
ELIGIBILITY FOR BENEFITS
Effective May 1, 2002

Revised July 29, 2002
Revised May 5, 2003
REFERENCES:


Teacher’s Retirement System Board of Trustees Rules


State Law (O.C.G.A. §45-18-1 State Employees Health Insurance Plan)


State Law (O.C.G.A. §47-2-1 et.seq. – Employees’ Retirement System)


Employees Retirement System Board of Trustees Rules


Rules and Regulations of the State of Georgia – Flexible Benefits Program


Rules of the State Personnel Board – Rule 18 (Leave and Holidays)

(1)
PROCEDURE

There are different types of employment within the Technical College System of Georgia (TCSG) including, but not limited to:  full-time, part-time, temporary, hourly, seasonal etc.  When positions are established, eligibility for benefits is determined based on the type of employment. (see page 6 for definition of “Covered Position”)

When positions are established you should use one of the following from the State Chart of Accounts (SCOA) to determine the position status.


*
Regular = 510000 REGULAR SALARIES


Pay Groups:  MS1, MS2, SS1, SS2


Amounts paid for employees occupying authorized budgeted positions.  Normally, full time and part-time budgeted salaried positions are eligible for benefits.  The hours worked as part-time will determine the eligibility of benefits.
*
Temporary = 513001 TEMPORARY/CASUAL LABOR
Pay Groups:  MH1, MH2, MH3, SH1, SH2, SH3

*some technical colleges will need to add a new pay group for the lump sum payment method.  You will need to contact the TCSG Central Office to request a new pay group with the pay cycle defined.
Amounts paid for employees occupying temporary, seasonal, non-budgeted positions established for less than 9 continuous months scheduled for less than 30 hours per week. These positions are not eligible for benefits.
(a) Determining Eligibility
(a.1)
Employees on classified or unclassified covered (see page 6 for definition) positions with duties that are expected to continue for at least nine (9) continuous months are eligible for benefits as defined in this procedure. 
(a.2)
The following employees are not eligible for benefits:

(1.) Hourly paid employees (which include re-employed retired ERS/TRS employees); and, important note: if an hourly paid employee  works for 40 hours a week for more than 9 continuous months they become eligible for benefits.  (see “Determining Eligibility and “Rule of Thumb for definition)
(2.) Temporary (as needed) adjunct faculty and/or staff [time-limited duties not expected to continue for at least nine (9) continuous months or scheduled for more than 30 hours per week]. Within one employment period without a break in service. Once an individual has served as a “temporary” employee for a nine-month period he/she shall not thereafter be employed as a “temporary” employee until a period of thirty (30) consecutive calendar days has elapsed.  Method of compensation shall be made by hourly payment or lump sum payment*; lump sum payment can be made in one payment or partial payments.

*
These types of employees will be paid no salary and should be linked to the APO Salary Plan (Additional Pay Only, No Salary, No Hours)

(a.3)
When determining the method of payment for employees (i.e., salary, lump sum or hourly basis), the following guidelines should be used: 
(1.) If employees are on a set schedule of work hours with a known number of work hours in consecutive pay periods, the regular semi-monthly and/or monthly “salary” method should be used.

(2.) If employees work on an as-needed, on-call basis, the hourly pay method should be used.
(3.) If employees are paid per course, the lump sum payment method* should be used.

*
Use Earning Code LMP for part time employees linked to a SHx or MHx pay group OR TF1, TF2 or TF3 (where you want the funds to be expensed  will determine which of these you will use) for full time employees working part time for lump sum payment. If paying an employee over a period of time the same amount of money each pay cycle, you may pay this lump sum payment through the use of the Additional Pay Panels with a cut off date, OR through the use of the Rapid Pay Data Entry Panels with the Earning Code and the amount of salary (flat amount) each pay period.  (The business processes, Pay 0112, Maintain Recurring Additional Pay Information, and Pay 0203, Entering Earning with the Rapid Data Entry Panel, are attached for your review.)



NOTE:
Re-employed retired ERS/TRS employees must be paid on an hourly basis. 

(b) Retirement
(b.1)
Employees who are employed in a position that requires 35 hours per week for a minimum of nine (9) continuous months a year are required to become members of ERS as a condition of employment, unless they are eligible to make a selection of retirement membership.

(b.2)
Employees who are sixty (60) years of age or older at the time of employment may elect not to participate in the Employees’ Retirement System and/or Teachers’ Retirement System by completing the required paperwork.

(b.3)
Employees in positions set up for retirement benefits (ERS eligible positions) may remain contributing members if their scheduled work hours fall below thirty-five (35) hours per week if they remain on the same ERS eligible position or move to another ERS eligible position provided there is no break in continuous service.

