plans/peia
https://www.healthplan.org/types-plans/employer-plans/peia
http://www.marshall.edu/human-resources/files/PEIA_Ben_Chart_2019.jpg
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3
Health Insurance

There are seven health benefit plans that are available to 
employees offered by the West Virginia Public Employees 
Insurance Agency (PEIA). 

• PPB Plans A-D: Plan C is the High Deductible Health 
Plan and Plan D is the West Virginia ONLY plan where 
all care must be provided in WV

• Health Plans A & B (HMOs)
• Health Plan C (POS)

The levels of coverage include Employee Only, Employee 
and Child(ren), Family, Family with Employee Spouse, 
and Family with Eligible Spouse. 

Benefits Overview

PEIA offers four plans:

1.PPB Plan A
2.PPB Plan B
3.PPB Plan C
4.PPB Plan D – For WV Residents Only

• Monthly premiums are based on the employee’s annual salary and 
type of coverage elected.

• All plans are eligible to receive a $25 tobacco free discount for 
employee policies and a $50 discount for employee and child(ren) and 
family policies.

NOTE: The medical benefits in the PEIA Plans A,B, and D are 
identical. The difference is in the deductibles, coinsurance, and 
out-of-pocket maximums, and in Plan D’s provider network.

PEIA

Note: You must have Basic Life Insurance to enroll for Health Insurance 
or Optional /Dependent Life Insurance Coverage. You may choose to enroll 
in the Basic Life coverage without enrolling for Health Insurance

https://www.marshall.edu/human-resources/benefits/life-insurance/
https://www.marshall.edu/human-resources/benefits/life-insurance/
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3
Health Insurance

PPB Plans

These are Preferred Provider Benefit (PPB) plans. PPB Plan 
A pays for a wide range of health care services for employees 
and their dependents. These plans are based on the yearly 
base salary of an employee.

The benefits are identical and include hospital services, 
medical services, surgery, durable medical equipment and 
supplies, and prescription drugs. The difference in these 
plans are the deductibles and out-of-pocket maximums.

Plan A

• Pays 80/20 in WV

• Pays 70/30 Out of State in network w/approval

Plan B

• Pays 70/30 in WV

• Pays 65/35 Out of State in network w/approval

Benefits Overview
Plan C

This is a High Deductible Health Plan (HDHP) and can be paired 
with the Health Savings Account (HSA). The HDHP premium is 
not salary based. 

A HDHP is a plan that includes higher annual deductible than 
typical health plans. This plans also has higher out-of-pocket 
maximum that includes amounts paid toward the annual deductible 
and any coinsurance that you must pay for covered expenses. It is 
the only IRS approved high deductible plan for HSA.

The deductible in this plan is combined medical services and 
prescription drug costs and must be met before the plan will pay for 
medical services or prescription drugs. The deductible does not 
include premiums. 

PEIA PPB Plan D – West Virginia Residents ONLY!

This plan you must have all services and care in West Virginia.  
The only services/care allowed outside of West Virginia is 
emergency care to stabilize patients for transport back to a West 
Virginia facility.

This is a Preferred Provider Benefit (PPB) plan and is based on 
yearly base salary.

The benefits are identical to PPB Plans A and the premiums are 
lower than Plan A and include hospital services, medical services, 
surgery, durable medical equipment and supplies, and prescription 
drugs. The difference in these plans are the WV only services/care, 
deductibles and out-of-pocket maximums.

• Pays 80/20

PEIA
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Monthly Premiums – Employee Only

Benefits Overview

Monthly Premiums – Employee & Children
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Health Insurance

Monthly Premiums – Family

Benefits Overview

Monthly Premiums – Family with Employee Spouse
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Health Insurance

Monthly Premiums – Family with Eligible Spouse

Benefits Overview
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Health Insurance

PEIA offers a healthcare program that allows you to receive primary 
care services while paying less. This program, called the 
Comprehensive Care Partnership (CCP) program, is designed to 
promote quality of care, preventive services and appropriate use of 
health services to identify health problems early and maintain 
control of chronic conditions. This benefit option is available to PEIA 
PPB Plan A, B and D insureds.

Members who enroll in the CCP Program will have reduced or no 
copayments, deductibles or coinsurance for specified services at their 
CCP provider. CCP providers are expected to provide primary care 
services, coordination of care, and with some CCP locations also 
provide specialty care services, pharmacy benefits and/or laboratory 
services.

