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The California State University (CSU) trains the majority 
of California's leaders and policymakers. Approximately 
64 percent of Californians with master's degrees in 
public administration studied at the CSU, as well as 35 
percent of those with bachelor's degrees. In addition, 
49 percent of Californians with bachelor's degrees in 
city, urban, community, and regional planning studied at 
the CSU.

We are the largest, the most diverse, and one of the 
most affordable university systems in the country. 

➢ Locations: Twenty-three (23) campuses

➢ Students: Approximately 500,000 students

➢ Employees: Approximately 50,000 faculty and staff

http://www.calstate.edu

http://www.calstate.edu/


➢ 1965: Officially opened its doors to 293 

students with founding President John M. Pfau

➢ 1984: Earned university status and officially 

named California State University, San 

Bernardino; participated in intercollegiate 

sports for the first time

➢ 2015: University celebrates 50th Anniversary

http://www.csusb.edu/about/history.html

http://www.csusb.edu/about/history.html


https://youtu.be/oPaUkcHlccQ

https://youtu.be/oPaUkcHlccQ


•First Public University paid with private 
funds in the Coachella Valley

•The campus has four buildings, 1,400 
students and an unlimited future

•Celebrated 30th Anniversary

•Offers 40 different degree programs 
including undergraduate, graduate, and 
doctorate

https://pdc.csusb.edu/

https://pdc.csusb.edu/


https://www.youtube.com/watch?time_continue=1&v=1Xch1e-KR-s & https://www.youtube.com/watch?v=XDG_GmwrPGc

San Bernardino, CA Palm Desert, CA

https://www.youtube.com/watch?time_continue=1&v=1Xch1e-KR-s
https://www.youtube.com/watch?v=XDG_GmwrPGc


VISION

◼ CSUSB aspires to be a model for transforming lives.

MISSION

◼ CSUSB ensures student learning and success, conducts research, scholarly and 

creative activities, and is actively engaged in the vitality of our region. We 

cultivate the professional, ethical, and intellectual development of our students, 

faculty and staff so they thrive and contribute to a globally connected society.

http://president.csusb.edu/missionAndStrategicPlan/index.html

http://president.csusb.edu/missionAndStrategicPlan/index.html


1. Inclusivity

2. Innovation

3. Integrity

4. Respect

5. Wellness and Safety

6. Social Justice and Equity

7. Sustainability

8. Transparency

http://president.csusb.edu/missionAndStrategicPlan/visionStatement.html

http://president.csusb.edu/missionAndStrategicPlan/visionStatement.html
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Rosalinda Velasco
Interim Associate Vice President, Human Resources
Co-Chief Diversity Officer

Oversees the departments of Human Resources, Benefits, Payroll, and Student 
Employment: Provides service to staff, administrators, student assistants, and 
faculty (benefits only) in the areas of benefits, compensation, employee and labor 
relations, employment, payroll, performance management, recognition, student 
employment, training and development, leaves of absence and other HR programs. 

For questions, please call Human Resources at (909) 537-5138, e-mail us 
at HumanResourcesDepartment@csusb.edu or come by for a visit, we are located 
in Sierra Hall, Room 110.

https://www.csusb.edu/human-resources

mailto:humanresourcesdepartment@csusb.edu
https://www.csusb.edu/human-resources


Please sign the 
Acknowledgement 

and Agreement Form 
(Insert)

http://hrd.csusb.edu/contactus.html

http://hrd.csusb.edu/contactus.html


Summer Saver
Earns higher dividends with convenient access to your 
money. 

Paycheck Planner
For employees on a 10- or 11-month pay schedule. Spreads 
paychecks across 12 months while earning higher dividends.

Direct Deposit
Receive your paycheck one day early when you direct 
deposit to a SFFCU account.

Auto Loan
Rates as low as 1.84% for new or 1.99% for used. Skip a 
payment options. 

School Employee Mortgage
Reduced loan administration fee and no prepayment penalty.

Computer Loan
Low APR; loan amounts up to $2,500

Higher Education Loan
Pursue an advanced degree. Variable rate; loan amounts up 
to $50,000.

Classroom Supplies Loan
0 % interest, non-credit qualifying loans for teachers to 
purchase materials beyond what the school’s budget may 
provide.

Uniform Loan
0% interest, non-credit qualifying loans for classified 
employees to purchase items beyond what the school’s 
budget may provide. 

Special Curriculum Loan
Pursue an advanced degree or certificate. Fixed rate; loan 
amounts up to $10,000.

Free Coin Star Machine
Our Full Service Branches provide you with a coin counting 
machine with no fee.

Member Investment Services 
Help Members establish investment goals, assess their 
portfolio, evaluate life insurance coverage, build a retirement 
plan and open college savings plans Tax Shelter Accounts for 
School Employees such as 403 (b) and Roth 403 for 
participating Districts.





https://www.csusb.edu/human-resources/current-employees/benefits

https://www.csusb.edu/human-resources/current-employees/benefits
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http://hrd.csusb.edu/healthBenefits.html

http://hrd.csusb.edu/healthBenefits.html


Affordable Insurance Plans & CalPERS Retirement Benefits

http://hrd.csusb.edu/healthBenefits.html

http://en.wikipedia.org/wiki/CalPERS
http://hrd.csusb.edu/healthBenefits.html


http://hrd.csusb.edu/healthBenefits.html

Please complete 
the Benefit 
enrollment 

handout by the 
end of the
the month. 

http://hrd.csusb.edu/healthBenefits.html


http://hrd.csusb.edu/healthBenefits.html

Health Program Guide

Describes CalPERS basic health plan eligibility, enrollment, and choices. It 

provides an overview of CalPERS health plan types and tells you how and 

when you can make changes to your plan (including what forms and 

documentation you will need). It also describes how life changes or changes in 

your employment status can affect your benefits and eligibility.

