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Welcome to Minot State University!

Minot State University is a public university
dedicated to excellence in education, scholarship
and community engagement achieved through
rigorous academic experiences, active learning
environments, commitment to public service, and
a vibrant campus life.

Minot State University will:

» Deliver high-quality education where, when, and how
it is needed to a diverse, multi-generational student
population.

* Prepare students and the institution for the evolving
social and technological challenges of the world.

* Inspire scholarship and creative activity among
students, faculty, and staff.

 Empower graduates with a distinctive combination of
professional expertise and broad-based education to
support varied careers and productive lives.

MSU Beaver Mascot



MSU Benefits Package

Minot State University is proud to offer a comprehensive benefits package

designed to meet the needs of employees and their families. The University

offers fully paid family health insurance with a range of options for dental,
vision, life insurance, disability, long-term care, employee wellness,

retirement/pension, tuition waivers, professional development programs and

much more.

MSU’s benefits package is housed under the North Dakota Public Employees
Retirement System (NDPERS). www.ndpers.gov/member-self-service-mss
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https://www.ndpers.nd.gov/active-members

Benefit Eligibility

MSU provides benefit-eligible employees a full package of benefits including medical,
dental, vision, life, long-term disability and flexible spending account options.

Benefit eligible employees are those who
meet the following requirements:

* Working more than 20 hours per week for 20
weeks or more in a calendar year

* Filling a regularly funded and approved position
When these conditions are met, an employee

remains eligible for benefits for the full calendar
year.

Benefited employee, spouse & dependents:

* Must enroll within 31 days of employment or 31 days of
involuntary loss of other health insurance or wait for open
enrollment period

* Dependents are covered until age 26

* Married dependents are not eligible to enroll their spouse
or children

* If you are claimed as a dependent on someone else’s taxes,
are covered by Medicare or a Flexible Spending Account,
you are not eligible to enroll in a High Deductible Health
Plan.

Health benefits begin on the first day of the month following the date of hire.
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NORTH DAKOTA

Benefit Registration

RETIREMENT SYSTEM

MSU benefit programs are administered by NDPERS (North Dakota Public
Employees Retirement System). During your first week of employment, you will
receive an email from NDPERS Member ID office with a link and temporary
password for enrollment. (They will also send your login information via Mail)

€ C ) | ® httpsy/ndpers.nd.gov
North Dakota = "¢-9°v
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Complete the form(s) = Sy

Download Now

Detailed benefit information is
available at: www.nd.gov/ndpers

Click on the active member tab to
review benefit options.

Attend Training & Events Birth, Adoption or Legal Guardianship
* Change My Personal Information Death
Enroll, Change or Leave NDPERS Plans * Disability

« i
. ;
« Estimate My Retirement Benefit * Joining or Leaving Employment
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https://ndpers.nd.gov/
https://ndpers.nd.gov/
https://ndpers.nd.gov/
http://www.nd.gov/ndpers

Benefit Registration

NORTH DAKOTA

PUBLIC EMPLOYEES
RETIREMENT SYSTEM

Welcome to the PERSLink Member Self Service (MSS).

NDPERS registration page

Select “NDPERS Plans”

When you have selected
the plan you would like to
enroll in, your status will
change to “enrolled”.

North Dakota
gin
Already Registered - Not Sure? New to North Dakota Online Services?
Morth Dakota Login: Register Now?
Fargot Lagin
Password: Benefits of North Dakota Login

Foroot Pessword = Ona Neorth Dakota Login and password to access
multiple ND Online Services

* Register once for secure access to State services
Update your aceaunt
MNeed help? Read through the FAQ.

For assistance with this North Dakota Login, contact the Service Desh.