• Provider Request for More Information Form

• Provider Directory

• Comprehensive Care Program Enrollment Form (for members)

Benefits Overview

• Remind you when services are due
• Perform an initial evaluation to include an assessment of your 

preventive health care services and overall health status
• Provide the information you need to care for yourself
• Maintain an electronic medical record, which includes a 

summary of key health and preventive care history, medicines, 
and a provision for delivering such information to you as needed

• Provide 24-hour telephone access to a medical provider
• Coordinate with specialists to ensure that all information and 

treatment plans are consistent
• Notify you of any changes to covered services
• Notify PEIA of non-compliant members who should be removed 

from the program

Comprehensive Care Partnership (CCP) 
Program

The purpose of the CCP and the “Patient-Centered Medical Home” is 
to promote the use of health services to keep the patient well, identify 
health problems early, maintain control of chronic conditions and to 
promote efficient utilization of healthcare resources. As such, the 
following is required of the CCP health center:

Members who enroll in the CCP do so by choice. The member agrees to 
receive all of his/her primary healthcare from the CCP provider. The 
success of the program requires a working partnership between the CCP 
provider and the patient/member. Participating members agree to:
• Use their chosen CCP provider for all health care available at their 

designated CCP. Contact their CCP provider before receiving medical 
care from providers with the exception of emergency cases

• Participate in initial and regular health assessments at least every two 
years. The purpose of the assessment is to collect the health history and 
clinical data needed to identify the preventive services needed, plan the 
patient’s care, and address all healthcare questions.

• Members who do not comply with the requirements of the program may 
be dis-enrolled.

NOTE: If you want to continue using other primary care providers and/or 
specialists for much of your health care, the CCP may not be for you.

https://peia.wv.gov/Forms-Downloads/Documents/comprehensive_care_partnership_program/Provider_Request_for_More_Information.pdf
https://peia.wv.gov/understand_my_benefits/find-a-health-care-provider/Pages/default.aspx
https://peia.wv.gov/Forms-Downloads/Documents/comprehensive_care_partnership_program/CCP%20ENROLLMENT%20FORM%202%2026%202015-jlp.pdf
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Basic Life Insurance

• Available to Benefits-eligible employees

• Term insurance has no cash or loan value

• Policy doubles in cases of accidental death

• Enrollment period is the month of hire.

• An employee may enroll for the basic life insurance policy only, 
even if not enrolled for medical insurance

• A statement of health form to PEIA is required for approval of 
insurance coverage after the initial enrollment period.

Basic Life Insurance is provided to employees at no cost and 
paid by the employer. This is a $10,000 life insurance policy with 
accidental death and dismemberment benefits. Employees may enroll 
for basic, optional and dependent life insurance, even if they choose 
not to take any health insurance through PEIA. 

Note: After initial enrollment period a statement of health form is 
required and after the age 65 the coverage will decrease. 

If you are electing any of the medical plans, you must sign up 
for Basic Life Insurance.

Marshall University Human Resource Services

Benefits Overview3
Life Insurance

https://peia.wv.gov/Forms-Downloads/Pages/default.aspx
https://peia.wv.gov/Forms-Downloads/Pages/Life-Insurance-and-Legal-Services.aspx
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PEIA offers active employees up to $500,000 of optional life 
insurance which is also decreasing term coverage.  

There are 18 options available by the employee’s age.  However, if an 
employee chooses more than $100,000 of coverage, he or she will be 
required to complete an Evidence of Insurability Application form.

• Premiums for optional life insurance are paid by the 
employee.  Tobacco-free rates are available to those who submit 
an affidavit stating that the policyholder does not use tobacco. 

• An employee may choose optional life insurance during the month 
of employment.

• Active employees may increase their optional life insurance at any 
time by submitting an Evidence of Insurability form and being 
approved by the life insurance carrier.

• This is term insurance that has no cash or loan value.

Benefits Overview

Optional Life Insurance

PEIA offers five dependent life insurance plans for eligible spouse and 
dependent children.  
• The plans range from $5,000 to $40,000 for a spouse and $2,000 to 

$15,000 for each eligible child.  
• Premium is paid by employee. 
• Coverage begins the first day of the month following enrollment and 

employment for basic, optional life and dependent life plans.
• Plan 5 requires Evidence of Insurability Application form

Dependent Life Insurance

https://www.marshall.edu/human-resources/benefits/life-insurance/
https://www.marshall.edu/human-resources/benefits/life-insurance/
https://peia.wv.gov/Forms-Downloads/Pages/default.aspx
https://peia.wv.gov/Forms-Downloads/Pages/default.aspx
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NOTE:  If you have a change in status, the following documentation 
will be required:

Please review all online material below to prepare for your upcoming 
benefits enrollment session as this packet cannot cover all information

• PEIA Summary Plan Description

• PEIA Shopper’s Guide

Premiums can be found in the Shopper’s Guide.