Health Benefit Summary – Informational help about choosing a health care plan.

https://www.calpers.ca.gov/ >Under forms and publications

To view the CalPERS Health Plan Comparison chart turn to page 97-130 in your 

New Employee Orientation Guide

http://hrd.csusb.edu/healthBenefits.html
https://www.calpers.ca.gov/


2019 Health Benefit Summary 

Features HMO
(Health Maintenance 

Organization)

PPO
(Preferred Provider Organizations)

Accessing
health care
providers

Contracts with providers (doctors, 
medical groups, hospitals, labs, 
pharmacies, etc.) to provide you 
services at a fixed price

Gives you access to a network of 
health care providers (doctors, 
hospitals, labs, pharmacies, etc.) 
known as preferred providers

Selecting a
primary care

physician
(PCP)

Most HMOs require you to
select a PCP who will work
with you to manage your
health care needs

Does not require you to select a 
PCP



Features HMO PPO

Seeing a
specialist

Requires advance approval from the 
medical group or health plan for some 
services, such as treatment by a 
specialist or certain types of tests

Allows you access to many types of 
services without receiving a
referral or advance approval

Obtaining 
care

Generally requires you to obtain care 
from providers who are a part of the 
plan network.

Requires you to pay the total cost of 
services if you obtain care outside the 
HMO’s provider network without a
referral from the health plan (except for 
emergency and urgent care services)

Encourages you to seek services
from preferred providers to ensure
your deductibles and co-payments
are counted toward your calendar
year out-of-pocket maximums.

Allows you the option of seeing
non-preferred providers, but
requires you to pay a higher
percentage of the bill.



Features HMO PPO

Paying for
services

Requires you to make a small
co-payment for most services

Limits the amount preferred
providers can charge you for 
services

Considers the PPO plan payment
plus any deductibles and
co-payments you make as payment
in full for services rendered by a
preferred provider



http://hrd.csusb.edu/documents/2017HealthRates.pdf

http://hrd.csusb.edu/documents/2017HealthRates.pdf


http://hrd.csusb.edu/documents/2017HealthRates.pdf

http://hrd.csusb.edu/documents/2017HealthRates.pdf


http://hrd.csusb.edu/documents/2017HealthRates.pdf

Turn to Pages 
135-139

http://hrd.csusb.edu/documents/2017HealthRates.pdf


http://hrd.csusb.edu/healthBenefits.html

http://hrd.csusb.edu/healthBenefits.html


What is FlexCash? 

➢ An optional benefit plan that allows you to waive CSU medical and/or dental 
insurance coverage in exchange for cash, provided you have other non-CSU 
employer sponsored coverage.

➢ If you waive medical and/or dental insurance coverage, you will receive 
additional cash in your paycheck each month. The FlexCash payment is treated 
as taxable income and will be subject to the same payroll taxes (i.e., federal, 
state, Social Security, Medicare) as regular salary. 

➢ FlexCash will not be considered compensation for retirement purposes. The 
additional cash income will be reported as income on Form W-2 for the year 
you receive it.

➢ FlexCash received for waiving benefits:     Medical and Dental, $140.00 /month
Medical (only), $128.00/month
Dental (only), $12.00 /month

Must complete within 60 days of enrollment or enroll during open enrollment.



Tax Advantage Premium Plan (TAPP)

➢ TAPP is known as the California State University Premium Conversion 

Plan.

➢ Allows you to pay required health plan premiums from your salary on 

a pre-tax basis. Any such premiums for the CSU-sponsored coverage you 

have selected will be deducted each month from your salary before 

federal and state income and Social Security/Medicare taxes are 

calculated and deducted. It is $.17 cents per month ($2.00 per year)

➢ You will not pay taxes on those premiums—they are converted to tax-

free expenses.

http://hrd.csusb.edu/healthBenefits.html

http://hrd.csusb.edu/healthBenefits.html


http://hrd.csusb.edu/healthBenefits.html

Pre-Tax Parking Deduction Plan

The CSU Pre-Tax Parking Deduction Plan allows you to pay 
for CSU parking expenses with pre-tax dollars. 

Available only through payroll deduction for qualified 
parking as defined by the IRS and established by your 
campus (e.g. CSU owned, leased or contracted parking 
facility). 

If you are eligible, participation in the Plan is automatic
unless you choose otherwise. Deductions are taken from 
your pay before federal, state, Social Security, and 
Medicare taxes are calculated. Your taxable income is 
reduced, and consequently, your taxable income reflected 
on your annual W-2 statement is reduced.

http://hrd.csusb.edu/healthBenefits.html


http://hrd.csusb.edu/healthBenefits.html

Dependent Care Reimbursement Account (DCRA)

The CSU Dependent Care Reimbursement Account (DCRA), a voluntary benefit for 
eligible employees, offers you the ability to pay for eligible out-of-pocket dependent 
care expenses with pre-tax dollars.

Contributions you make to your account are deducted from your pay before federal, 
state and FICA taxes are calculated.

Expenses eligible to be reimbursed from the Dependent Care Reimbursement Account 
include certain expenses for dependent care if the care is required in order for you 
(your spouse or domestic partner) to work.

Please review “Eligible Expenses” section of DCRA form to receive more detailed 
information provides more information on reimbursable expenses.

http://hrd.csusb.edu/healthBenefits.html


http://hrd.csusb.edu/healthBenefits.html

Health Care Reimbursement Account (HCRA)

The CSU Health Care Reimbursement Account, a voluntary benefit for eligible 

employees, offers you the ability to pay for eligible out-of-pocket health care 

expenses with pre-tax dollars.

Contributions you make to your account are deducted from your pay before federal, 

state and FICA taxes are calculated.

Expenses eligible to be reimbursed from the HCRA are expenses that are medically 

necessary but not covered by your own, or another insurance plan, and are 

expenses incurred by you, your spouse, and your dependents (IRS Code 152).

Some medical expenses are not reimbursable.

http://hrd.csusb.edu/healthBenefits.html


http://hrd.csusb.edu/healthBenefits.html

➢ Paid Holidays – See CSUSB Calendar 

➢ Vacation, Sick Time, Personal Holiday

➢ Leave of Absence

▪Parental Leave, Paternity, Maternity

▪FMLA - Family Medical Leave Act

▪Military Leave

▪Jury Duty

▪Bereavement (varies by Collective 

Bargaining Unit)

➢ Other Time Off 

▪ Non-Industrial Disability Insurance Provisions 

(See Handout)

http://hrd.csusb.edu/healthBenefits.html


New Hire Notice – Report Injuries Caused by Work

➢ Workers’ Compensation (WC): You may be entitled to WC benefits if you are 

injured or become ill because of your job. WC covers most work-related physical 

injuries and illnesses. 