NDPERS Plans

e
Enroll, Update or View Plans

Benefit Plans that you are enrolled in

Plan Name Status  Reguest Status
Deferred Compensation Enrolled
Health Insurance Enralled
Dental Insurance Enrolled
Vision Insurance Enralled
Life Insurance Enrclled

Employee Assistance Program Enrclled
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https://ndpers.nd.gov/

Medical S‘ALI\EIFE?BD

Sanford Health is the medical carrier

North Dakota
Public Employeos
Retiroment System

A e A

MSU offers two medical care options: - 2
NDPERS PPO u 2NN

1. PPO/Basic (Dakota Plan)

PPO/Basic
2. High Deductible Health Plan (HDHP) /
Health Savings Account (HSA) Grandfathered
Plan

e (Cards are mailed to the home address

* The PPO/Basic plan is the most common plan with
copays and in-network provider visits without
referrals. sttt e

* When an employee selects an HDHP, he/she incurs
a higher deductible expense.

NDPERS
High
Deductible
sy HeAaIth F:‘!ap

g~ and services provi
4 by this plan

* The premium paid by the university for the HDHP is : :
lower, and the premium savings is contributed to a ngh Deductible
Healthcare Savings Account (HSA) for the employee  Health Plan
to pay out-of-pocket medical expenses. (H DH P)

* NDPERS will make monthly employer contributions
totaling $1061.52/year (588.46/month) for single
coverage and $2,568.72 /year (5214.06/month) for
family coverage .
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https://www.ndpers.nd.gov/active-members/insurance-plans-active-members/health-insurance-plans-active-members/high-0
https://www.sanfordhealthplan.org/ndpers
https://www.ndpers.nd.gov/sites/www/files/documents/members-additional-information/all-health/ppo-basic-grandfathered-grid.pdf
https://www.ndpers.nd.gov/sites/www/files/documents/members-additional-information/all-health/hdhp-ngf-grid.pdf

Health Savings Account (HSA)

A Health Savings Account (HSA) enables you to set
aside pre-tax dollars to pay for qualified medical
expenses for both individual and family.

«  Must be enrolled in the High Deductible Health Plan (HDHP)
Automatic enrollment with HDHP
Balances can be carried over from year to year
Additional contributions can be made to fund the account

If you are claimed as a dependent on someone else’s taxes, are
covered by Medicare or a Flexible Spending Account, you are not
eligible to enroll in a High Deductible Health Plan.

For 2024, the limits are:

*Single HDHP Coverage: $4,150
*Family HDHP Coverage: $8,300
*Age 55+Catchup: $1,000

Once you select HDHP coverage, Sanford Health, the HSA Plan Administrator, will send you
information on how to make additional contributions, access your HSA account and how to submit
claims for reimbursement.
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Contact Information AN D)

For health insurance cards, coverage and claim gquestions, contact Sanford
Health at 800-499-3416.

Sanford Member Portal: https://www.sanfordhealthplan.org/ndpers

Contact the MSU Payroll & Benefits Office:
Phone: 701-858-3225
Email: renee.tribitt@minotstateu.edu
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https://www.sanfordhealthplan.org/ndpers
mailto:renee.tribitt@minotstateu.edu
https://www.sanfordhealthplan.org/ndpers

AFLAC

Cassie Loard, Independent Associate

Address: 1370 20t Ave SW
Minot ND 58701

Email: Cassandra loard@us.Aflac.com

Phone: 701-237-1324 or 800-992-3522



mailto:Cassandra_loard@us.Aflac.com

Dental Insurance

www.deltadentalmn.org

Delta Dental PPO™ & Covered Services Plan Coverage Coinsurance
Delta Dental Premier® Preventive and 100% 0%
diagnostic
2023 Monthly Premium RAtEs |
Employse: 541.00 Oral Surger 80% after $50
Employee + Spouse: $79.12 S0 dedouctible 20%
Employee + Child(ren): SO186 |
Family: 5130.82 80% aft 50
Endodontics %a .er$ 20%
deductible
For a complete list of covered services and Major Restorative 50% 50%
Ilmitatlons/exclusm)nsl please refer to the ..........................................................................................................
Dental Benefit Plan Summary. Orthodontics $1,500 Max. 50%