Marshall University Human Resource Services

https://peia.wv.gov/Forms-Downloads/Pages/Summary-Plan-Descriptions.aspx
https://peia.wv.gov/Forms-Downloads/Pages/default.aspx
https://peia.wv.gov/Forms-Downloads/Pages/default.aspx
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PEIA sponsors this Mountaineer Flexible Benefits as a vehicle to 
provide additional benefits to eligible state employees and a tax 
savings to the participating employees and the state. The Plan 
qualifies as a Cafeteria Plan authorized by Section 125 of the 
Internal Revenue Code. Fringe Benefits Management 
Company is the third-party administrator under PEIA.

There will be NO cards issued for any of these plans except 
for Flexible Spending, Health Savings Accounts, Dental, and 
Vision. Coverage begins the first day of the month after 
enrollment. Premiums are paid by employee with pre-tax dollars 
except Legal. 

Benefits Overview
Mountaineer Flexible Benefits makes available to 
benefits-eligible employees:

• Dental – Marshall University provides dental insurance 
through Sun Life. 

• Disability – Marshall University employees are offered Short-Term 
and Long-Term Disability Insurance through the Standard and 
FBMC. 

• Flexible Spending Accounts – A Flexible Spending Account (FSA) 
lets you pay for eligible expenses with tax-free money. You contribute 
to an FSA with pretax money from your paycheck. This, in turn, may 
help lower your taxable income. There are two types of FSAs –
Healthcare FSA and Dependent Care FSA.

• Health Savings Accounts – Providing economical Healthcare while 
costs are rising is a major issue. To deal with this issue and help you 
plan for future health expenses, you will have the choice of enrolling 
in a Health Savings Account (HSA). This option allows you and 
your family to take greater responsibility for your medical care to 
reduce your insurance premiums and save money for future health 
expenses.

• Legal –Marshall University and Retirees are offered a Group Legal 
Plan. This is a payroll deductible, post-tax benefit.

• Vision – There are two plans that are available to employees 
provided by Humana powered by EyeMed, Full-Service 
Plan and Exam Plus.

https://peia.wv.gov/Forms-Downloads/Pages/Mountaineer-Flexible-Benefits.aspx
https://www.marshall.edu/human-resources/benefits/delta-dental/
www.sunlife.com/us
https://www.marshall.edu/human-resources/benefits/disability/
https://www.standard.com/individual?aud=individual
https://www.marshall.edu/human-resources/flexible-spending-account/
https://www.marshall.edu/human-resources/health-savings-account/
https://www.marshall.edu/human-resources/benefits/group-legal-plan/
https://www.marshall.edu/human-resources/benefits/vision/
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Marshall University provides dental insurance through Sun Life Dental 
Insurance. Good health starts with your teeth. Annual preventive care alone 
can help prevent health problems such as heart disease and diabetes. Sun 
Life, your NEW dental insurance provider, helps protect your teeth for a 
lifetime. Enhancements have been made to the plans. Rates have been 
lowered, and a NEW Premier Dental Plan has been added.

Marshall University Human Resource Services

Dental

Four Plans are Available:

Assistance Plan: 100% coverage in-network for preventative services 
(cleanings, exams, and X-rays); 40% of cost for basic services (new fillings, 
simple extractions and biopsy); 25% for major services (dentures and 
bridges) 

Basic Plan: 100% coverage in-network for preventative services (cleanings, 
exams, and X-rays); 75% of cost for basic services (new fillings, simple 
extractions and biopsy); 40% for major services (dentures and bridges) 

Enhanced Plan: 100% coverage in-network for preventative services 
(cleanings, exams, and X-rays); 80% of cost for basic services (new fillings, 
simple extractions, and biopsy); 60% for major services (dentures, bridges, 
and TMJ treatment); 40% of the cost of ortho services (no age limit 
orthodontic treatment) 

