
New Faculty, Lecturers, 
& Unit 3 Employees:
Welcome from HRSC
GETTING ANSWERS FOR YOUR EMPLOYMENT QUESTIONS

PRESENTED BY: HUMAN RESOURCES SERVICE CENTER
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Navigating 
Employment 
Processes

You will have questions 
about your employment, 
campus processes, 
resources and job 
requirements.

We’re here to answer 
your questions and help 
you navigate the 
process.
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Who is this 
training for?

New Unit 3 
Employees 

• Faculty

• Lecturers

• Librarians

• Coaches

• Academic Counselors
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Unit 3 (R03) Positions Include:

Coach AY
Coaching Assistant 12 Mo
Coaching Specialist 12 Mo
Coaching Specialist AY
Dept Chair 12 Mo
Dept Chair AY
FT Faculty Unit-Addtl Emplymt
Head Coach AY
Instr Fac 12 Mo
Instr Fac AY
Instr Fac AY - FERP
Lecturer 12 Mo
Lecturer AY
Librarian 12 Mo
Resident Director, Intl Pgm 12
Sprvsng Librarian 12 Mo
SSP Academic Related I 12 Mo
SSP Academic Related I AY
SSP Academic Related II 12 Mo
SSP Academic Related II AY
SSP Academic Related III 12 Mo
Substitute Instructional Faculty



Employment Questions?
Here’s Who to Contact
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Human Resources 
Service Center

Benefits

Payroll
Workers’ Comp

Employment 
Verification

Office of Academic 
Personnel

Faculty Instruction

Labor Relations and 
Collective Bargaining 
Agreement
Retention, Tenure and 
Promotion (RTP)

Department Chair & 
College AA/S

Department Budget

Faculty Contracts

https://www.csuchico.edu/hr/
https://www.csuchico.edu/oapl/
https://www.csuchico.edu/vpaa/_assets/documents/vpaa-org-chart.pdf


HR Virtual 
Services
M U LT I P L E  V I R T U A L  S E R V I C E S  A R E  
AVA I L A B L E ,  S U C H  A S  “ D I R E C T  
D E P O S I T ”  A N D  “ V E R I F Y  
E M P LO Y M E N T ”
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HRSC Virtual Services
COVID-19 Faculty, Staff & Manager Resources
Address Changes
Catastrophic Leave Donations
Conflict of Interest Prevention
Direct Deposit
Fee Waivers
Financial Planning & Retirement Savings
Form 700
Learn & Develop
PeopleSoft HR Access
Performance Management and Performance Evaluations
Position Description Access
Professional Development
Separation Clearance
Staff, Manager & Faculty PAL Reporting
Student CPAL Reporting
Tax Withholding Changes
Verify Employment
Health/Medical Services
W-2’s and Earnings Statements

https://www.csuchico.edu/hr/covid-19/index.shtml
https://www.csuchico.edu/hr/resources/address-change.shtml
https://www.csuchico.edu/hr/elwc/fmla-programs.shtml
https://www.csuchico.edu/hr/coi/index.shtml
https://www.csuchico.edu/hr/payroll/pdd.shtml
https://www.csuchico.edu/hr/pdev/feewaiver/index.shtml
https://www.csuchico.edu/hr/benefits/savings-retirement/voluntary-retirement-savings.shtml
https://www.csuchico.edu/hr/coi/form700.shtml
https://www.csuchico.edu/hr/pdev/learn-develop.shtml
https://www.csuchico.edu/hr/hris/ps-hr-security-training.shtml
https://www.csuchico.edu/hr/perfmgmt/index.shtml
https://www.csuchico.edu/hr/perfmgmt/eval-forms.shtml
https://www.csuchico.edu/hr/classcomp/position-descriptions.shtml
https://www.csuchico.edu/hr/pdev/index.shtml
https://www.csuchico.edu/hr/employment/separation/department-responsibility.shtml
https://www.csuchico.edu/hr/payroll/amss/index.shtml
https://www.csuchico.edu/hr/payroll/studentpayroll.shtml
https://www.csuchico.edu/hr/payroll/tax-withholding.shtml
https://www.csuchico.edu/hr/employment/verifyemployment.shtml
https://www.csuchico.edu/hr/benefits/health/index.shtml
https://www.csuchico.edu/hr/payroll/w-2.shtml