➢Examples: Hurt your back in a fall or diagnosed with Carpal Tunnel Syndrome

➢Action Required: Report your injury to your Supervisor and Risk Management 

immediately!

Do not delay your reporting, there are time limits! 
If you wait too long, you may lose your right to WC benefits.

https://hr.csusb.edu/workerCompensation.html

https://hr.csusb.edu/workerCompensation.html


➢ Aflac – Group Critical Illness

➢ California Casualty – Insurance Program

➢ MetLife/MetLaw – Group Legal Plans

➢ The Standard AD&D Insurance Coverage

➢ The Standard Group Long Term Disability Insurance 

➢ Wild at Work

https://csusanbernardino.benefithub.com/#

https://csusanbernardino.benefithub.com/


Savings Plans

➢ Tax- Sheltered Annuity (TSA) Program 403(b)

➢ Savings Plus Program 401(k) and 457 

➢ ScholarShare College Savings Trust (www.scholarshare.com)

➢ U.S. Savings Bonds (www.treasurydirect.gov) 



What questions do you have 
about your health benefits?

Medical

Dental

Voluntary Benefits

Vision

Savings Plan



https://www.csusb.edu/human-resources/retirement

https://www.csusb.edu/human-resources/retirement


Please 
complete the 

“Employer 
Paid Life 

Beneficiary
Designation” 

form
in your folder.



Retirement Plans
5 Year Minimum

Hired prior to
1-15-2011

Hired on or after
1-15-2011

Hired on or after
1-1-2013

State Misc. Tier 1

2% at 55
(12 months highest 

consecutive compensation)
Minimum Age 50

2% at 60
(36 month average 

compensation)
Minimum Age 50

2% at 62
(36 month consecutive, 

subject to cap)
Minimum Age 52

Peace Officer
(MPP Public Safety 

only)

3% at 50
(12 months highest 

consecutive compensation)
Minimum Age 50

2.5% at 55
(36 month average 

compensation)
Minimum Age 50

2.5% at 57
(36 month consecutive, 

subject to cap)
Minimum Age 50

Peace Officer
(Unit 8)

3% at 50
(12 months highest 

consecutive compensation)
Minimum Age 50

2.5% at 55
(36 month average 

compensation)
Minimum Age 50

2.5% at 57
(36 month consecutive, 

subject to cap)
Minimum Age 50

State Miscellaneous & Industrial Benefits

Pages 180-225

https://hr.csusb.edu/generalInformation.html

State Safety Benefits, Unit 8 Only

Pages 226-282

https://hr.csusb.edu/generalInformation.html


Please 
complete 

the 
Beneficiary 
Designation 

handout.

https://hr.csusb.edu/calpersToolsResources.html

https://hr.csusb.edu/calpersToolsResources.html


https://hr.csusb.edu/calpersToolsResources.html

What Is CalPERS?

➢ California Public Employee Retirement System offers a "defined 
benefit" plan which provides lifetime benefits that are calculated 
using a "defined formula," rather than contributions and earnings 
to a savings plan. 

➢ Retirement benefits are calculated using a member's years of 
service credit, age at retirement, and final compensation (average 
salary for a defined period of employment). 

➢ There are a variety of retirement formulas that are determined by 
the member's employer (state, school, or local public agency); 
occupation (miscellaneous (general office and others), safety, 
industrial, or peace officer/firefighter); and the specific provisions 
in the contract between CalPERS and the employer.

https://hr.csusb.edu/calpersToolsResources.html


https://hr.csusb.edu/calpersToolsResources.html

CalPERS Membership Eligibility
Positions that mandate CalPERS Membership:

➢ Full-time appointments that exceed six months
➢ Half-time appointments averaging 20 hours per week for one year or longer
➢ Appointments of 3 consecutive quarters at 7.5 units or more
➢ Existing CalPERS member (without exclusions)

Employees not eligible for CalPERS membership are enrolled in the CSU Part 
Time/Seasonal /Temporary Retirement Program (PST).

Note: If an employee works more than 1,000 hours in a fiscal year under the 
same employer, CalPERS membership is required effective the month following 
this threshold.

https://hr.csusb.edu/calpersToolsResources.html


https://hr.csusb.edu/calpersToolsResources.html

How Your Retirement is Funded

Three sources fund a defined benefit plan like CalPERS: 
1. Employees generally make contributions into the system. The 

percentage of your contribution is fixed by statute and varies from 
about 5% - 11% of your earnings, depending on the plan type and 
whether you are covered by Social Security. 

2. Earnings from the investment of system assets in stocks, bonds, 
real estate, and other investment vehicles. The amount 
contributed from this source fluctuates from year to year. 

3. Employer contributions.

https://hr.csusb.edu/calpersToolsResources.html


Three Factors in Calculating Your Retirement Benefit: 

➢ Service Credit: Earn service credit for each year or partial year you work under 
CalPERS membership. A full-time employee who works at least 10 months per fiscal 
year will earn 1.0 years of service credit. For each month of full-time employment, 
.10 years of service credit is earned. Part-time employees accrue service credit on a 
pro-rated basis.

➢ Benefit Factor: Percentage of pay to which you are entitled for each year of 
service. It is determined by your age at retirement and the retirement formula you 
qualify for.

➢ Final Compensation: Average full-time monthly pay rate and special compensation 
for your 12 or 36 months of employment (depending upon your hire / membership 
date). The full-time pay rate is used, not your earnings. If you work part-time, your 
full-time equivalent pay rate will be used to determine your final compensation. For 
example, if an employee works half-time (.50), and earns $2,000 per month because 
the actual pay rate is $4,000 per month, the pay rate used for final compensation 
calculation purposes would be $4,000 per month.



What questions do you have 
about your retirement?





Why YOU should dine 

on campus?

• Various locations

• Variety

• All-you-care-to-eat at 

the Coyote Commons

• Extended hours

• Savings on a meal plan





Themed Events



Questions?





