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Determining the Pathway to Success

As we finalize the performance evaluation process this year,
we each need to reflect on last year’s performance. Did we do eve-
rything we set out to do? If not, why? As we enter into the second
quarter of 2016, let’s set goals that will provide ourselves with a
clear direction for our efforts. According to Schienle (2007), goals
have the following characteristics:

Chandra Alston
HR Associate Vice Chancellor

1 Are written down

2 Specify what steps need to be

taken
INSIDE THIS EDITION 3 Inspire action mcﬂﬁ&s
4 Have 3 measureable outcome > Aw

Message from the Associate Vice -
Chancellor Of Human Resources 5 Are agreed upon by employees '
Employment News and their supervisor

o Employee Self Service (ESS) 6  Are ambitious but realistic

e UT Vault Email Application

e Minors on Campus 7 Include a deadline

e Welcome Barica Horner! (page 6)
Benefits Buzz If you have not set your goals with your supervisor for 2016, do it

today! Then start making progress towards your success.
e NEW! Worker’'s Compensation

Penalties effective July 2016!
e Cigna and BCBS visit Campus

Reference: Shienle, K. (2007). Achieving Goals: Define and surpass your high
performance goals. New York: HarperCollins.

e Your Benefits only a Click Away!
Employee Relations (E-Relations)

e Leadership Forums

Training R
e Administrative Professionals Performance Evaluations TOP
Luncheon Due March 31, 201611 PLACES




THE UNIVERSITY OF

IRERNESSEE

HEALTH SCIENCE CENTER

NIVERSITY OF TENNESSEE

The
Re

HR
oorter

EMPLOYMENT UPDATES
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Employment Self Service (ESS) is another way to access

these instructions to access and review your information
through ESS. Any changes you make are instantaneous!

nd change your personal data information in IRIS. Follow

Click Map

Personal Information Link

Use the UT Vault Email Application!

The Employment/Records Team utilizes
UT Vault during the on-boarding process
of new employees. UT Vault is a secure
email application that allows you to read-
ily send large & confidential files quickly
and securely. Uploaded and attached
files are stored on the vault service in an
encrypted data store. UT Vault is availa-
ble to ALL current faculty, staff and stu-
dents at the University of Tennessee.
Non-UT users must first complete an Ex-
ternal User Registration by entering a val-
id email address in order to access the UT
Vault Email System. To access UT Vault
application, go to: https:// vault.utk.edu.

Please send your confidential information
to HR through The Vault to our general

email account: hr@uthsc.edu.

Minors on Campus
Policy and Procedures

Summer is approaching and you may be thinking about hiring High School
students to work in your department. Please review the Minors on Cam-
pus policy and procedures @http://www.uthsc.edu/hr/minors-on-campus

-procedures/ before hiring a student. Contact Donna Lenoir in HR at dle-
noir@uthsc.edu or 901-448-5599 if you have any questions.
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Division of Claims to Implement
Worker’s Compensation Fines for Late Reporting!

The Worker’s Compensation (WC) benefit pro-
vided to employees helps to cover costs for nec-
essary treatment or medication due to an injury
that occurs while an employee is performing
their daily job duties. All employees who have
an approved WC injury have the right to receive
this benefit and should receive the necessary
treatment or medication as soon as possible. To
ensure the employee receives necessary treat-
ment or medication in a timely manner, supervi-
sors must respond as soon as possible, by fol-
lowing up with CorVel to give a supervisors re-
port! Beginning, July 1, 2016, the Division of
Claims will be levying a fine of $1000.00 to that
department. This fine is applicable each time a
claim report is not completed by a UT supervi-
sor within five (5) business days following an
employee’s first call to CorVel to report any in-
jury requiring medical treatment.

If you are a supervisor, please make sure you
review the information below when an employ-
ee informs you that they have experienced a
work-related injury:

e All work related injuries must be reported to
CorVel whether medical treatment is re-
quired or not. This will help the University
identify any potential risks with “near miss-

n

es.

Only

-

Days

e When an employee informs the CorVel triage
nurse that no treatment is necessary, the re-
port is closed and no further action is re-
quired.

e When medical treatment is anticipated, the
supervisor MUST call CorVel to establish the
claim and allow an adjuster to be assigned to
that employee. This call helps to facilitate fur-
ther treatment, referrals to specialists, etc.

e If no call has been made within 5 business
days of the employees first call to CorVel the
$1,000 fine will be applied to the department.

¢ In addition to the call, please complete and
forward the WC instructions and procedures
form, Report of On-The-Job Injury form and
Initial Medical Checklist to the Benefits office
as soon as possible.

Currently, UT supervisors are doing a great job follow-
ing up— Let’s keep up the good work! The contact
number and instructions can be found on our website!
If you need additional information please contact the
Benefits office at 901-448-5577.
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http://www.uthsc.edu/hr/benefits/documents/Supervisor_Report_Employee_Accident.pdf
http://www.uthsc.edu/hr/benefits/documents/Supervisor_Report_Employee_Accident.pdf
http://www.uthsc.edu/hr/benefits/documents/accident_report.pdf
http://www.uthsc.edu/hr/benefits/documents/Initial_Med_Info_Checklist.pdf
http://www.uthsc.edu/hr/benefits/workers_compensation.php
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Know Your Benefits!

The Benefits Office is actively addressing the con-
cerns of employees. Employees expressed the need for
more transparency and information regarding health bene-
fits. As a State of Tennessee institution, our benefits are
decided for us by the State of Tennessee Insurance Com-
mittee. According to the State Plan Document, the com-
mittee is comprised of “by law of the Commissioner of Fi-
nance and Administration, the Commissioner of Commerce
and Insurance, the Commissioner of Human Resources, the
Treasurer, the Comptroller of the Treasury, a representative
of the Tennessee State Employees Association (TSEA) and
three state employee representatives.” These individuals
are ultimately responsible for electing our plans and costs
for our insurance plans.