Premier Plan: 100% coverage in-network for preventative services 
(cleanings, exams, and X-rays); 90% of cost for basic services (new fillings, 
simple extractions, and biopsy); 75% for major services (dentures, bridges, 
and TMJ treatment); 50% of the cost of ortho services (no age limit 
orthodontic treatment)
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Dental

Benefits Overview

https://peia.wv.gov/Partners/Documents/FBMC/24_wv_actives_guidebook_Mountaineer_Flex.pdf
https://peia.wv.gov/Partners/Documents/FBMC/24_wv_actives_guidebook_Mountaineer_Flex.pdf
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Disability

Benefits Overview
Short-Term Disability 

Short-Term Disability insurance can help pay the bills if you become 
disabled and can't work for a short amount of time.

It will cover a weekly benefit of 70% of your pre-disability earnings with 
a maximum of $750.00. These benefits become payable after the 30-day 
waiting period and the exhaustion of your sick leave, up to 180 days.

Calculating Your Short-Term Disability Income Plan Rate

Marshall University employees are offered Short-Term and 
Long-Term Disability Insurance. Short-Term is offered 
through FBMC and Long- Term is offered through FBMC and 
the Standard. 

It offers benefits-eligible employees the opportunity to have 
income replacement protection in the event of an accident or 
illness which results in the loss of pay.

Disability Income Plans can help safeguard your family’s 
lifestyle and provide some peace of mind in the event you 
become disabled and are unable to work. 

Your weekly salary (maximum $1071.00) $350.00
Multiply by $0.0315                                X $0.0315
This is your monthly premium $11.03

Monthly Premium $11.03
Multiply by 12                                          X 12
This is your annual premium $132.30

Your Pre-Tax Rates

Example: If your weekly salary is $350, your 
monthly premium would be calculated: $350 x 
$0.0315 = $11.02 per month.

If you are paid more than 12 times a year, you can 
calculate the amount to be deducted from your 
paycheck by completing the following chart.
Example Calculation

Example Calculation

https://peia.wv.gov/Forms-Downloads/Pages/Mountaineer-Flexible-Benefits.aspx
https://www.standard.com/individual?aud=individual
http://www.marshall.edu/human-resources/files/STD-Rates-2021.png

Sheet1

		Your Pre-Tax Rates

		Example: If your weekly salary is $350, your monthly premium would be calculated: $350 x $0.0315 = $11.02 per month.

		Example Calculation

		Your weekly salary (maximum $1071.00)		$350.00

		Multiply by $0.0315                                X		$0.0315

		This is your monthly premium		$11.03

		If you are paid more than 12 times a year, you can calculate the amount to be deducted from your paycheck by completing the following chart.

		Example Calculation

		Monthly Premium		$11.03

		Multiply by 12                                          X		12

		This is your annual premium		$132.30
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Benefits Overview

Long-Term Disability

Long-Term Disability insurance can help pay the bills if you become 
disabled and can't work for a longer amount of time. It has two plans 
that are available to employees. 

FBMC Long-Term

The pre-taxed monthly premiums are paid by the employee and are 
based on employee’s age and are adjusted on an annual basis according 
to age. 
 
• Plan 1: 50 percent of the first $6,000 of your monthly pre-disability 

earnings, reduced by deductible income. The maximum monthly 
benefit is $3,000.

• Plan 2: 70 percent of the first $8,571 of your monthly pre-disability 
earnings, reduced by deductible income. The maximum monthly 
benefit is $6,000.

If an LTD claim is approved by FBMC, benefits become payable

• 9 Month Faculty – 3 month waiting period
• 12 Month Employee – 6 month waiting period

See Long-Term disability rates.  Exclusions and limitations apply.

The Standard Long-Term

If an LTD claim is approved by The Standard, benefits become payable 
for different employment types:

• 9 Month Faculty – 3 month waiting period
• 12 Month Employee – 6 month waiting period

Total cost of the premium is paid by the employee, based on salary, 
and is post-tax.

Note: during a long-term disability period, this Standard policy not 
only protects income, but also insures the six percent retirement 
contribution of both the employee and employer.

Click on The Standard Long-Term Disability pamphlet to learn more. 

https://www.marshall.edu/human-resources/files/The-standard-Group-LTD.pdf
https://peia.wv.gov/Forms-Downloads/Pages/Mountaineer-Flexible-Benefits.aspx
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A Flexible Spending Account (FSA) lets you pay for eligible expenses 
with tax-free money. You contribute to an FSA with pretax money from 
your paycheck. This, in turn, may help lower your taxable income. 
There are two types of Flexible Spending Accounts (FSA):

• Medical Expense FSA: You have a maximum deposit $3,050 and 
this can be used for medical expenses not covered by your insurance 
plan.