This form is filled out online through
NDPERS

Contact Delta Dental for coverage questions at 1-800-448-3815
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https://www.deltadentalins.com/
https://ndpers.nd.gov/active-members/insurance-plans/dental/
http://www.deltadentalmn.org/

Dental Insurance

The Advantages of our Elite Choice PPO Dental

2023 Plan Year Premiums Per Month

Employee Only s3020 Plan: o
Employee + 1 Dependent s74.16 * No Annual Deductible in network
Employee + 2 or More Dependents 5123.60 * No Waiting Periods

$2,000 Annual Benefit Maximum
Affordable monthly Premiums
Large statewide PPO network

If you are deciding for the first time EMI Health dental plan is the right one for
you, or if you need to add or delete dependents, or make any other changes
to your dental insurance, you must complete the following forms . This form
is filled out by paper through the Payroll Department.

Visit EMI Health website for more information


https://www.minotstateu.edu/hr/Minot-State-Univeristy-BTS-NDE34978-Enrollment-Form.pdf

Vision Insurance

NDPERS Vision Summary

Copays Monthly premiums Services/frequency
Exam 20 Individual Only $5.03 Exam 1 per calendar year
Materials' 535 Individual & Spouse $10.06 Frame 1 per calendar year
Contact lens fitting 535 Individual & Child(ren) . Contact lens fitting 1 per calendar year
(standard & specialty) Lenses 1 pair per calendar year

Family (employee, spouse, & child{ren) $14.19
yISmployee, s Contact lenses 1 allowance per calendar year

Benefits through Superior National network

In-network Out-of-network
Exam (ophthalmologist) Covered in full Lp to 345 retail
Exam (optometrist) Cowvered in full Up to 345 retail
Frames 575 retail allowance Lp to 540 retail
Contact lens fitting (standard?) Covered in full Mot covered
Contact lens fitting (specialty<) 350 retail allowance Mot covered
Lenses (standard) per pair
Single vision Covered in full Lp to 335 retail
Bifocal Cowvered in full Lip to $50 retail
Trifocal Covered in full Lip to 370 retail
Progressives lens upgrade See description® Lip to 370 retail
Contact lenses* 5100 retail allowance Up to $100 retail

Contact Superior Vision for coverage questions at 1-800-507-3800
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https://www.ndpers.nd.gov/active-members/insurance-plans-active-members/vision-insurance-active-members

ASL

FLEX

Flexible Spending Accounts (FSA)

A Flexible Spending Account (FSA) is an Learn More
employee benefit that allows you to

save pre-tax dollars to pay for eligible

health care and dependent care

expenses for you and your family. EXAMPLE :
E v Without With
There are two types of FSAs: $4,000 daycare FSA FSA
$2,000 health care
1. The Health Care FSA is used to pay
for eligible out-of-pocket medical Annual Income $60,000 $50,000
expenses not paid by insurance or s
re-iax
other sources. hstinssoy oty $0 $6,000
2. The Depe.nFient Cgre FSA is used to Taiabld ocme $50,000 $44.000
pay for eligible child or elder care
expenses including daycare, Estimated 30% Taxes | $15,000 $13,200
before-/after-school care and
summer day camp. EXTRA MONEY |so $1,800

3.  Form must be filled out annually.
Does not automatically renew.
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https://ndpers.nd.gov/active-members/insurance-plans/flexcomp-plan/
https://enroll.asiflex.com/select010.aspx

Life Insurance / Long Term Disability

Life Insurance VOYA

Eligible M5SU employees are provided with a basic life insurance plan of 512,000 at no additional cost. The guarantee
issue limit is 5300,000. With an option to purchase additional insurance, in $5,000 increments, up to $600,000. This
level of coverage is subject to medical underwriting and approval from Voya.

Supplemental life insurance may be purchased under the North Dakota State plan. View rates and coverage amounts.