CSU Fee Waiver and Reduction Program
• Provides a waiver or reduction of certain fees for eligible employees who enroll in courses at a 

CSU.
• Waives one CSU application fee.

• Applies to one of the 23 CSU campuses.
• Admission to any CSU campus is not guaranteed. Applicants must meet all university admission 

requirements.
• Campus administration will determine if space is available in a particular program or 

class.
• Some fees that are waived or reduced for CSUSB employees cannot be waived for dependents.
• Applies to CSU state-supported general fund courses only.
• Eligible employees may transfer their fee waiver benefit to a spouse, dependent child or 

domestic partner.

• Sign up for one of our “Understanding Your CSU Fee Waiver Benefit” workshops.
• Lurdes Valdez at ext. 73635 or lurdes.valdez@csusb.edu

https://training.csusb.edu/hrtraining/reg/feewaiver.php

https://training.csusb.edu/hrtraining/reg/feewaiver.php








➢ Representing Collective Bargaining Unit 4

➢ Ensuring a Quality CSU Education with Expertise, Support & Compassion

➢ Academic Professionals of California (APC) union members share their 
expertise along every step of a student’s academic path

➢ Provide students with assistance selecting classes, determining majors,

finding career paths, acquiring financial assistance and developing academic 

success strategies

➢ Helping Make Dreams Come True 

➢ http://apc1002.org/



Our purpose is to maintain the highest 
possible quality of life of all our members and 
their families by negotiating a strong living 
wage, augmented by employer and union 
benefits.

Our focus is protecting, maintaining and 
enhancing wages, hours and working 
conditions for our bargaining units and 
represented members.

R02 – Health Care Support (e.g. Clinical Aid, Health 
Educator, LVN, Pharmacist) 

R05 – Operations and Support Services (e.g. 
Custodian, Food Service, Groundsworker) 

R07 – Clerical and Administrative (e.g. Administrative 
Support Assistant, Administrative Support 
Coordinator, Buyer, Library Assistant, Parking Officer, 
Payroll Technician, Police Dispatcher)

R09 – Technical and Support Services (e.g. 
Accountant, Administrative Analyst / Specialist,  
Analyst / Programmer, Animal Health Technician, 
Equipment Systems Specialist, Equipment Technician, 
Graphic Designer, Information Technology Consultant, 
Instructional Support Technician) 

https://www.csueu.org/Chapters/SanBernardino.aspx

https://www.csueu.org/Chapters/SanBernardino.aspx


Teamsters Local 2010 represents over 2,400 Skilled Trades Workers at 
California State and the University of California. We are electricians, 
elevator mechanics, plumbers, facilities workers and other trades workers 
who keep the school running smoothly and safely for staff and students.
Sample positions in R06 include the following:

• Air Conditioning/Refrigeration Mechanic
• Building Service Engineer
• Carpenter
• Electrician
• Locksmith
• Plumber

https://teamsters2010.org/

https://teamsters2010.org/


http://supapolice.org/

It is the primary objective of SUPA to vigilantly protect, promote, and improve the working conditions, legal 
rights, compensation and benefits of the California State University Police Officers, Corporals and Sergeants.

SUPA Values

Integrity: Safeguarding the legal rights, privileges and dignity of all people.

Trust: Maintaining the highest level of trust and honesty with those we serve by holding  ourselves to the 
highest standards of performance.

Commitment: Exhibiting the spirit of determination and dedication that leads to professionalism and the 
achievement of excellence in every endeavor.

Courage: Sustaining the mental, moral and physical strength necessary to carry us through the challenges of 
policing.

We remain resolute in our mission to “Protect and Serve”.

http://supapolice.org/


Associated Students Incorporated Box Office: Offers discount tickets to major 
theme parks, movie theaters and other special events. Visit: http://asi.csusb.edu

MUSIC BOX OFFICE
The department hosts several musical events throughout the year, typically jazz, string orchestra, 
symphonic band and choir. Performances are for our surrounding community to enjoy and for our 
students to gain performance experience. For more information, visit: http://music.csusb.edu/.

UNIVERSITY THEATRE
The Theatre Arts Department season includes three or four main stage plays and several lab 
productions during the academic year. For more information, visit: http://theatre.csusb.edu/

INDIAN WELLS THEATER- PDC
The department season includes three or four main stage plays during the academic year. For more 
information, visit: http://www.pdc.csusb.edu/eventsTheater.html

http://asi.csusb.edu , 

ASSOCIATED STUDENT INCORPORATED

http://asi.csusb.edu/
http://music.csusb.edu/
http://theatre.csusb.edu/
http://www.pdc.csusb.edu/eventsTheater.html
http://asi.csusb.edu/


The Robert And Frances Fullerton Museum of Art showcases our world-class 
collection of ancient Egyptian art and temporary exhibitions of contemporary 

art, featuring emerging and established artists alike. For more information, 
visit http://raffma.csusb.edu/index.html

State-of-the-art observatory and the only teaching facility of its kind in 
the Inland Empire. Houses two telescopes, an observation deck, seating 

and room for classroom facilities. 
Visitor Night the second Friday of each month from 7:00 pm- 10:00 pm!

For more information visit https://www.csusb.edu/observatory

Modern hybrid library providing services and resources current with 
technological innovations either in person of via the web. Services 
include; book and movie rentals, printing & copying, meeting room 

reservations, and innovation lab. 
For more information visit http://library.csusb.edu/index.html

http://raffma.csusb.edu/index.html
https://www.csusb.edu/observatory
http://library.csusb.edu/index.html


Pay Period Payday Direct Deposit Posting Dates

January 2019 1/30/2019 1/31/2019

February 2019 2/28/2018 3/1/2019

March 2019 3/29/2019 4/1/2019

April 2019 4/30/2019 5/1/2019

May 2019 5/30/2019 5/31/2019

June 2019 6/28/2019 7/1/2019

July 2019 7/30/2019 7/31/2019

August 2019 8/29/2019 8/30/2019

September 2019 9/30/2019 10/1/2019

October 2019 10/30/2019 10/31/2019

November 2019 11/27/2019 12/2/2019

December 2019 12/31/2019 1/2/2020

CSU’s paying agent is 
the State Controller’s 
Office (SCO). The SCO 
is responsible for 
generating all 
paychecks. 

