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INFORMATION SHEET FOR EMPLOYEES BEING LAID OFF 

As an employee who is being affected by a reduction in workforce, you are afforded certain options with regard to your benefits.  This is to inform you of those options and to provide a mechanism for the appropriate processing of your accumulated leave and insurance benefits.  Please indicate your options on the enclosed form and return it to the Human Resources office.  In addition, you may be eligible to receive unemployment compensation benefits.

INSURANCE & BENEFITS
Health Insurance:  The state will pay the usual premium payment for any month during which the employee was on the payroll for at least one day in the previous month.  Coverage under a health insurance plan will be effective through the end of the next month.

An employee who is laid off shall be eligible to continue health insurance coverage while in layoff status for up to two years.  The employee must pay the entire premium and premium payments should be submitted to the People First Service Center by the 10th of each month for payment of the next month’s coverage.  Below are the monthly premium rates for health insurance, effective December 2010 (January coverage).  

Standard Plans

Health Investor Health Plans


Individual 

$549.80


$514.80
Family           
$1,243.34


$1,127.64
Employees who do not wish to continue coverage under the layoff provision may apply for coverage under the Consolidated Omnibus Budget Reconciliation Act (COBRA).  This provides that terminating insured employees and their covered dependents may elect to continue their group health, dental and vision coverage (and pay the full premium plus a 2% administrative fee) for up to 18 months from the date employment terminates or until the employee becomes covered under another group plan, whichever is first.  The employee will receive an application for COBRA benefits from the People First Service Center within 30 days of termination.  The employee has 60 days from receipt of the application to elect continuation of coverage.  Employees who take the full 60 days from receipt of the application before electing continuation of coverage will be required to make up the premium under payments.  You may contact the People First Service Center at 1-866-663-4735.

COBRA Premium Rates for Health Insurance, effective May 1, 2011 (June coverage)

Standard Plans

Health Investor Health Plans

Individual


$560.80


$482.60
Family           

$1,268.21


$1,065.20
The termination of an employee is a qualifying event that would allow the employee’s spouse, if he/she is a state employee, to enroll in the State Group Health Program or any other pre-taxed supplemental plan being carried by the terminating spouse, within 31 days.  The spouse must contact the People First Service Center immediately for further direction to complete any enrollments or changes, if necessary.  Delaying this process will result in a premium underpayment.

State Life Insurance (Basic):  An employee who is laid off shall be eligible to continue basic life insurance coverage while in layoff status for up to 24 months.  The employee must pay the entire premium.  Premium payments should be submitted to the People First Service Center by the 10th of each month for payment of the next months’ coverage.  The premium payment for life insurance will vary depending on the employee’s salary.

The basic State Group Life Insurance policy, underwritten by Minnesota Life can be converted to an individual plan.  If the employee wishes to have the insurance converted, contact Minnesota Life at 1-888-826-2756 within 31 days from the date coverage ends.

State Life Insurance (Optional):  The optional State Group Life insurance, underwritten by Minnesota Life, is portable provided you meet certain requirements.  An employee must apply for coverage under this portability option within 31 days after the optional life coverage ends.  Please contact Minnesota Life at 1-888-826-2756 for information.
Flexible Benefit Plans:

Dependent Day Care Reimbursement Account - Participation in this account will terminate with the last payroll deduction.

Medical Reimbursement Account - Participation in this account will terminate with the last payroll deduction.  The employee may elect one of the following options to continue participation:

· Full payment of the balance due can be deducted from the annual and sick leave payment.  This would be on a pretax basis.

· Partial payment of the balance due can be deducted from the annual and sick leave payment.  This would be on a pretax basis.  The remaining balance will be paid by personal check or money order within 45 days of election although it would not provide any pretax advantage.

· Full payment of the balance due, paid by personal check or money order, within 45 days of election.  This option has no pretax advantages.

· Monthly payments of balance due paid by personal check or money order by the first of each month and will include a 2% administrative fee.  This option has no pretax advantages.

For more information on the above subjects, please visit https://peoplefirst.myflorida.com/logon.htm.
Deferred Compensation:  Employees must contact their provider within 30 days of termination in order to give and/or receive instructions on their account.  If the provider cannot be reached, contact the Division of Deferred Compensation at (850) 413-3162 or toll-free (877) 299-8002.  For more information, please visit www.myfloridadeferredcomp.com.
Other Miscellaneous Deductions:  The employee must contact each individual company and make arrangements to continue coverage, if possible, and make premium payments.  The employee should contact the companies within 31 days of termination to avoid a lapse in coverage.

LEAVE & ATTENDANCE
Annual Leave:

· For Career Service (CS) employees:  A CS employee with twelve months of service, who is being laid off, shall be paid for all unused annual leave up to 240 hours unless the employee requests in writing that the annual leave be retained up to a maximum of one year, pending reemployment.  If the employee is not reemployed within one year, unused annual leave held in abeyance shall be paid.  If the employee is reemployed within one year, annual leave credits shall be restored if the employee so requests in writing and repays the full amount of any lump-sum payment received for accumulated leave credits.