= State Life Insurance Summary of Coverage
=  Beneficiary Designation Form

Long-Term Disability Insurance

Employees receive long-term disability insurance as part of their benefits package. There are two options for long-term
disability insurance based on the retirement plan the employee participates in, either TIAA or NDPERS.

Standard Plan

» Standard Long-Term Disability Insurance (applies to employees enrolled in TIAA retirement plan)

» Standard Long-Term Disability Insurance Brochure

NDPERS Plan

= NDPERS | ong-Term Disability Benefits
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https://www.voya.com/

Open Enrollment & Qualifying Events

Learn More

Open Enroliment
NDPERS conducts an open enrollment in the fall of each year (October to

November) with coverage effective January 1 of the following year. During the
open enrollment period, benefit eligible employees may enroll or change their

health insurance options.

Qualifying Event

At any time of the year, certain life events, like marriage, having a baby, or loss of
other health coverage makes you eligible for enroliment in health care outside of

the open enrollment period.

If you have any questions, please contact the Payroll & Benefits Office at ext. 3334 / 3225 or
email renee.tribitt@minotstateu.edu
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https://ndpers.nd.gov/i-want-to/enroll-change-ndpers-plans/

Employee Assistance Program :wil

BUSINESS INSTITUTE
EMPLOYEE ASSISTANCE PROGRAM

Learn More

An Employee Assistance Program (EAP) is an employer-sponsored service designed to assist
employees, their spouses and their dependent children in finding help for emotional,
drug/alcohol, family, health and other personal or job-related problems. The services are
provided at no cost to the employee and are strictly confidential.

= Contact Information: 1.800.627.8220

Monthly
Newsletters

YUU’%%
itef ANME
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https://www.thevillagefamily.org/
https://www.thevillagefamily.org/

Employee Wellness

MSU supports a vibrant culture and encourages a healthy lifestyle
for its community. Each month, MSUWell offers a broad range of
speakers, training programs, seminars and events to suit any
lifestyle.

Three Hours of Wellness Time

* Non-exempt regular staff employees may participate in wellness
activities with release time of no more than three hours per
week with the supervisor’s approval and as work allows. Taking
a class during business hours constitutes as using wellness
release time.

* Exempt staff and faculty may participate in wellness activities as
their schedules allow but should use three hours per week as a
guide for their own release time.

Get rewarded for getting healthy with the NDPERS Dakota
Wellness Program. A $250 Benefit is available to all eligible
members and their covered spouses participating in the NDPERS
group health insurance plan. This benefit is taxable as established
by the Internal Revenue Service (IRS).

The MSU Wellness Center is a state-of-the-art facility providing
exercise equipment, weight rooms, intramural gym space, group
exercise classes, rock climbing, locker rooms, and wellness events.

MSU Wellness Center

Learn More
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https://www.minotstateu.edu/wellness/index.shtml
https://www.minotstateu.edu/wellness/services.shtml

Retirement Plans

MSU offers two retirement plans depending on an employee’s classification:

/\  NORTH DAKOTA

1. North Dakota Public Employee Retirement System (NDPERS) TLRE BBlceoveEs
* Employees eligible for this plan are classified staff.

* Participants are automatically enrolled.
* All staff employees (Bands 4000-7000) participate in NDPERS

2. Teachers Insurance Annuity Association (TIAA) (TTIAA

* Employees eligible for this plan are faculty and administrative/professional.
* Participants must enroll at TIAA.org/MINOTSTATE
*  Faculty and Administrators (Bands 0000-3000) participate in TIAA

MSU offers supplementary voluntary plans including 403B and 457 deferred
compensation plans.
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http://tiaa.org/MINOTSTATE
https://www.tiaa.org/public/tcm/MINOTSTATE
https://ndpers.nd.gov/active-members/retirement-plans/defined-contribution/

NDPERS Plan {\, ronmoaora

VU ®N RETIREMENT SYSTEM

. . NDPERS
NDPERS - Defined Benefit Plan The plan for staff is a Define Benefit Hybrid Plan.
Employee Contribution 3.00% * For detailed information about this plan, please
MSU Contribution 12.26% refer to the NDPERS Retirement Plan.

o o
Total Contribution 15.26% * The lifetime, monthly benefit is calculated

based on a formula.