All CSUSB employees 
are paid monthly and 
the pay days are 
dependent upon the 
type of pay and/or 
appointment 
processed.

December 2019 pay check will be dispersed in person, more details to be announced!

http://payroll.csusb.edu/index.html

http://payroll.csusb.edu/index.html


• SCO sends the checks to our Student Financial Services Office who then distributes the checks to 
each department after 3:00 p.m.; 11:00 a.m. at Facilities Services

• Copies of check stubs are not available (neither physical or online)  – keep your stubs,  Payroll can 
give printouts with pay stub info but are not official. Also, employees can use “View Paycheck” 
from Self Service in PeopleSoft

• Deductions can include Federal & State tax plus your retirement contribution 

• Social security and Medicare deductions based on the retirement plan you qualify for  (PST or 
CalPERS)

• Voluntary deductions may include parking, Tax Sheltered Annuity (TSA), Life Insurance, employee’s 
share of healthcare premiums, etc. 

• Always check pay stubs for accuracy



http://payroll.csusb.edu/index.html

This handout is included in your 

Onboarding materials

http://payroll.csusb.edu/index.html


 Faculty with one (1) year appointments, Staff, Hourly employees, and Students are 
eligible

 Employees on leave will have their direct deposit cancelled until they have returned to 
work

 Direct deposits are processed by the SCO and can take 30-45 days (i.e. two pay cycles)

 Handouts include Direct Deposit pay postings and a form to sign up

 Lost checks issued by the SCO and can take 3-5 weeks to replace

 Payroll Department cannot issue salary advances for lost checks



• Personal Holiday is earned on the day of hire and must be used by December 31st each year

• Sick and vacation accrual can be used in the pay period following the pay period earned

• Compensatory Time Off (CTO), Additional Day Off (ADO), and Holiday Credit (HC) can be used 
at any time after earned

• Non-exempt employees must use vacation and sick leave credits in partial hour increments; 
Exempt employees use full days

• Transfer of State Service credits (or leave credits) – to/from other CSU and State Agencies



https://weblogon.csusb.edu/cas/login?service=https%3A%2F%2Fmy.csusb.edu%2Fpaf%2Fauthorize

First, Click on MyEmployment Then you will see self-service options

https://weblogon.csusb.edu/cas/login?service=https://my.csusb.edu/paf/authorize


 Everyone must report time earned, used, or ‘No Time Taken’ each pay period

 Some departments are centralized – meaning the timekeeper’s enter all time

 Timekeeper’s review time entered and manager’s (MPP) approve the time

 Keep your address current with HR.  W2’s and other documents are mailed to the 
address on HR file

 W-2’s are issued by SCO – duplicates cost $8.50

 Jury Duty

 Each college and/or department has an assigned Payroll Technician but any Payroll 
Tech can answer your questions. The main Payroll line is extension is 75159

 More information available on Payroll’s website



Parking & Transportation Services is 
located in University Hall, Room 039.

Parking Enforcement: Permits are required for parking on the CSUSB campus at all times - 24 
hours a day, 7 days a week. All regulations i.e. 30 minutes, carpool, faculty/staff, service 
vehicles, disabled spaces are enforced 24 hours a day 7 days a week. Annual, Quarterly, and 
Daily Parking Permits are available. Annual and Quarterly permits may be purchased online on 
our purchase parking permit webpage.

A special permit/decal is required to park in Carpool spaces and Serrano, Arrowhead 
Village/University Resident Spaces. Daily Carpool permits are available at the Information 
Centers on University Parkway or Coyote Drive. A valid daily, quarterly or annual permit must 
be displayed along with the daily carpool permit.

Services Provided: Parking Services provides complimentary battery jumps and vehicle unlocks 
while at CSUSB. To utilize this service please call (909) 537-5165 or dial 75165 from any 
campus phone. Please have 1) make and model of vehicle, 2) License plate number, 3) Parking 
Lot and Row vehicle is parked in, and 4) proper identification.

Forget your parking pass? Proceed to the Parking Services Kiosk at the end of University 
Parkway, provide your CoyoteOne Card and ask for a temporary parking pass. Temporary 
Parking Passes available to employees up to three (3) times per academic year.

http://parking.csusb.edu/

https://csusb.t2hosted.com/cmn/index.aspx
http://parking.csusb.edu/


Parking & Transportation Services is 
located in University Hall, Room 039.

http://parking.csusb.edu/

Defensive Driving Test

The successful completion of a CSU approved defensive driving course is required every 
four (4) years for all State employees who will be driving a state vehicle or privately 
owned vehicle on official state business, including electric carts. This is mandated by the 
State for liability purposes.

Upon completion of the course, you will need to bring a copy of the Certificate of 
Completion, the Authorization to Use a State Vehicle form, and your driver's license to 
Parking Services & Transportation Services department (UH-039) to receive your 
Defensive Driving Card.

Employees must be 18 years of age or older and possess a valid California driver's license. 
The card should be carried with a valid Driver's License at all times. The Defensive Driving 
Card is not to be substituted for a valid driver's license. For further questions, please call 
us at (909) 537-5912.

http://parking.csusb.edu/
http://parking.csusb.edu/documents/Authorization_To_Use_State_Vehicle.pdf


➢ Eligibility:
▪ Faculty and staff, including student workers who utilize an alternative mode of 

transportation (e.g. carpool, vanpool, mass transit, bicycle, walk or Metrolink) at least 
two (2) days per week and arrive to work between the hours of 6:00am and 10:00am 
are eligible to participate.

▪ Employees must be half-time or more in an appointment that exceeds six (6) months.
▪ Students must register quarterly and provide a copy of their current class and work 

schedule signed by their supervisor at the time of registration.

➢ Incentives: 
▪ Receives $1.00 per day Coyote Cash loaded on your CoyoteOne Card quarterly; 

Coyote Cash is good at any eatery or retail store on campus excluding the ASI Box 
Office and the Coyote Pub

▪ Free Omni Bus Pass in lieu of CoyoteOne Card Incentives
▪ Preferential Parking in carpool designated parking spaces
▪ Guaranteed Ride Home (Emergency Basis) – Notification before 4:00pm is needed
▪ Online Carpool Match List – Assistance finding a rideshare partner
▪ Rideshare Member Benefits and Rewards Book

Parking & 
Transportation 

Services is 
located in 

University Hall, 
Room 039.