• Dependent Care FSA: You have either a maximum of $2,500 or 
$5,000 and is determined by how you file your taxes. This account 
can be used for dependent care expenses, such as school care, 
babysitting, elder care, etc. 

If you sign up for a Flexible Spending account, you will receive a 
Flexible Spending Account debit card in the mail.

For Dependent Care FSA:
• Minimum Annual Contribution: $150
• The maximum contribution depends on your tax filing status.
• If you are married and filing separately, your maximum annual 

contribution is $2,500*.
• If you are single and head of household, your maximum annual 

contribution is $2500*.
• If you are married and filing jointly, your maximum annual 

contribution is $5,000*.
• If either you or your spouse earn less than $5,000* a year, your 

maximum annual contribution is equal to the lower of the two incomes.
• If your spouse is a full-time student or incapable of self-care, your 

maximum annual contribution is $3,000* a year for one dependent and 
$5,000 a year for two or more dependents.

Benefits Overview3

Marshall University Human Resource Services

Annual Contribution Limits For Healthcare FSA:
• Minimum Annual Contribution: $150
• Maximum Annual Contribution: $2750*

Flexible Spending Account
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Benefits Overview

Providing economical Healthcare while costs are rising is a major 
issue. To deal with this issue and help you plan for future health 
expenses, you will have the choice of enrolling in
• Health Savings Account (HSA) Must have PEIA Plan C. 

There are two options
• Mountaineer Flexible Benefits (FBMC) in partnership 

with PayFlex
• TIAA Health Equity - NEW FOR 2024

• Limited Healthcare (FSA)
This option allows you and your family to take greater responsibility 
for your medical care to reduce your insurance premiums and save 
money for future health expenses.

A Health Savings Account (HSA) is a tax-free account that can be 
used to pay Healthcare expenses. Unlike money in a Flexible Spending 
Account, the funds do not have to be spent in the plan year they are 
deposited. Money in the account, including interest or investment 
earnings, accumulates tax-free, so the funds can be used to pay qualified 
medical expenses in the future. An important advantage of an HSA is 
that it is owned by the employee. If you leave your job, you can take the 
account with you and continue to use it for qualified medical expenses.

If you enroll in a Health Savings account, you cannot enroll in a Health 
Care Flexible Spending Account but may enroll in a Limited Health 
Care Spending Account.

Who is eligible to contribute to an HSA?
• Employees must be covered by an eligible, high deductible 

health plan (PEIA Plan C).
• Employees cannot be covered by any other health plan that is not a 

qualified high deductible health plan, including Medicare. However, 
they may be covered for specific injuries, accidents, disability, dental 
care, vision care and long-term care.

• Participants cannot be claimed as a dependent on another person’s 
tax return.
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Benefits Overview

Mountaineer Flexible Benefits (FBMC) HSA in 
partnership with PayFlex

• An HSA is a tax-free account that can be used to pay 
healthcare expenses. 

• Unlike an FSA, the funds do not have to be spent in the plan 
year they are deposited. 

• Money in the account including interest or investment 
earnings accumulate tax-free.

• An HSA is employee- owned and the account can be taken 
with you and use it for qualified medical expenses.

The PayFlex Card® can give your employees instant access to their HSA to 
pay for eligible expenses at qualified merchants. If they have an Apple® or 
Samsung® device, they can add the card to their digital wallet. Then use it 
for a no-touch payment. It’s a fast, easy and secure way to pay. Members can 
also use our Eligible Expense Scanner in the PayFlex Mobile® app to find out 
what’s eligible.

https://www.payflex.com/en/employers-brokers/products-programs-hsa.html
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Benefits Overview How an HSA works 
Pairing the TIAA Health Savings Account administered by 
HealthEquity with an HSA-qualified health plan allows you to make 
pre-tax1 contributions to a cash account2 that is eligible for federal 
deposit insurance (FDIC). Balances earn tax-free interest and can be 
used to pay for qualified medical expenses. HSA-qualified health 
insurance plans generally have lower premiums and higher deductibles 
than traditional plans and the money saved can be contributed to your 
HSA. 

