
HUMAN 
RESOURCES
Payroll & Benefits



Human Resources Office

Office Hours

School Year: 

Monday – Friday: 

8:00am – 4:30pm

Winter & Summer Break:

Monday – Friday: 

8:00am – 4:00pm



How to Contact HR
◦ https://www.kutztown.edu/about-ku/administrative-offices/human-resources/contact-hr.html 
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Kutztown University HR Webpages

◦ Benefits - https://www.kutztown.edu/about-ku/administrative-

offices/human-resources/benefits.html

◦ Employee Self Service (ESS) - https://portal.passhe.edu/irj/portal/ 

◦ Payroll - https://www.kutztown.edu/about-ku/administrative-

offices/human-resources/payroll-facultystaff.html 

◦ Holiday and Payroll Calendars - https://www.kutztown.edu/about-

ku/administrative-offices/human-resources/payroll-

facultystaff/holiday-and-pay-calendar.html 
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Payroll

◦ State System employees can access their current and previous pay 

statements by logging into the Employee Self-Service and clicking on the 

Fiori tab at the top of the page. 

◦ The State System offers a wide variety of payroll related changes on the 

ESS website.

◦ Please go to the following link for more payroll information: 

https://passhe.edu/hr/payroll/index.html 

◦ We are on a bi-weekly pay cycle. You will be paid every other Friday. 

◦ Direct deposit is mandatory for your payroll checks.

https://passhe.edu/hr/payroll/index.html


Faculty Pay Periods



Benefits Webpage



Benefit Eligibility

◦ FT for Academic Year 

◦PT – 50% or more for Academic Year 

◦PT premiums for health benefits

◦Split contracts (for example - 50% Fall, 100% Spring) 

considered PT for both semesters with PT premiums applied 

◦One semester contracts not benefit eligible

◦ If second qualifying contract later received, benefits eligibility 

will change and go back to the start of the first semester with 

50% or higher. 



Medical Benefits
◦ The medical plan offered to eligible employees is a Preferred 

Provider Organization or PPO plan called the Highmark Blue 

Shield PPO Blue plan. This includes Prescription coverage.  

◦ If you wait to elect your benefits, the premiums will go back to 

your start date and will come out of your paycheck. 

◦ You must elect your coverage in the first 30 days for you and your 

dependents, or you will have to wait for open enrollment (Spring to 

start on July 1st) or have a qualifying event. 

https://www.passhe.edu/hr/benefits/healthcare/rx.html


Eligible Dependents
◦ Eligible Dependents (with a hire date after 7/1/2013):

◦ Legal spouse, children under 26 (natural or legally adopted, 

stepchildren, legal wards. Full list here: State System Healthcare

◦ If your spouse is eligible for coverage under their employer’s plan, 

they are required to be enrolled in their employer’s plan as primary 

coverage (regardless of cost). This does not apply to children up to 

the age of 26. 

◦ Your spouse can be enrolled in PASSHE benefits for secondary 

coverage.

◦ You must show birth certificates, adoption paperwork or marriage 

license to HR to confirm legal status or they will be removed from 

coverage. 

https://www.passhe.edu/hr/benefits/healthcare/sshe-faculty.html


Medical Cost

◦Please see the Premium Handout

◦ Faculty members with a full-time contract for the academic year will 

have the option to elect 20 or 26 pays over the A/Y. 

◦Cost of benefits will depend upon pay option and level of coverage 

(Single, Two-Party or Multi-Party).



Healthy U
◦ Healthy U is a secure, customized wellness rewards program. Employees and 

their enrolled spouse who complete the survey are rewarded with lower health 

care premiums. Both must complete the survey in time to get the discount. 

◦ The Healthy U program is annually from January 1 - May 31. If you miss the 

completion window, you will pay the higher healthcare premium for the following 

fiscal year starting on July 1st.

◦ Employees hired on/after April 1, automatically pay the lower health care 

contributions for the Healthy U plan year beginning July 1.