➢ Shuttle Service Between Palm Desert Campus (PDC) and San Bernardino (SB) campus:
▪ *Shuttle 1: Departs PDC at 6:15am and arrives at SB at 8:00am then departs SB at 

4:10pm and arrives at PDC at 5:30pm
▪ *Shuttle 2: Departs PDC at 7:50am and arrives at SB 9:20am then departs SB at 6:10 

pm and arrives at PDC at 7:40pm

*All times are subject to revision or change due to need, weather or traffic.

➢ Electric Vehicle Charging (EVC) Stations: 
▪ CSUSB has six (6) electric vehicle charging stations. EVC stations are located in Parking 

Structure East (level 1) , Parking Structure West (level 1) and Parking Lot C.
▪ The stations are available for faculty, staff, students, and visitors. 
▪ For more information on the EVC stations, please visit the following website at: 

ttp://sustainability.csusb.edu/Projects/EVChargingStations.html. 



For Staff and Faculty



Supporting Student Success

We help you every step of the way.



Software Resources

● Office 365
● ESET Antivirus
● Zoom
● Coyote Email
● Statistical Software
● IBM Watson
● Adobe Acrobat Pro 

DC
Visit: https://www.csusb.edu/its/software 



Technology 
Support Center

● Coyote OneCard
● Blackboard Help
● Student Email
● MyCoyote Portal
● Computer Labs
● Software Licenses
● Hardware Repair

PL-1108
Mon – Fri:   6am -12am

Sat & Sun:   7am to 7pm

Call: 909-537-7677.
Email: support@csusb.edu

Web: https://www.csusb.edu/its



ACCESSIBILITY SUPPORT

CSUSB MOBILE

DESKTOP SUPPORT

EMAIL SUPPORT

INFORMATION SECURITY

PROJECT MANAGEMENT

SOFTWARE

TECH CONSULTING

TELECOMMUNICATIONS

WEB SERVICES

Offered by Information 
Technology Services

BLACKBOARD SUPPORT

CLASSROOM SUPPORT

DISTANCE LEARNING

INSTRUCTIONAL DESIGN

INSTRUCTIONAL TECHNOLOGY

SPECIALTY SOFTWARE

VIDEO CONFERENCING



Call: 
909-537-7677.
Email: support@csusb.edu
Web:
https://www.csusb.edu/its



ACCESSIBILITY OVERVIEW 
FOR NEW EMPLOYEES



CSU Board of Trustees Executive 

Order (EO) 1111 

 Updated May 2018: CSU Board of 

Trustees Policy on Disability Support 

and Accommodations

 Supersedes EO 926 from 2004



Accessible Technology Initiative

 Coded Memorandum AA-2013-03 

 Three areas of improvement at each 

campus:

– Web

– Instructional Materials

– Procurement of Information 

Communication Technologies (ICT)



What is Accessibility?

 Defines the experience of users with disabilities 

accessing information

– Assistive technologies interpret webpages, program 

interfaces, electronic information

 How information, software, and content is designed

– Accessible content creation



WEB, DOCUMENT, AND 

MULTIMEDIA ACCESSIBILITY



Accessibility Overview

 Proper heading use & structure

 Images have alt attributes

 Descriptive links

 Check color contrast

 Ensure forms are accessible



Common Accessibility Snafus

 Click here is a commonly used non-descriptive link

 Color contrast is often second to aesthetics

 Using fonts that aren’t readable

 “Snazzy” flashy, bouncy, distracting animations 

http://www.csusb.edu/


ACCESSIBLE PROCUREMENT 

OVERVIEW



Accessible Procurement Overview

 Applies when purchasing Information Communication 

Technologies (ICT)

 Certain ICT is pre-approved and does not apply

 Review the process at the following website: 

csusb.edu/accessible-technology/procurement



Accessible Procurement Overview

 Requestor completes ICT Accessibility Review form

 Based on input impact is determined for review

– Low, medium, high impact

 Accessible Technology reviews product accessibility

– VPAT is reviewed, questions to vendor, Accessibility 

Roadmap, EEAAP

https://csusbprocurement.formstack.com/forms/accessibility


ACCESSIBILITY TOOLS



Grackle Docs Add-on in Google Docs



Web Accessibility Evaluation Toolbar

https://wave.webaim.org/


Accessible Technology Team

 Leon McNaught, M.S., 
CPACC, ATACP

– Accessible Technology Coordinator

 Kevin Cleppe M.S.

– Assistive Technologist: ATAC Lab 

 Christine Fundell, M.P.A., 
CPACC

– IM Accessibility Specialist

 Rosa Padilla, B.A., CPACC

– Web Accessibility Specialist

 Constance Jones M.A., ATACP

– ICT Accessibility Specialist





WRAP UP & QUESTIONS

Accessible Technology Team: accessibility@csusb.edu x75079

mailto:accessibility@csusb.edu


• Role of University Ombuds Officer

• When should I contact the Office of Ombuds

Services?

• Are there disputes Office of Ombuds Services 

does not address?

• What will I gain by coming to the Office of 

Ombuds Services?

• What does Confidentiality mean?

• Questions
http://ombuds.csusb.edu/

http://ombuds.csusb.edu/


AFSSA : http://afssa.csusb.edu/ - The mission of AFSSA is to promote awareness of 
Asian/Pacific American culture, and, to coordinate and promote activities leading to 
the betterment of Asian/Pacific Americans at CSUSB and beyond. Further, AFSSA 
aims to identify issues, advance equality and diversity on campus, and foster 
interaction and partnership between the university and the API community. 

To join please email: afssa@csusb.edu

ALFSS: http://alfss.csusb.edu/: The purpose of ALFSS is to encourage the involvement 
of students, staff, faculty and administrators of the University community in issues 
pertinent to Latinos.