HSAs empower savings
• Contributions to your HSA are not taxed
• You earn tax-free interest on HSA balances
• HSA funds used for qualified medical expenses are not taxed
• If you meet the minimum balance requirements, you can invest3 

your HSA balances into mutual funds for increased tax-free earning 
potential 

HSA funds remain yours to grow 
With an HSA, you own the account and all contributions. Unlike flexible 
spending accounts (FSAs), the entire HSA balance rolls over each year 
and remains yours even if you change health plans, retire or leave your 
employer. 

You can win with an HSA 
Regardless of your personal medical situation, an HSA can empower 
you to maximize savings while building a reserve for the future. 
Contrary to what many may think, healthy individuals aren’t the only 
users who benefit from an HSA.

TIAA Health Equity

TIAA is working with HealthEquity to provide an integrated, 
online HSA experience. HSA funds are held in one of two cash 
account options offered by HealthEquity. Once your balance in 
the cash account is $1,000 or more, you can allocate to a 
diversified menu of mutual funds.

https://www.tiaa.org/public/pdf/winning_with_the_tiaa_hsa.pdf
https://www.tiaa.org/public/tcm/wvhepc
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Did you ever wish you could pick up the phone and call a lawyer for 
some quick advice? Marshall University employees and Retirees are 
offered a Group Legal Plan through ARAG Legal Center. It’s 
affordable legal counsel for everyday life matters like:

•Dispute with a contractor

•Buying or selling a home

•The need for estate planning.

The plan provides you with the peace of mind knowing that attorney 
fees for most covered legal matters are 100 percent paid in full when 
you work with a Network Attorney. That means you’ll avoid paying 
high-cost attorney fees, which currently average $368 an hour*.

For additional details regarding your plan’s specifically-covered 
services, visit ARAGLegalCenter.com and enter Access Code 
18387wv to learn more about what these plans offer, research 
specific legal topics and more.

Marshall University Human Resource Services

Legal

https://araglegalcenter.com/home/login/index.htm
https://araglegalcenter.com/


39Marshall University Human Resource Services

3
Vision

Benefits Overview

There are two plans that are available to employees provided by 
Humana powered by EyeMed. An insurance card will be issued 
to the employee.

 Full Service Plan: This covers all routine eye care, 
including exams, lenses and frames, or contact lenses. 
The Copayment for materials is $20. 

 Exam Plus Plan: Exam Plus is an alternative to the 
Full Service plan. You can see any Humana powered by 
EyeMed doctor you want or use a non-member doctor. 
Benefits include an eye exam once every plan year and 
discounts on materials and professional services through 
Humana powered by EyeMed member doctors. Your 
Copayment is $10 for your eye exam.
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Benefits Overview
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Benefits Overview

Hearing is a valued life asset that can be protected and treated through 
a program for hearing healthcare. With EPIC Hearing Healthcare 
(EPIC), you’ll get the options, care and convenience to help make it 
easier to hear the sounds you’ve been missing.

With EPIC, you’ll have access to:
• Name-brand and private-labeled hearing aids at significant savings. 

Choose from hundreds of name brand and private-labeled hearing 
aids from major manufacturers including Beltone™, Oticon, Phonak, 
ReSound, Signia, Starkey®, Unitron™ and Widex® and more at 
savings of up to 80% off industry prices.

• More than 5,000 credentialed hearing provider locations. Access the 
largest nationwide network of credentialed hearing professionals 
that provide hearing tests, hearing aid evaluations and follow-up 
support.

• Convenient ordering. Order hearing aids in person through an EPIC 
provider or have them delivered right to your home in 5-10 business 
days.

• Personal support, every step of the way. You’ll receive access to 
professional, nationwide support, online tutorials, hearing health 
tips and more. *Plus, your hearing aid order will include extra 
batteries, a 3-year extended warranty and a trial period so you can 
stay connected and get the most out of your hearing aids

EPIC’s Five-Step Plan

The EPIC Hearing Service Plan starts with an evaluation of your ears and 
hearing. Diagnostic tests and measures will determine the course of 
treatment most likely to help you hear better. The EPIC Hearing Plan’s 
Five Basic Steps to Good Hearing include:

1. Pure Tone Hearing Test – to determine if a hearing problem exists
2. Functional Assessment – to define the magnitude of the problem and 
the technology best suited to treat it
3. Hearing Aid Evaluation – to determine your ability to wear a hearing 
aid and select the best model and make
4. Fitting and Programming your hearing aid
5. Therapy and Training – to fine tune your device and maximize the
benefits you receive.
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Benefits Overview
Teachers Insurance and Annuity Association

Teachers Insurance and Annuity Association is a major financial 
services organization with a longstanding reputation for service and 
value.  This nationwide retirement system for people working at 
education, research, and healthcare institutions offers high quality 
investment management at expense  levels that are among the lowest in 
the insurance and mutual fund industries. 