Payroll
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When do I get paid?
*** Please Plan Ahead ***

Based on the Academic Calendar & Pay Period Certification, Unit 3 employees are scheduled to 
receive their first full paycheck for:
◦ Fall semester – October 1
◦ Spring semester – March 1

Why? 
◦ To create 12 months of even payments and to avoid a break in salary and benefits over summer if you 

are hired for a full academic year (AY)

New Tenure Track Faculty hired for Fall 
◦ May receive a small payment around Sept 1 for a few days work (orientation) prior to the official 

academic workdays 
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https://www.csuchico.edu/apss/calendar/
https://csuchico.box.com/v/ay-pay-period-certifications


Planning 
Ahead 

$$$

The Faculty & Staff Calendar is where you’ll find:
◦ Pay Day (P) for paper checks
◦ Direct Deposit (D) posting dates

Expert tips:
◦ During COVID-19, we highly recommend you enroll in direct 

deposit as soon as possible
◦ Schedule bank withdrawals or auto payments to occur on the 

5th or later for each month
◦ Some banks will deposit electronic funds prior to the “D” date 

– please check with your bank for details
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https://www.csuchico.edu/hr/calendars.shtml
https://www.sco.ca.gov/ppsd_direct_deposit_pay_dates.html


What will you see on your pay warrant?
Payroll Deductions (based on gross salary)
◦ Mandatory

◦ Federal & State taxes
◦ Retirement 

◦ Voluntary
◦ Benefits
◦ Voluntary Retirement Savings (e.g., Tax Sheltered Annuities, Roth IRA, Savings Plus Program)
◦ ScholarShare (college savings)
◦ Scholarships for students

Employer Contributions
◦ Depending on your classification, based on gross salary

◦ Retirement
◦ Benefits 
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When do I work?
Faculty & Staff Calendar 
◦ Check for academic workdays and observed holidays

◦ Important note: the campus moves, or observes, some holidays during academic breaks. Please check 
the calendar as you design your syllabi to determine which days will be observed holidays.
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https://www.csuchico.edu/hr/calendars.shtml


After Your First 
Paycheck…

Take a moment to 
Review Your 
Personal 
Information
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https://www.csuchico.edu/hr/hris/hr-self-service-guide/index.shtml


Chico Portal
HR Self Service



Need to make changes to your personal 
information?
Contact the Human Resources Service Center to update the following:

Address

Tax Withholdings

Direct Deposit

State Warrant Designee

Educational Information

Emergency Contact
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https://www.csuchico.edu/hr/index.shtml
https://www.csuchico.edu/hr/resources/address-change.shtml
https://www.csuchico.edu/hr/payroll/tax-withholding.shtml
https://www.csuchico.edu/hr/payroll/pdd.shtml


After Your First 
Paycheck…

Enroll in Cal Employee Connect

Here’s why:
◦ Have 24/7 access to your W-

2 and Earning Statements
◦ You won’t have to wait to 

receive your hard-copy W-2 
in the mail from the State 
Controller's Office in 
Sacramento in February
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https://www.csuchico.edu/hr/payroll/w-2.shtml


Payroll Highlights

https://www.csuchico.edu/hr/payroll/empinfo.shtml
https://www.csuchico.edu/hr/payroll/empinfo.shtml


Answers to your pay questions
◦ My Payroll Technician
◦ Payroll email: payroll@csuchico.edu
◦ (Verify Employment through HR…)

Calendars and pay periods
◦ Calendars, Deadlines and Schedules
◦ Holidays
◦ Paydays
◦ Direct Deposit (and electronic deposit dates)

Sick and Vacation Leave
◦ Absence Reporting – hard copy to department
◦ 12-month employees

◦ Submit via Absence Management Self Service (AMSS)
◦ Report: No Time Taken OR Absences

What will you find at Payroll?

https://www.csuchico.edu/hr/payroll/tech.shtml
mailto:payroll@csuchico.edu
https://www.csuchico.edu/hr/employment/verifyemployment.shtml
https://www.csuchico.edu/hr/calendars.shtml


Benefits
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Are you eligible for Benefits?
If you are eligible for Benefits, a Benefits representative will reach out to you.