To join please email alfss@csusb.edu

BFSSA: https://www.csusb.edu/bfssa: The mission of Black Faculty, Staff and Student 
Association is to represent the interests of Black students, faculty, staff and 
administrators, and to support the academic mission of the university.

To join please email bfssa@csusb.edu

LQBTQA:  http://lgbtqa.csusb.edu/: The mission of the LGBTQA Faculty, Staff and 
Student Association is to create and ensure a welcoming, safe, and supportive 
environment for our LGBTQQIAAP campus community while providing events that 
support CSUSB's mission of diversity, inclusion and social justice.

To join please email jhonn@csusb.edu

Coyote Dreamers Ally Network: CDAN is a network of faculty, staff, and community 
members committed to providing services to the undocumented and DREAMers 
student body at CSUSB. 

To join please email coyote.dreamers@gmail.com

For more: 
www.csusb.edu/diversity-

inclusion

http://afssa.csusb.edu/
mailto:afssa@csusb.edu
http://alfss.csusb.edu/
mailto:alfss@csusb.edu
https://www.csusb.edu/bfssa
mailto:bfssa@csusb.edu
http://lgbtqa.csusb.edu/
mailto:jhonn@csusb.edu
mailto:coyote.dreamers@gmail.com


The Cal State San Bernardino Coyotes are a member of the National Collegiate Athletic 
Association (NCAA) since athletics became a recognized facet of the university in the fall 
of 1984.

MEN'S SPORTS
• Baseball
• Basketball
• Golf
• Soccer

WOMEN'S SPORTS
• Basketball
• Cross Country
• Soccer
• Softball
• Volleyball
• Track and Field
• Cheer and Dance

CSUSB Premier Soccer Field with Coussoulis Arena, tennis courts, softball 
field, pool in background.

http://csusbathletics.com/index.aspx

http://csusbathletics.com/index.aspx


The mission of the Recreational Sports Department is to provide a variety of safe and 
enjoyable programs and facilities to meet the diverse needs of the CSUSB community by 
creating a healthy social environment, enriching the quality of life and enhancing the 
educational experience.

➢ Aquatics and Climbing Wall

➢ Treadmills, Elliptical, Bicycles, and Free Weights

➢Outdoor Activities and Personal Training (Fee may apply)

➢ Group Exercise Classes (Hip Hop, Yoga, Zumba) 

Membership Rates:

Annual: $140.00

Academic Year (Sept-
June only): $125.00

Quarterly: $45.00

Monthly: $30.00

Daily: $5.00

http://www.csusbrecsports.com/

http://www.csusbrecsports.com/


The Department of Risk Management includes Environmental Health and Safety, Emergency 
Management/Business Continuity, Worker’s Compensation, Insurance, and Risk Management

Risk Management
Mitigates risks and reduce their associated costs that may have a negative impact on the mission 
of the University. For more information please visit us at: http://riskmanagement.csusb.edu/

Workers’ Compensation
Ensures that all components of the workers’ compensation program are effectively meeting the 
needs of the injured worker with the highest degree of integrity. For more information please 
visit us at: www.csusb.edu/ehs/forms

Environmental Health and Safety 
Identifies and eliminates hazards and provides safety training to promote a safe and secure 
environment on campus. For more information please visit us at: www.csusb.edu/ehs

Emergency Management/Business Continuity 
Establishes procedures, protocols, and plans to ensure the effective management of campus 
operations during emergency situations. For more information please visit us at: 
http://riskmanagement.csusb.edu/emergencymanagement/

Preparedness Reference Guide 
Please read the Preparedness Reference Guide to provide direction and instruction in the event of 
an emergency on campus. The guide may be referenced here:
http://riskmanagement.csusb.edu/emergencymanagement/preparednessReferenceGuide.html

http://riskmanagement.csusb.edu/
http://www.csusb.edu/ehs/forms
http://www.csusb.edu/ehs
http://riskmanagement.csusb.edu/emergencymanagement/
http://riskmanagement.csusb.edu/emergencymanagement/preparednessReferenceGuide.html


If you see 
something, say 

something!

Strives to provide professional "Quality Service" with honor, integrity, and 
a commitment to excellence to the community. We perform our mission 
through diligent crime prevention, victim assistance, disaster 
preparedness, and problem-oriented policing. We strive daily to live by our 
department motto, "Campus Safety through Service". 

Campus Escort Service
• Dispatches a Community Service Officer to escorts you by foot, 

department golf cart, or state vehicle to your vehicle. 
• Available 24 hours a day, 7 days a week
• To request service, call (909) 537-7777 or extension 7777. 

Emergency Notifications
• Emails sent to campus listserv
• Alert notifications sent as text messages

Webpage: http://police.csusb.edu/
Active Shooter Video: https://www.youtube.com/watch?v=XYHBTMeXsC4&feature=youtu.be

http://police.csusb.edu/
https://www.youtube.com/watch?v=XYHBTMeXsC4&feature=youtu.be


Located in the Santos Manuel 
Student Union, Room 103.

The CSU does not discriminate on the basis of sex, gender, or sexual orientation in its 
education programs or activities. Title IX of the Education Amendments of 1972, and certain 
other federal and state laws, prohibit discrimination on the basis of sex, gender, or sexual 
orientation in employment, as well as all education programs and activities operated by the 
University (both on and off campus), and protects all people regardless of their gender or 
gender identity from sex discrimination, which includes sexual harassment and sexual violence.

➢ Sex Discrimination ➢ Sexual Harassment
➢ Sexual Violence ➢ Sexual Assault
➢ Sexual Battery ➢ Rape
➢ Concept of Consent ➢ Acquaintance Rape
➢ Provides on- and ➢ Domestic Violence

off-campus resources

Please read this document for self-education, and also become an advocate to those who may 
be affected by discrimination on the basis of sex, gender, or sexual orientation. 

https://www.csusb.edu/title-ix

https://www.csusb.edu/title-ix


Title IX prohibits discrimination against a student based on:

➢ Pregnancy
➢ Childbirth
➢ False Pregnancy
➢ Termination of Pregnancy or
➢ Recovery from any of these conditions

❖ CSUSB does not exclude a pregnant student from participating in any part of 
an educational program

❖ CSUSB will excuse a student’s absence due to pregnancy or childbirth for as 
long as her doctor deems medically necessary

❖ Upon returning to school, the student will have the same academic status, 
and accommodations will be made to complete course work

Title IX and 
Gender 

Equity Office 
is located in 
the Santos 

Manuel 
Student 
Union 

(SMSU), 
Room 103. https://www.csusb.edu/title-ix

https://www.csusb.edu/title-ix


Need CSUSB Swag? Check out the Coyote Bookstore! 