When changes are made to our benefits, infor-
mation is mailed to the employees home address. The Ben-
efits office has been diligent in making sure it is communi-
cated via Staff Digest, HR Reporter and other avenues. As a
state employee, you must also be attentive to information
sent to your home and your UT email. Help us help you by
asking questions, going to our website and reading your
email, especially before and during the Annual Open Enroll-
ment Period! One way Benefits chose to help even more is
by reaching out to our health plan carriers. Two sessions
with BCBS and Cigna were held to allow employees access to
their insurance company to ask questions and discover the
many “unknown benefits” each plan has to offer. Please
take advantage of these opportunities to remain in the
“know!”

Gina Curry and Cigna Account Rep. Sharon Tansil

I Your Benefits Info is a Click Away!

Lgg )

Click here for your Benefits info!

PERSONALIZED BENEFITS STATEMENT

TCRS ACCOUNT INFORMATION

MYTCRS.TN.GOV

NEED TO ENROLL OR UPDATE YOUR 401K/457?

WWW.GWRS.COM
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https://irisweb.tennessee.edu/irj/portal/BenefitsStatement
https://mytcrs.tn.gov/DPAS.WebUI.Internet/Common/Pages/Login.aspx
https://participant.empower-retirement.com/participant/#/login
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Employee Relations (E-Relations)
Leadership Forums

Between January and June of 2015, the Ex-
empt Staff Council (ESC) and the Employee Relations
Council (ERC) reviewed the 2014 Workplace Dynamics
Survey results, with a focus on improving the UTHSC
work environment. Therefore, under the guidance of
Chandra Alston, Associate Vice Chancellor of Human
Resources, the committees were divided into three
sub-groups (workgroups): Leadership, Employee Con-
cerns and Engagement. These workgroups were led by
Darnita Brassel (Engagement), Marian Harris
(Employee Concerns) and Chandra Alston (Leadership),
diligently addressing concerns presented in the 2014
Workplace Dynamics Survey. This groups collabora-
tively brainstormed ideas and recommendations that
would help improve the work culture at UTHSC. On
July of 2015, the committees enjoyed lunch with the
Chancellor and Executive Vice Chancellor, while dis-
cussing their suggested recommendations for im-
provement. One of those recommendations were to
Increase the Visibility of Leadership. Therefore, the
suggestion was made to revive and recreate the old
Chancellor’s Chat, which led to what is now called the
Leadership Forum. The following is a brief description
of the Leadership Forum:

As administration focuses on the mission and
vision of The University of Tennessee Health Science
Center (UTHSC), leadership wants employees to know
that, their voice matters. Therefore, the Chancellors
have begun a new initiative titled “Leadership Forum.”
This will allow employees to engage Dr. Steve Schwab,
Chancellor, and Dr. Ken Brown, Executive Vice Chancel-
lor and COQ, in open discussion, while enjoying break-
fast and/or lunch. In 2016, the Leadership Forums will be
held quarterly: January 13, 2016, March 9, 2016, May 3,

2016, July 13,2016, September 7, 2016 and November 9,
2016. This will include visiting off-site campus loca-
tions. In this process both faculty and staff employees

will be randomly selected on a quarterly basis and noti-
fied via email. Supervisors are encouraged to permit full
participation in this event unless mission critical. Please
visit the Leadership Forum webpage for more infor-
mation.

The concerns presented by each participant will be
shared on the Leadership Forum webpage, with feed-
back on how the concern will be addressed/resolved.
We will also send out a survey to all the participants and
those comments will also be shared (if any) on the
webpage. The dates for the upcoming 2016 Leadership
Forums are as follow: On Campus - January 13, March 9,
September 7, and November 9, 2016. Off-Site- Jackson
TN, May 3, Chattanooga TN, June 9, 2016, Knoxville TN,
July 13.
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http://www.uthsc.edu/hr/employee-relations/leadership-forum.php
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Dr. Lori Gonzalez

The 2016 Administrative Professionals’ Luncheon will be
held on Wednesday, April 27, 2016 from 11:30 a.m. — 1:30
p.m. Registration will be held March 28" — April 15™. Visit
the APL homepage for details.

This year’s theme is Success By Design: Write Your Vision—
Work Your Vision.

The keynote speaker is Dr. Lori Gonzalez, Vice Chancellor
of Academic, Faculty and Student Affairs.

Welcome Barica Horner to the Human Resources
Employment/Records Office

Barica Horner joined Human Resources-Employment/
Records Team March 1, 2016 as the HR Administrative
Secretary. Barica has over 15 years Administrative Sup-
port experience. If you are in the area, stop by our office
at 910 Madison Ave. 1st floor and welcome her to the Uni-

versity!

Chandra Alston
Associate Vice Chancellor
Damon Davis
Compensation Manager
Debbie Jackson
Benefits Manager
Kendy Kallaher
Employee Relations Manager
Donna Lenoir
Employment Manager
Darnita Brassel
Training Administrator
Marian Harris
Employee Relations Counselor
Jacqueline Anderson
HR Consultant
Phyllis Hubbard
HR Consultant
Gina Curry
Insurance Coordinator
Renita Mattox
Sr. Benefits Specialist
Karen Weatherly
Sr. Benefits Specialist
Demetriss Gilliam
HR Assistant
Denise Griffin
Sr. Records Specialist
Barbara Patton
Admin. Specialist Il
Chastity Pegues
Admin. Support Asst
Barica Horner
Admin. Support Asst.
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