            NOTE: If TRS members scheduled work hours fall below 20 hours per week they will not remain TRS eligible.

(b.4)
Employees who move to positions set up for fewer than thirty-five (35) hours per week, or whose current positions are reduced to fewer than thirty-five (35) hours per week, may not be able to retain membership in the Employees’ Retirement System.  Prior to these actions, employees should discuss potential effects on retirement benefits with their Human Resource/Personnel representative or the Employees’ Retirement System.
(b.5)
Part-time, temporary, hourly, seasonal employees, who are not eligible for membership in the Employees’ Retirement System and Teachers’ Retirement System, may be required by law to participate in the Georgia Defined Contribution Plan, which is administered by the Employees’ Retirement System. 
(b.6)
Re-employed retired employees from TRS and ERS do not contribute to the Employees’ Retirement System, Teacher Retirement System or to the Georgia Defined Contribution Plan.  TRS and ERS retirees have legally defined limitations on the income they can earn; the excess of which will reduce or eliminate monthly benefits.

(b.7)
Eligible employees who are scheduled to work at least twenty (20) hours or more for a minimum of 9 continuous months a year in covered positions are generally eligible to be members of the Teachers’ Retirement System.  Covered positions include teachers, administrators, supervisors, clerks, teacher aides, secretaries, and paraprofessionals.  Other persons eligible for TRS membership include supervisors and managers in the school lunchroom, maintenance, warehouse and transportation departments.

NOTE: 
In 1998, Act No. 821 was passed by the General Assembly and allows any vested member of TRS who becomes an employee of an employer normally covered by the Employees’  Retirement System (ERS) to elect to remain a member of TRS.  The legislation also provides that any vested member of ERS who becomes an employee of an employer normally covered by TRS to elect to remain a member of ERS.


In each case a written election must be made to the Board of Trustees of the respective retirement system within sixty days of such employment and is irrevocable once the election is made.  

NOTE:  If Supervisors and Managers who are “NOT” vested in these departments are demoted, voluntarily or involuntarily, to the lower job classifications, they will lose their eligibility for TRS membership and would have to do one of two things:

a) Join ERS  and transfer their TRS service time over to  ERS




OR

b) Join ERS starting a new service period; and keep the TRS service period


Please see the attached memo dated July 23, 2002, from TRS


Note:  All Supplemental Pay Codes are mapped to SCOA 510003 with a few exceptions (for example:  “RLN”, Relocation Expense).


The definition for Account 510003 (titled-Other Supplement Pay) is as follows:



Amount paid in addition to the regular salary for other earnings such as Aviation, Hazardous Duty, Shifts, Etc. (For all eligible employee types.)  Payments to Board Members for board meeting attendance should also be charged to this account.  (Re:  State of Georgia Accounting Procedure Manual).

(c) Health Insurance and Flexible Benefits
Eligible employees who are scheduled to work at least thirty (30) hours per week for a minimum of nine (9) continuous months are authorized to participate in the health insurance and flexible benefits programs.

(c.1)
Employees whose scheduled work hours fall below thirty (30) hours per week are generally no longer eligible for these benefits.

(1.) An exception may occur when work hours decrease due to a disability.

(2.) Employees who become ineligible due to a qualifying reason may elect to continue coverage under the provisions of the Consolidated Omnibus Budget Reconciliation Act (COBRA).

(d) Leave
Eligible employees who are scheduled to work at least twenty (20) hours per week for a minimum of nine (9) continuous months shall accrue leave at the end of each pay period in which they are in pay status for the required amount of time.  Eligible employees who are schedule to work at least twenty (20), but fewer than forty (40) hours per week accrue leave on a pro rata basis dependent upon amount of time worked.
(e) Workers’ Compensation
All Technical College System of Georgia employees are covered under the provisions of the Workers’ Compensation Law, unless specifically excluded by law or regulation.

Chart with the mapping of SCOA

	
	Pay Group
	Full Time

Earning Codes
	SCOA
	Supplement

Part Time

Earning Codes
	SCOA

	
	MS1
	REG
	510001
	TF1, TF2, TF3
	510003

	
	MS2
	REG
	510001
	TF1, TF2, TF3
	510003

	
	MH1
	RGH
	513001
	TP1, TP2, TP3
	 510003

	
	MH2
	RGH
	513001
	TP1, TP2, TP3
	 510003

	
	SS1
	REG
	510001
	TF1, TF2, TF3
	510003

	
	SH1
	RGH
	513001
	TP1, TP2, TP3
	 510003

	
	SH2
	RGH
	513001
	TP1, TP2, TP3
	 510003

	
	SH1, SH2,

MH1, MH2
	*BMB

**LMP
	510003

513003
	N/A
	N/A

	
	* BMB is the earning code for Board Members ONLY with the APO salary administration plan. **LMP is the earning code to be used for Adjunct and other faculty being paid in a lump sum payment, these types of positions should also be linked to the APO salary administration plan.  