· For Selected Exempt Service (SES) employees:  An SES employee who is being laid off shall be paid for all unused annual leave up to 480 hours, with the current year’s accrual prorated, unless the employee requests in writing that the annual leave be retained up to a maximum of one year, pending reemployment.  If the employee is not reemployed within one year, unused annual leave held in abeyance shall be paid.  If the employee is reemployed within one year, annual leave credits shall be restored if the employee so requests in writing and repays the full amount of any lump-sum payment received for accumulated leave credits.

Sick Leave (CS and SES):  If an employee is laid off, the following provisions govern accrued sick leave credits.  

1.  If the employee has ten years or more of creditable state service and is otherwise eligible for receipt of sick leave payment pursuant to the rule, the agency shall pay for the credits at the time of layoff, unless the employee requests in writing that the agency hold the credits in abeyance pending reemployment within one year.

2.  If the employee is reemployed within one year following layoff, an agency shall restore the credits to the employee, provided the employee requests restoration in writing and returns the full amount of any payment received at the time of layoff for the credits.

3.  If the employee is not eligible for receipt of sick leave payment at the time of layoff, the agency shall hold the credits in abeyance and, if the employee is reemployed within one year following layoff, shall credit them to the employee upon reemployment.

Employees with at least ten years of creditable service requesting payment will be paid for 1/4 of all unused sick leave earned after October 1, 1973, up to a maximum payment of 480 hours and 1/8 of all unused sick leave earned prior to October 1, 1973.  

Sick Leave Pool Donation:  A sick leave pool member may elect to donate up to 16 hours of sick leave to their sick leave pool upon termination.

Sick Leave Donation:  Prior to separation an employee may donate all sick leave credits in excess of 80 hours to an eligible employee.  These hours are taken before any payment option above is calculated and both employees must still be active on the payroll at the time of the donation.

Special Compensatory Leave:  All employees with a special compensatory leave balance will be paid upon termination.  

Regular Compensatory Leave (applies to Career Service only):  If an employee is laid off, the agency shall hold the credits in abeyance and, if the employee is reemployed within one year following layoff, shall credit them to the employee upon reemployment.

Leave Payment to a Deferred Compensation Program:  An employee terminating from state government may elect to have the leave payment or portion thereof deducted into a deferred compensation program instead of receiving payment upon termination.  This option provides a pretax advantage; however, your request must be made prior to payout.

FLORIDA RETIREMENT SYSTEM (FRS)
Vesting:  FRS Pension Plan participants are vested with six years of creditable service and qualify for normal retirement at age 62 or at 30 years of creditable service, regardless of age.  FRS Investments Plan participants vest after one year of creditable service.
Receiving a Retirement Check:  You must terminate employment to be eligible to receive retirement benefits.  You are considered terminated only after you stop all employment relationships with all Florida Retirement System (FRS) employers.  There are reemployment restrictions for retirees of both the Pension Plan and the Investment Plan.
FRS Pension Plan:

· A retiree who returns to work with an FRS employer during the first 6 calendar months after retirement voids his/her retirement.  All retirement benefits, including DROP distribution, must be repaid and the retiree must reapply for retirement, establishing a later effective date of retirement.

· A retiree cannot earn both a salary and retirement benefits for twelve months after the effective date of retirement.  The Division will suspend the benefits during the months worked during the 12-month limitation period.  You should contact the Division of Retirement for additional information at 1-888-738-2252 if you are retire and are considering reemployment during this period.

· Retirees initially reemployed on or after July 1, 2010, are not eligible for renewed membership in the FRS.
FRS Investment Plan:

For information regarding distribution options and reemployment restrictions after retirement from the FRS Investment Plan, please visit www.MyFRS.com or contact the FRS Financial Guidance Line at toll-free 1-866-446-9377.

UNEMPLOYMENT COMPENSATION
To determine eligibility, you may contact the Agency for Workforce Innovation.

For more information, please visit http://www.floridajobs.org.

IMPORTANT REMINDER:  Please review and make necessary updates to your home and/or mailing address information in the People First system prior to your separation to ensure that you receive insurance and other critical information after your separation. 
ACCUMULATED LEAVE OPTIONS FOLLOWING LAYOFF

1.
I request payment of annual leave.



 FORMCHECKBOX 

2.
I request that annual leave be held in abeyance.

 FORMCHECKBOX 

3.
I request payment of sick leave (if I am eligible for

payment pursuant to the Personnel Rules).


 FORMCHECKBOX 

4.
I request that sick leave be held in abeyance.


 FORMCHECKBOX 

________________________________
____________________

Signature of Employee
Date

Social Security Number:      -    -     
RETURN TO THE SERVICING HUMAN RESOURCE OFFICE

Revised 5/13/2011