◦ You will participate in the survey through your online account with Highmark.

◦ This is an annual requirement to continue to qualify for the lower health care 

premium.



PA Faculty Health & Welfare Fund

◦As a faculty member, dental and vision benefits are available through 

the PA Faculty Health & Welfare Fund.  

◦Regular and temp full-time faculty and their dependents (children to 

age 26) are eligible for H&W Fund benefits on the first day of 

employment with PASSHE. Part-time faculty who work 50-99% FTE 

are eligible for member and spouse coverage; those who work 25-

49% FTE are eligible for member coverage only. 

◦https://www.apscuf.org/members/forms-benefits/  

◦ Faculty Health & Welfare – 844-865-1137
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Important Dates
◦ Benefits for A/Y 2025-2026 begin 08/23/2025

◦ Health Benefits over Summer

◦ FT temporary benefits-eligible faculty must have a reasonable expectation of a 

FT contract for the next Fall for health benefits over the summer

◦ Temporary part-time benefits-eligible faculty are not entitled to health benefits 

over the summer

◦ Faculty not eligible for summer benefits – last day of coverage will be May 

31, 2026

◦ 20-pay option faculty who are ineligible for benefits over the summer will 

receive a refund of a percentage of premium contributions with A/Y final 

pay



Flexible Spending Accounts
◦ Allows you to have income withheld from your pay tax-free for health care and day care expenses. 

◦ Health Care FSA – All your eligible dependents, for medical, dental, vision, prescription and 

eligible Over-the-Counter item costs. 

◦ Your entire election amount is available to you at the beginning of the year, but you cannot go 

over that amount. 

◦ You will receive a credit card from Optum to use at your Doctor and Pharmacy. 

◦ Day Care FSA – Eligible dependents age 12 and under, for daycare, summer camp. Or elder 

care expenses. 

◦ Can only be reimbursed for what you have contributed at the time. 

◦ You will need to pay for services and then submit the receipts for reimbursement.

◦ These are annual elections that must be completed every year. There is no automatic rollover to 

the next year.

◦ Optum Financial, https://www.myoptumfinancial.com/passhe  Customer Service, 833-325-9998

https://www.myoptumfinancial.com/passhe


Life Insurance
◦ Basic Group Life Insurance 

◦ This is free coverage provided by the State System to permanent faculty. You will be 

automatically enrolled in this coverage for 1x your annual salary up to $50,000. 

◦ Voluntary Insurances - Temporary benefits-eligible faculty and/or permanent faculty

◦ Voluntary Group Life Insurance (VGLIP) is additional coverage you can elect to pay for you and 

your family members. You can elect anytime, however, election outside of your first 30-day 

window will require “statement of health” to be submitted along with the enrollment form. 

◦ Voluntary Long-Term Disability is income protection that pays up to 60% of gross annual base 

salary monthly. You can elect anytime, however, election outside of your first 30-day window will 

require “statement of health” to be submitted along with the enrollment form. 

◦ Accidental Death & Dismemberment can help protect families from financial hardship by paying 

a benefit upon death or serious injury due to a covered accident. You can get coverage for you 

and your family members. This can only be elected with your first 30 days of employment. 



Paid Time Off
◦ Permanent FT Faculty

◦ 15 days Sick Leave for each A/Y of service

◦ 2 Personal Days earned 1 each half of year (no carryover)

◦ Temporary FT Faculty for A/Y

◦ 15 days Sick Leave during A/Y

◦ 2 Personal Days earned 1 each half of year (no carryover)

◦ Temporary FT Faculty for One Semester

◦ 7.5 days Sick Leave

◦ Not Eligible for Personal Days

◦ Temporary PT Faculty

◦ 1 day Sick Leave per semester

◦ Not Eligible for Personal Days

https://passhe.edu/hr/benefits/leave/timeoff-apscuf.html


Retirement Eligibility

◦Eligible faculty must elect to participate in one of the State System’s 

retirement plans.  Eligible faculty include: 

◦All permanent, full-time and part-time employees. 