If eligible, you must enroll during the first 60 days of your employment. After that, you can only 
enroll, or change options during the CSU’s Open Enrollment (typically in October) to take effect 
the following calendar year.

Please enroll at least 5 days prior to the end of the month to take effect the following month.
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New Employees & Your Benefits

https://www.csuchico.edu/hr/employment/new-employee-welcome.shtml


Benefits Highlights

Call Benefits to find out if you are eligible and what 
is included: 

(530) 898-5436, KNDL 118
Email: benefits@csuchico.edu

http://www.csuchico.edu/hr/benefits/

https://www.csuchico.edu/hr/benefits/index.shtml
mailto:benefits@csuchico.edu
http://www.csuchico.edu/hr/benefits/


Protecting Students 
& Peers
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Protecting 
Others –
Avoiding 

Discrimination 
Harassment 

and Retaliation

Compliance Training
◦ You’ll get a notice from CSU Learn (training@csuchico.edu) 1-

2 weeks before your first paycheck
◦ It’s about four (4) total hours of online training, most of 

which needs to be retaken annually
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mailto:training@csuchico.edu


1. Report
◦Discrimination, harassment, retaliation
◦ Sexual harassment, sexual violence

◦ Child abuse (limited & general reporters)

2. Offer victims confidential services
◦ Share where the victim can get help

State University Employees Must…



STUDENTS

WellCat Safe Place
◦ Student Services Center 180
◦ 530-898-3030
◦ safeplace@csuchico.edu

WellCat Counseling Center
◦ Student Service Center 430
◦ 530-898-6345

WellCat Health Service
◦ Student Health Center
◦ 530-898-5241

EMPLOYEES

WellCat Safe Place
◦ Student Services Center 180
◦ 530-898-3030
◦ safeplace@csuchico.edu

Employee Assistance Program
◦ LifeMatters (by Empathia)
◦ 1-800-367-7474
◦ Password: csuchico

Confidential On-campus 
Victim Resources

Support:
Safe Place – for all

Health Center – for students
Counseling Center – for students

https://www.csuchico.edu/safeplace/
mailto:safeplace@csuchico.edu
https://www.csuchico.edu/counseling/
https://www.csuchico.edu/healthcenter/
https://www.csuchico.edu/safeplace/
mailto:safeplace@csuchico.edu
http://www.csuchico.edu/eap/


Title IX Online 
Resources

Title IX:
Preventing Sex Discrimination

Sample syllabus language for faculty

Understanding employee reporting obligations: 
You are a Bridge

Sample Employee/Victim Conversations: 
How to tell a student you must report what 
they shared with you

Training: Both students and employees are 
required to take training
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https://www.csuchico.edu/title-ix/
https://www.csuchico.edu/title-ix/resources/index.shtml
https://www.csuchico.edu/title-ix/understanding-reporting-obligations.shtml
https://www.csuchico.edu/title-ix/_assets/documents/safe-place-employee-conversation-samples.pdf


http://www.calstate.edu/redfolder/chico/Red-Folder-Chico.pdf

CSU Red Folder:
Help Prevent Student Suicide

http://www.calstate.edu/redfolder/chico/Red-Folder-Chico.pdf
http://www.calstate.edu/redfolder/chico/Red-Folder-Chico.pdf


Confidential 
Employee Assistance

29
This Photo by Unknown Author is licensed under CC BY-NC-ND



Employee Assistance 
Program

More information is just a click away…

Campus website: 
https://www.csuchico.edu/eap/services/mylife
matters.shtml

Downloadable brochure:  
https://www.csuchico.edu/eap/_assets/docum
ents/empathia-brochure.pdf
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https://www.csuchico.edu/eap/services/mylifematters.shtml
https://www.csuchico.edu/eap/_assets/documents/empathia-brochure.pdf


Employee 
Assistance 
Program
www.mylifematters.com

Password: csuchico

Or call 24/7 to find out more 
information:

800-367-7474
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http://www.mylifematters.com/


Welcome 
to the
Wildcat 
Community!
S U P P O R T I N G  S T U D E N T  S U C C E S S
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