Definition-


A covered position is established as a budgeted salary position with a minimum of 20 hours per week for at least a nine (9) continuous months or more is assigned benefits.   Any TCSG employee appointed to a “covered” position will have benefits assigned as outlined below:

TRS Eligible-

Employees who are employed one-half (1/2) time (20 hours) or more per week for a minimum of 9 continuous months a year.

ERS Eligible-


Employees who are employed thirty-five (35) hours per week for a minimum of 9 continuous months a year.

Health Insurance Eligible-

Employees who are employed thirty (30) hours per week for a minimum of 9 continuous months a year.

Flexible Benefits Eligible-

Employees who are employed thirty (30) hours per week for a minimum of 9 continuous months a year.

​Hourly Employee –

Are eligible to work a schedule not to exceed 9 continuous months at full time or to work a schedule at 29 hours per week that exceeds 9 continuous months.
Full Time –

Employees hired on a covered position with duties that are expected to continue for a t least nine (9) continuous months at 30 hours or more, not to exceed 40 hours.

Leave - 
Eligible full-time budgeted salaried employees shall earn leave as follows:



Length of Service Rate Accrual (Annual Leave):

0 – 60 months (inclusive) semi-monthly
5 hours per pay period




1.25 workdays (10 hours per month)


61 – 120 months (inclusive) semi-monthly
6 hours per pay period




1.50 workdays (12 hours per month)


121 months + semi-monthly

7 hours per pay period




1.75 workdays (14 hours




per month)

A covered part-time salaried employee who works twenty (20) hours or more per week for a minimum of nine (9) continuous months shall earn annual leave at the appropriate rate, however, such earning and limitations shall be pro-rated by the percentage of time worked.  The percentage shall be determined by dividing the employee’s standard hours by forty (40).
NOTE:  Sick Leave is always 5 hours per pay period ( 10 hours per month) unless employee works part-time and then you would pro-rate by the percentage of time worked.

Excluded Employees
Part-time employees employed in a position not covered above, who work less than twenty (20) hours per week shall not earn annual, sick, personal or holiday leave.
Temporary and hourly paid employees. (Temporary is 9 continuous months or less)
Georgia Defined Contribution –


On July 1, 1992, all temporary, seasonal, and part-time employees are required to become members.


Exclusions - Excluded from membership are the following:

· persons working in the technical college in which they are regularly enrolled and attending classes as a full time student
· persons qualified as bona fide independent contractors

· persons who are active in or retired from ERS or TRS.

· Board members
NOTE:   True qualified independent contractors are not placed on payroll        through the HRMS module of PeopleSoft; they should be paid through the AP module through finance system of PeopleSoft. 
NOTE:  Members of GDCP are only covered for Medicare and there is no Social Security coverage.
Rule of Thumb

(
An employee that works twenty (20) hours or more per week in a covered position for 9 continuous months or more is eligible for benefits.

· An employee that works on an average of twenty-nine (29) hours a week or less can work for as long as needed without being eligible for benefits.

· An employee can work a maximum of forty (40) hours a week for less than nine (9) continuous months, without being eligible for benefits.

SAMPLE CONTRACTS ATTACHED
	CONTINUING EDUCATION – RETIREE – ERS/TRS

	The first contract, “Continuing Education Retiree – ERS/TRS”, will be used if you employ someone who has retired from Teachers’ Retirement System of Georgia or Employee’s Retirement System of Georgia, not someone who is retired from private industry or from another state.


	CONTINUING EDUCATION – NON-RETIREE – ERS/TRS

	The second contract, “Continuing Education Non-Retiree – ERS/TRS”, will be used if you employ someone who is not a retiree of the Teachers’ Retirement System of Georgia or Employee’s Retirement System of Georgia and is not currently a full-time employee with the Technical College System of Georgia.  This is generally the contract that is utilized the most for adjunct faculty.


	CONTINUING EDUCATION – SUPPLEMENTAL

FULL-TIME

EMPLOYEE FACULTY AGREEMENT

	The third contract, “Continuing Education  - Supplemental Faculty Agreement”, will be used if you employ someone who is currently a full-time employee with the Technical College System of Georgia and will be teaching an additional course for the Continuing Education Department.


Attachments:
State Law (O.C.G.A. §20-4-25 G thru §20-4-26)



State Law (O.C.G.A. §47-3-1, §47-3-63 G thru §47-3-65 G


Phoenix Process (Pay 0112 Revised 4/11/01) Maintain Recurring Additional Pay Information


Phoenix Process (Pay 0203 Revised 4/11/01) Entering Earnings with Rapid Data Entry Panel
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