Employees are required to enroll online at NDPERS

* NDPERS offers numerous training programs
throughout the year, including one-on-one
consultations.

* Each eligible new hire receives notifications

P|an Handbook Overview and personal plan comparisons. For questions,
contact NDPERS at 701-328-3900.

* NDPERS offers a voluntary/supplemental 457
Deferred Compensation plan that allows pre-
tax deferrals subject to annual federal limits.

* NDPERS provides a Quick Enrollment option for
the NDPERS Companion Plan administered by

TIAA.
L
MINOT
STATE

UNIVERSITY



http://tiaa.org/minotstate
https://ndpers.nd.gov/
https://www.ndpers.nd.gov/active-members/retirement-plans-active-members/defined-benefit-hybrid-retirement-plan-main-active
https://www.ndpers.nd.gov/sites/www/files/documents/members-additional-information/all-defined-benefit/db-plan.pdf#page=26
https://ndpers.nd.gov/active-members/retirement-plans/457-deferred-compensation/
https://ndpers.nd.gov/
https://ndpers.nd.gov/login
https://www.ndpers.nd.gov/sites/www/files/documents/members-additional-information/all-defined-benefit/db-plan.pdf
https://ndpers.nd.gov/active-members/retirement-plans/defined-contribution/

TIAA Plan TIAA

TIAA Contribution Employee MSU Total TIAA
by Years of Service Contribution Contribution Contribution The plan for faculty and
administrative/professional staff is a
401(a) defined contribution plan.
Less than two years 3.5% 7.5% 11%
* Inthis plan, employees may select
h h . . . from different investment options,
Years 3 through 10 4.5% 12.5% 17% passive or active.
More than ten years 5.0% 13.0% 18% * Participants in this is plan make
contributions which are matched

(Non-broadbanded executives and administrators, professors, and associate professors start at the according to years of service.

rate for years 3 through 10. Years of service may include years with MSU, years with TIAA at a different
institution, and previous years with the NDPERS defined benefit plan or the Teacher’s Fund for * Participants are vested
Retirement (TFFR).) immediately.

* Voluntary/Supplemental plans,
including 457 and 403b, allow pre-
tax deferrals subject to annual
federal limits.

Participants in this plan must create an account at tiaa.org/minotstate.
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http://tiaa.org/minotstate
https://www.tiaa.org/public/tcm/MINOTSTATE

TIAA Intro Video

Watch TIAA Introduction

https://www.brainshark.com/tiaa-cref direct/MinotState

Need additional help with retirement
planning?

You call 800-732-8353, weekdays, 8
a.m. to 8 p.m. (ET) to schedule a one-
on-one session with a TIAA Financial
Consultant.

Or you can schedule online at
TIAA.or/schedulenow.

Check the HR Homepage for live and
on-demand webinars as well as other
retirement planning events.
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http://tiaa.org/minotstate
https://www.brainshark.com/tiaa-cref_direct/MinotState
https://www.brainshark.com/tiaa-cref_direct/MinotState?nodesktopflash=1
https://www.brainshark.com/tiaa-cref_direct/MinotState
https://www.tiaa.org/public/tcm/MINOTSTATE
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https://www.minotstateu.edu/hr/_documents/staff_handbook.pdf

Employment at Minot State

Probationary Period:
* All new staff are on a probationary employment period for their first 6 months.
* Supervisors have the discretion to extend the probationary period if

necessary.