◦ Temporary faculty with a full academic year appointment at 50% 

or more 

◦ Faculty with an existing Commonwealth of PA, PASSHE or PA 

Public School Retirement plan

*Retirees of state agencies should contact H.R. as pension benefits 

may be impacted by employment



Retirement Plans
◦ Eligible faculty MUST select a retirement plan within their first 30 days. Once selected, the premiums will be 

applied back to your start date. 

◦ If you do not elect a plan, you will be automatically enrolled in the SERS Class 5A Hybrid Plan. 

◦ Once you have chosen your plan, you cannot make any changes. You are locked into the plan for the entirety of 

your employment. 

◦ Alternative Retirement Plan (ARP) – Similar to most employer matching 401K plans, choose TIAA or Fidelity. 

◦ Employee contribution – 5%, Employer contribution – 9.29% - You cannot elect a higher percentage. 

◦ You are fully vested from the date of enrollment and has a loan option for members.

◦ State Employees Retirement Plan (SERS) – 3 different plan choices. 

◦ SERS Class A5 or A6 – Pension plan + Investment plan (traditional IRA)

◦ You must work 10 years for the Pension plan and 3 years for the Investment plan before you are fully 

vested. 

◦ SERS Class 40 – Employee contribution – 7.5%; Employer contribution – 3.5% (traditional IRA)

◦ Public School (PSERS) – You may elect either the ARP or SERS plans or choose to stay in PSERS.

◦ https://passhe.edu/hr/benefits/retirement/psers.html 
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Voluntary Retirement Plans

https://passhe.edu/hr/benefits/retirement/index.html 

Retirement@Work – Sign up to manage your account(s)

https://passhe.edu/hr/benefits/retirement/index.html
https://www.retirementatwork.org/public/multivendortools/welcome?CLIENTID=008589&EMPLOYERID=100053


State Employee Assistance Program
◦ SEAP is a free confidential program to all State System employees; this includes 

everyone who lives in your house, as well as your parents, adult children, and 

siblings regardless of where they live.

◦ SEAP is available to you and your family 24/7 to help you deal with emotional or 

family concerns, elder care, alcohol or drug abuse, depression and other 

behavioral health matters, or financial and legal issues. Call 1-800-692-7459 

(TDD 1-800-824-4306).

◦ Find more information about SEAP at www.liveandworkwell.com using 

"Pennsylvania" as your access code.

◦ https://passhe.edu/hr/benefits/seap.html 
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Tuition Waiver

◦Eligibility

◦ Full-time Faculty in an active pay status with a minimum of 1 

academic year appointment

◦ Total waiver of tuition at any PASSHE university

◦Spousal

◦ Total waiver of tuition at employing university

◦ Limited to first undergraduate degree



Tuition Waiver

◦Children

◦ Total waiver of tuition at employing university

◦50% waiver of tuition at any PASSHE university

◦Until age 25 or first undergraduate degree

◦ Tuition Waiver Application forms

https://www.kutztown.edu/about-ku/administrative-offices/human-resources/benefits/tuition-waivers.html
https://www.kutztown.edu/about-ku/administrative-offices/human-resources/benefits/tuition-waivers.html


NEOED

◦ Please make sure to complete all the tasks that have been assigned to you in 

NEOED. Everything must be completed for you to be fully onboarded at KU. 

◦ There are a couple of video trainings on the list. We are currently switching to a 

new training platform, Vector. You will receive information about the new site in the 

next few weeks and you will be able to complete the required classes. 

◦ Please send your clearance results to HR as soon as you receive them. 

◦ We must have your clearances within 45 days of your start date. 

◦ Please bring your I-9 documentation to HR payroll if you haven’t already done so. 



My First Days



ESS/FioriESS/Fiori



Employee of the Month (EOM)

Nomination Form

https://fs7.formsite.com/kutzuniv/EOM/index.html


Questions?
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