Who is Eligible

• Full-time benefits eligible employees which are defined as below 
must participate in the mandated retirement plan (401(a))

• 9-month faculty:  working a minimum of nine months of a twelve-
month period on continuous basis

• 12-month faculty/Staff:  working at least 1,040 hours (.53 Full-Time 
Equivalent [FTE]) per year on a continuing basis

• Non-tenure track faculty who are hired in a full-time position but 
who work as a temporary for one academic year or one semester

• All benefit eligible employees also have supplemental retirement 
programs available through TIAA

Every employee dreams of a secure, enjoyable 
retirement.  Planning ahead financially can help you achieve 
your goals. Employees can build and protect their futures 
financial security by taking advantage of the opportunities 
available through Marshall University’s retirement programs. 

Experts estimate that individuals will need at least 70% of 
their annual income for each year of retirement. To build 
enough protection for your financial security, it is important 
to save as much as you can consistently over time!”

https://www.tiaa.org/public/tcm/marshall
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Benefits Overview
Voluntary Retirement Programs

Additionally, the retirement plan has two voluntary retirement 
programs available in the form of a 
• 403(b) tax-sheltered annuity plan and
• 457(b) deferred compensation plan. 
• Contribution minimum is $200 per year.
Deductions may begin or end at any time.

These two plans are optional to the required 6% contribution by 
the employee and are NOT matched by the institution.

If you wish to participate in a voluntary retirement plan, we ask that 
you wait at least one or two pay periods before enrolling. Doing this 
allows employees to see what the take home pay will be once all 
deductions are taken. 

TIAA offers consultations and seminars online or by phone at 
https://shared.tiaa.org/public/publictools/events/eventswelcome?tc_mcid
=em_adviceinvite_04182011&tc_mcid=dm_advice_04052011 

Recommend every few years to re-evaluate your account/Investments

Contributions

• Employee Contribution – Employees must 
contribute 6% of their gross salary to the retirement 
plan of their choice. The 6% cannot be increased or 
decreased and is mandatory. Contributions begin on the 
date of employment and are vested 100% 
immediately. Employees may allocate monthly 
contributions to a variety of investment options available 
in their plan of choice.

• University Contribution – The University will match 
the employees 6% of their gross salary.

• Contribution Limits – According to the IRS, there are 
limits to how much employers and employees can 
contribute to a plan each year. The plan must specifically 
state that contributions or benefits cannot exceed certain 
limits. The limits differ depending on the type of plan.

https://shared.tiaa.org/public/publictools/events/eventswelcome?tc_mcid=em_adviceinvite_04182011&tc_mcid=dm_advice_04052011
https://shared.tiaa.org/public/publictools/events/eventswelcome?tc_mcid=em_adviceinvite_04182011&tc_mcid=dm_advice_04052011
https://www.irs.gov/retirement-plans/plan-participant-employee/retirement-topics-contributions
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3
Employee Leave and Holidays

Employees are given two types of Leave Benefits:

• Annual Leave

• Sick Leave

Annual Leave

• Provided leave with pay to all benefits-eligible employees

• Not available to nine-month faculty

Benefits Overview

Annual Leave Accrual Rates

• Classified Staff
o Less than 5 years of service = 4.327 hours per pay (225 hours max)
o 5-10 years of service = 5.193 hours per pay (270 hours max)
o 10-15 years of service = 6.058 hours per pay (315 hours max)
o 15+ years of service = 6.924 hours per pay (360 hours max)

• Non-Classified Staff and 12-month Faculty
o Eligible for 6.924 hours per pay (360 hours max)

Employees who are benefits eligible and work less than full-time (between 20 
and 37.5 hours per week) Accumulate annual leave on a pro-rated basis.

NOTE: Annual and sick leave may not be taken before it is accrued.

https://www.marshall.edu/human-resources/benefits/employee-leave/
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Verification Requirements

• Sick leave for more than five consecutive days shall not be granted to an 
employee for illness without satisfactory proof of illness or injury, as 
evidenced by a statement of the attending physician or by other proof 
satisfactory to the institution.