Conflict of Interest:

* A conflict of interest arises when a University employee is involved in an
activity, commitment, or interest that adversely affects, compromises, or is
incompatible with the obligations that the employee has to MSU.



https://ndusbpos.sharepoint.com/:w:/s/NDUSPoliciesandProcedures/EZ6IuB_a_q1Dta4JTwB2kCYBNpiO-cxGkZdkmpgdFRw4ww?e=QXcbrg
https://www.minotstateu.edu/hr/_documents/policies/conflict-of-interest.pdf

Equal Opportunity Employer

* MSU prohibits, harassment, discrimination and/or
retaliation in admissions, employment and access to
University programs and activities on the basis of race,
color, religion, age, gender expression/ identity, sex, sexual
orientation, genetic information, marital status, national
origin, citizenship status, physical or mental disability,
pregnancy, public assistance status, spousal relationship to
current employee, status as a U.S. veteran, participation in
lawful, non-conflicting to core interests, activity off MSU’s
premises during nonworking hours, or other protected
characteristics under federal, state, or local law.



Workplace Policies

Americans With Disabilities Act

MSU complies with the Americans with Disabilities Act of 1990 and promotes an inclusive
environment while preventing discrimination in employment and education, whether physical or
mental, of qualified individuals with or without a reasonable accommodation.

Code of Conduct

MSU supports an educational environment where all members of the campus community
contribute to a positive work culture through professionalism, courtesy and mutual respect.
Each employee is expected to conduct himself/herself in a businesslike manner and in
accordance with the highest levels of honesty, integrity and ethical behavior when conducting
University business. MSU does not tolerate harassment, discrimination, retaliatory behavior, or
sexual misconduct in violation of federal or state law, or applicable system policy.

Anti-Harassment

MSU prohibits all forms of harassment and retaliation for protected activity (such as
reporting alleged harassment or providing information related to a grievance). MSU is
committed to taking action to (1) stop it; (2) remedy its effects; and (3) prevent its
recurrence. Any employee who feels that they have been subjected to prohibited
harassment is encouraged to report the situation to before it becomes severe or
pervasive.


https://www.minotstateu.edu/hr/_documents/policies/americans-with-disabilities-act.pdf
https://www.minotstateu.edu/hr/_documents/policies/code-of-conduct.pdf
https://www.minotstateu.edu/hr/_documents/policies/anti-harassment-policy1.pdf

Workplace Policies

Drug Free Workplace:

* The university prohibits the use, possession and/or sale of alcoholic
beverages or illegal drugs in classrooms, laboratories, bathrooms, offices,
residence halls, university housing units, athletic facilities, university
vehicles, other campus building areas, public campus areas or in outdoor
campus areas.

Workers Compensation

* Minot State University (MSU) recognizes that the safety, health and well-
being of its employees is of utmost importance. To this end, a priority will
be placed on the prevention of accidents and occupationally incurred
illnesses. It is the responsibility of every employee to work in a safe manner,
and to intervene when others are performing in an unsafe manner.

e If you are injured or may have an injury, make sure to file a First Report of
Injury with WSI within 24 hours of the incident.



https://www.minotstateu.edu/hr/_documents/policies/substance-abuse.pdf
https://www.minotstateu.edu/hr/_documents/policies/workers-compensation.pdf

Title IX and Sexual Harassment

Sexual Harassment

* Sexual harassment is a form of discrimination that violates Title VIl of the Civil Rights Act of 1964. Sexual
harassment consists of unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature that explicitly or implicitly affects an individual’s employment,
unreasonably interferes with an individual’s work performance, or creates an intimidating, hostile, or
offensive work environment. Employee training is mandatory on an annual basis.

Title IX

Minot State University adheres to all federal, state, and local civil rights laws prohibiting sex-based
harassment in employment and education. The University does not discriminate in its admissions

practices (except as permitted by law), in its employment practices, or in its educational programs or
activities on the basis of sex/gender.

Title IX Coordinator: Dr. Lisa Dooley, lisa.dooley@ndus.edu, 701.858.3447



https://www.minotstateu.edu/title9/campus-policy.shtml
https://www.minotstateu.edu/title9/campus-policy.shtml
mailto:lisa.dooley@ndus.edu

Pay Day:
* Employees are paid twice a month, on the 15th and the last day of the month.