Official CSUSB apparel and other promotional items including:

➢ Hats, Polos, Sweatshirts, T-Shirts, Shorts 

➢ Drinkware, Writing Instruments, Keychains

➢ Banners, Beach Towels, Diploma and License Plate Frames

➢ Books, Binders, Notebooks, Stationary, Gift Cards

➢ Computers (MacBooks, Net Books, Tablets) and Accessories 

Employee Incentive: 10% discount with staff ID (excluding food items) and up to a 20% discount 
on department orders.

Contact Information:
Phone: (909) 537-3966

Email: coyotebooks@bkstr.com
Website: http://www.bkstr.com/csusanbernardinostore/home/

Open Monday – Saturday, closed on Sundays. Call or check out website for 
specific hours of operation since it varies by term.

mailto:coyotebooks@bkstr.com
http://www.bkstr.com/csusanbernardinostore/home/


LifeMatters®

Understanding Your EAP and
Work/Life Benefits



LifeMatters services are provided by Empathia Pacific, Inc. (Empathia), 
and supports emotional well-being, safety and productivity in the 

workplace.

About LifeMatters®

➢ Emotional Distress

➢ Stress & Anxiety

➢ Drug/Alcohol Abuse or 
Misuse

➢ Family Conflict

➢ Separation/Divorce

➢ Coping skills

➢ Communication issues

➢ Parenting

➢ Child Care 

➢ Elder Care

➢ and so much more…



➢ FREE company-sponsored benefit provided at no cost to you, your 
dependents or any members of your household.

➢ Unlimited access to a 24/7 Care Center staffed in-house by Empathia with 
trained EAP counselors who are available to provide immediate assistance 
with service requests and connect customers with EAP resources.

What Can You Expect From LifeMatters?



➢ Up to six (6) face-to-face counseling sessions, available on a per problem basis with a 
licensed counselor, close to work or home.

➢ An array of Work/Life resources to assist faculty and staff employees and 
family/household members in achieving overall work/life balance.

➢ A comprehensive website at www.mylifematters.com.The website offers a robust 
selection of resources, tools, and information on a variety of topics.

What Can You Expect From LifeMatters? (continued)



➢ CONFIDENTIAL consultation for faculty, staff members, and family/household 

members provided by phone and face-to-face.

➢Reporting child and/or elder abuse

➢Being at risk to oneself

➢Being at risk to others

➢Relating illegal acts or threats to the organization

➢ Professional problem identification.

➢ Short-term counseling and/or community referral and follow-up to support 

resolution.

How Can LifeMatters Help?

http://integritystl.com/tag/integrity-st-louis/page/2/


➢ Marriage, Family and Child Therapists

➢ Support Groups

➢ Psychologists

➢ Psychiatrists

➢ Physicians

➢ Addiction Specialists

➢ Vocational Counselors

Community Resource Referrals



Work/Life Services

Consultation, information and referrals are available 

for:

➢ Child care

➢ Elder care

➢ Education

➢ Adoption

Online self-serve locators



Healthy Living Services

➢ A tobacco cessation program

➢ Stress management tips

➢ Health and wellness articles and 
tips

➢ An online self assessment 
program



Financial

➢ Unlimited financial consultation with 
certified financial representatives

➢ Debt consolidation, credit report 
reviews, budgeting, financial planning

➢ Online educational materials and 
financial calculators

➢ Identity theft assistance

Legal

➢ Free initial consultation for divorce, custody, 
real estate, personal injury, estate planning 
and adoption

➢ Will kits for simple wills

➢ 6 page document review

➢ Phone call or letter prepared by attorney to 
resolve simple disputes

➢ Online templates and forms

Financial and Legal Consultations



Convenience Resources

Telephonic convenience resources and 
referrals:

➢ Home repair

➢ Travel planning

➢ Wellness

➢ Entertainment services

➢ Pet sitting

➢ Apartment locators



mylifematters.com

Information & Resources

➢ Topical libraries & “Get Prepared” 
resources

➢ Calculators

➢ Quizzes, videos, self-tests

➢ Monthly health updates& tips

Interactive Online Learning

➢ Monthly and archived webinars

➢ E-learning sessions

Password:  CSUSB



➢ Stress Reduction

➢ Goal Strategies

➢ Time Management

➢ Communication

Coaching for Staff Members

➢ Assertiveness

➢ Conflict Management

➢ Rapport-building….and more



Includes Family – For individuals, their dependents and 
household members

Free – There is no cost for LifeMatters services

Voluntary – Use is at the discretion of the individual

Confidential – Within the limits of the law

Personalized referrals – For on-site or off-site in-person 
assistance

Points to Remember



800-367-7474
mylifematters.com

Password:  CSUSB

Free • Confidential • Professional

Provided by Empathia Pacific, Inc.

Language assistance services in your preferred spoken and written
languages are available at no cost by calling 1-800-367-7474

LifeMatters®



Onboarding at CSUSB | Marissa Boles



Strategic Plan 2015 - 2020
• Goal 1 - Student Success

• Goal 2 – Faculty & Staff Success

• Goal 3 – Resource Sustainability & Expansion

• Goal 4 – Community Engagement & Partnerships

• Goal 5 - Identity

Goal 2: Faculty & Staff Success
• Objective 5: By 2017, develop a plan to increase training opportunities for staff

• Strategy: Through a university committee, create and implement a staff development 
and training plan by 2017.



Mission / Purpose

The Staff Development Center promotes 

and encourages opportunities for 

professional and personal growth.

https://www.csusb.edu/staff-development-center



Learning Opportunities

Coyote Learning
Circle



1:1 Appointments: Career Discussion



Staff Development Center Website
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Coyote Notes – Summary of 

Information

New Employee Welcome Reception 

Onboarding Session Evaluation




