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San Juan College

Employee Benefits

FREQUENTLY ASKED QUESTIONS
HEALTH

I’m getting billed from a medical provider; the health insurance didn’t pay.  What do I do?


First call the insurance carrier customer service department at the number on back of your member ID card or on your *Quick Reference Guide; call or e-mail SJC Employee Benefits (566-3272 or SerranoD@sanjuancollege.edu) if you still have problems.  

I want to change my PCP.  How?


Call your insurance carrier customer service department.  The change is effective the first day of the month following your call and you may make three changes per year.

What do I need to do if a dependent or I had to receive treatment due to an emergency?


Contact your Primary Care Physician within 48 hours of receiving care at an emergency facility.  

I don’t have a Davis Vision member ID card.  How do I receive services?   
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ID cards are not issued.
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Call the network provider and schedule an appointment.
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Identify yourself as a member of State of New Mexico Employees.

How does the care work at the urgent care centers?

     
You may use any participating non-appointment center for urgent care on a non-appointment basis for a $25 copay. All PCP's are on call 24 hours a day with full back up. They may instruct you on home treatment, call in a prescription, instruct you to come to the PCP office or refer you to the emergency room at the hospital.

I need to change beneficiaries on my benefits, such as life insurance and retirement? How?

    
Complete appropriate forms; call Employee Benefits or Human Resources to obtain forms.

I just married or had a baby; how do I get my spouse or baby on the health and dental insurances?

     
Complete forms within 31 days of the date of marriage or birth. It is preferable to pre-enroll newborns as soon as you know the pregnancy exists. The form is not processed until the baby's birth.

I chose not to sign up for health insurance when I was first hired, but now I would like to do so. What do I do?

Complete the enrollment form. Late enrollees are subject to a delayed effective date of 90 days from the date the application was signed.  Late enrollees are subject to a one-year pre-existing condition limitation only on the out-of-network level.  

I am not happy with my current medical plan, how can I change carriers?

Switch Enrollment allows you to switch medical or dental plans.  Switch Enrollment begins mid April and ends mid May with the coverage changes effective July 1.  

Why are there restrictions on some of the medications in the formulary?


There are restrictions on some medications because they can have serious side effects and, therefore, need to be followed closely by your physician.

If a generic prescription is available, must I take it?


No, but be aware you will have to pay the generic copay and the retail price difference between the name brand the generic prescription.

How do I handle prescriptions when I am traveling?


Contact Express Scripts at 1-877-849-5530.

What is the Cafeteria Plan?


The Cafeteria Plan is Section 125 of the Internal Revenue Service.  This plan is comprised of two parts:  Premium Option Plan (POP) and Flexible Spending Accounts (FSA).  POP allows employees to have their insurance premiums paid from their salaries BEFORE TAXES are calculated and deducted.  FSA includes medical and dependent care reimbursement and allows you to deduct a certain amount from your salary before taxes that will go toward unpaid medical expenses and dependent care expenses.  
RETIREMENT

What is ERA and why do I have to pay?


The Educational Retirement Association (ERA) is a mandatory public retirement plan and participation is required of employees who work more than 10 hours per week and more than 30 days or teach more than 3 credit hours per semester.  Student workers are exempt.


As specified by law, the college contributes 8.65% and the employee contributes 7.6% of the employee’s gross salary.

I'm terminating employment; what do I do with my retirement money?

Upon termination, your contributions are refundable.  You may choose a “Direct Refund” of your contributions, however the refund is subject to a 20% tax charge and 10% penalty for early withdrawal.  You may choose “Direct Rollover” of your money into a direct payment to an individual retirement account (IRA) or to a qualified employer plan.  

How much money do I have in my retirement account?

Call Educational Retirement Association at 505-827-8030, refunds department.

I’m vested after 5 years.  What does that mean?

( You are eligible to retire under ERB if you meet the retirement requirements.  

( You are entitled to coverage of Option B.  This coverage provides protection to the beneficiary in the event of the member’s death prior to actual retirement.  Under the Option B coverage provided, the member must name one beneficiary.  The beneficiary options include, refund under lump sum, deferred benefit, or a reduced benefit.  In any case, the beneficiary would have the right to withdraw the member’s contributions plus interest in lieu of the monthly benefit.

OTHER

I want to start contributing to a tax-sheltered annuity. How?

Complete TSA Salary Reduction form and submit to Human Resources. You may begin any time during your employment and encouraged to participate early in your employment.

I will be placed on leave without pay; how are insurance payments handled?

If you are on leave without pay you must pay 100% of the premiums (employee and college portion) directly to the college.  You will be sent a form from Employee Benefits showing the cost and instructions for payment.

When can I use sick leave for the illness of a family member?

Three days of accumulated sick leave may be used for immediate family related illness per calendar year.  Leave taken for family illness beyond three days is to be taken as annual leave.  Immediate family is limited to children, spouse, and parents.    

I’m expecting a baby, how much time can I take off?

Leave for extended health related events are to be coordinated with your supervisor as much in advance as possible.  The Employee Handbook states that sick leave is to be taken first, followed by the employee’s choice to use their annual leave or leave without pay.  The average length of leave for the birth of a newborn is 6 weeks.  

How do I request Family Medical Leave (FMLA)?

Per the FMLA, the college will provide up to 12 weeks of leave in a 12-month period for eligible employees for one of these reasons:
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birth, placement for adoption or foster care of a child;
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serious health condition of a spouse, child (to include biological, adopted, foster child, step-child, or legal ward) or parent;


[image: image6.png]



serious health condition (an illness, injury, impairment, or physical or mental condition) of the employee.

All sick leave used beyond 3 days is automatically applied toward your 12-week FMLA period.  Please contact Human Resources to request FMLA.

*Quick Reference Guide – a list of carrier phone numbers and claim information.

To be distributed this week.