• The institution may require evidence from an employee for verification of an 
illness or other causes for which leave may be granted under this rule, 
regardless of the duration of the illness.

• Falsification of documentation or abuse of sick leave may result in 
disciplinary action, including dismissal.

Marshall University Human Resource Services

3
Employee Leave and Holidays

Sick Leave

Provided leave for all benefits-eligible employees to take paid leave for the 
purposes of:

• Sickness

• Injury

• Temporary disability

• Serious illness or death of a member of an employee’s immediate family 
(Immediate family is defined as: father, mother, son, daughter, brother, 
sister, husband, wife, mother-in-law, father-in-law, son-in-law, daughter-in-
law, grandmother, grandfather, granddaughter, grandson, stepmother, 
stepfather, stepchildren, or others considered to be members of the 
household and living under the same roof.)

Note: Your department might require additional documentation. Not 
available for nine-month faculty.

Sick Leave Accrual Rates

All full-time employees and 12-month faculty accumulate sick leave:

• 5.193 hours per pay

• Other benefits-eligible employees accumulate sick leave on a pro-rated basis

• There is no limit to the number of sick leave days an employee may 
accumulate

Employee Leave and Holidays

Holidays

Marshall University observes 13 Holidays:

• New Year’s Day, Martin Luther King’s Birthday, Memorial Day, 
Juneteenth, July 4th, Labor Day, Thanksgiving Holiday (two days), 
Christmas Day

The following holidays are usually taken between Christmas and New Year’s 
Day:

• President’s Day, West Virginia Day, Flag Day, Veterans Day

In addition, two election holidays are added to the calendar of holidays granted 
to faculty and staff. Additional holidays may be appointed or recommended by 
the Governor of West Virginia or the President of the United States for general 
cessation of business. Holidays occurring on a Saturday or a Sunday will be 
observed on either the preceding Friday or the following Monday.

https://www.marshall.edu/human-resources/benefits/employee-leave/
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3
Educational Benefits

Benefits Overview

Marshall University provides tuition benefits to regular employees 
and their dependent children. Regular employees who have completed 
their initial probationary period are eligible to apply for tuition 
waivers and financial assistance. 

Employees may be permitted to enroll for classes during regularly 
scheduled work hours. Certain conditions apply.

Employee Benefits 

Regular employees who have completed their initial probationary 
period are eligible to apply for tuition waivers and financial 
assistance. Employees may also be permitted to enroll for classes 
during regularly scheduled work hours. Assistance is offered through 
the Classified Staff Council and the Graduate College.

Eligibility

• Employee must be admitted to the University as a degree seeking 
student.

• Employee must be enrolled in a residential program.
• Employee must have completed their initial six-month 

probationary period prior to first day of class.
• Employee must maintain Financial Aid Satisfactory Academic 

Progress according to University Policy. www.marshall.edu/sfa.
• Employee must have a Free Application for Federal Student Aid 

(FAFSA) on file with the Marshall University Financial Aid Office 
for current Academic Year. Please go to https://studentaid.gov/ to 
apply.

Dependent Children

Dependent Children tuition assistance allows dependent children to obtain 
an Undergraduate college degree at a significantly reduced cost for children 
under the age of 26. This is offered through the Employee Tuition Assistance 
Program.

https://www.marshall.edu/human-resources/benefits/education-assistance-for-employees-and-dependents/
https://www.marshall.edu/sfa
https://studentaid.gov/
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NOTE: Again, please review all online material mentioned to 
prepare for your upcoming benefits enrollment session as this 
packet cannot cover all information

• PEIA Shopper’s Guide & Plan Description

• Mountaineer Flexible Benefits Guide & Information

Marshall University Human Resource Services

If you have questions, please contact our Benefits team 
at (304)-696-6455 or benefits@marshall.edu 

https://peia.wv.gov/Forms-Downloads/Pages/default.aspx
https://peia.wv.gov/Forms-Downloads/Pages/Mountaineer-Flexible-Benefits.aspx
mailto:benefits@marshall.edu


Marshall University 
Human Resource Services

We are committed to providing efficient, customer-focused, and value-
adding services to the employees, applicants for employment, and other 
customers and stakeholders at Marshall University and the Marshall 

University Research Corporation. We welcome visits, phone calls, paper 
mail, or e-mails from employees, applicants for employment, and other 

stakeholders.
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