If payday falls on a weekend, then the payday is the last workday prior to the
weekend. There is a two-week lag in payroll. If hired on the first of the month,
the first paycheck would be on the last day of the month. Paychecks are

processed via direct deposit.

Time Reporting:

* Both exempt and non-exempt employees use TLAB. Non-exempt employees
must record any overtime work for the week, which is then approved by the
supervisor. Both exempt and non-exempt employees request time away from
work (sick, vacation, funeral, etc.) in the system. The supervisor will receive a

notification and process the approval.



Holidays

The State of North Dakota observes the following ten holidays:

New Year’s Day Martin Luther King Day
President’s Day Good Friday

Memorial Day Independence Day
Labor Day Veteran’s Day

Thanksgiving Day Christmas Day



| eave Benefits

e Sick Leave

All staff employees earn sick leave at a
rate of 12 days per year. It is accrued in
the same manner as annual leave. All sick
leave accrues without limit.

e Annual Leave

Annual leave accrues at eight hours a month for
the first 3 years, 10 hours in the 4th through
7th years, 12 hours in the 8th through 12th
years, 14 hours in the 13th through 18th years
and at 16 hours over 18 years of service. (North
Dakota University System policy 6). Eligible
upon employment.

Years of

Leave Type Service Days/Year

Sick All Yea.rs of 19
Service

Annual 1-3 Years 12
4-7 Years 15
8-12 Years 18
13-18 Years 21
18+ Years 24



https://www.minotstateu.edu/hr/benefits.shtml
https://www.minotstateu.edu/hr/benefits.shtml

Graphic Standards

GRAPHIC STANDARDS

To provide campus personnel guidelines to help ensure consistent application of the Minot State
University identity. Projecting a unified visual identity involves more than simply creating and
implementing a logo. Graphic standards provide a sound, flexible structure for using logos, color, and
typography—a graphic “vocabulary” unique to Minot State. By consistently following Minot State
graphic standards, Minot State’s visual identity will become established and recognized. Failure to
properly use these elements reduces our ability to effectively communicate with the University’s many
audiences, and diminishes the identity’s value.

EMAIL COMMUNICATION AND SIGNATURES

Email communication is a presentation of official Minot State University correspondence. To maintain
consistent branding standards across all forms of MSU communication, it is recommended that faculty
and staff use one of the email signature options shown below. In addition, an email must preserve the
white background and not include background graphics. Official email signatures of Minot State
employees must not include quotes, custom fonts, photos, or links.

GRAPHIC STANDARDS POLICY
https://www.minotstateu.edu/publications/documents/2023-graphic-standards.pdf



https://www.minotstateu.edu/publications/documents/2023-graphic-standards.pdf

Signature Examples

FONT

Use Calibri, size 11, as your email default font. Since some email programs do not allow
formatting (font choices, bold text, etc.), users on those systems may choose whichever font
is the default font on that system.

TITLE AND CREDENTIALS
Choose [Dr.] ar [Ph.D.]. DO NOT use both.
Example: Dr. Steven W. Shirley, President — OR — Steven W. Shirley, Ph.D., President

SIGMATURES List signature information in the hierachy shown below.

o
MINOT
STATE

UNIVERSITY

i
MINOT
STATE

UNIVERSITY

Calibri — 11 pt.

Dr. Full name, Title

Department name

500 University Avenue West
Minot, ND 58707

701-858-XXX¥X | MinotStateU.edu

Full name, Credentials

Title | Department name

500 University Avenue West
Minot, ND 58707

701-858-XX¥X | MinotStateU.edu

Calibri — 11 pt.

Dr. Full name, Title

MINOT STATE UNIVERSITY
Department name

500 University Avenue West
Minot, ND 58707

701-858-X¥¥X | MinotStateU.edu

Full name, Credentials

Title | Department name

MINOT STATE UNIVERSITY

500 University Avenue West
Minot, ND 58707

701-858-X¥X¥X | MinotStateU.edu



