Frequently Asked Questions
1. I am a new employee. How do I sign up for my benefits?
You will receive an e-mail invitation to join other new employees at the new employee orientation session.
Sessions are held once a month, typically on the first Tuesday. The HR-Benefits Office will provide you with a
packet of materials about your employee benefit options, including the costs and the necessary enrollment
forms. You will be eligible for benefits on the first of the month after you start working in your new position.
(Contact person is Michelle Holmes)
2. When is the new employee orientation session?
The sessions are typically held in the mornings on the first Tuesday of the month, but are subject to change.
(Contact person is Michelle Holmes)
3. How do I sign up to take a free class?
Benefited employees are eligible for a waiver of tuition for one class each semester and one in the summer.
Complete the Tuition Waiver form and be sure to get your supervisor's signature and appointing authority's
signature. Your spouse or domestic partner is eligible for a waiver of half the tuition. In addition, UW
employees may have their tuition waived for LCCC classes. There is a separate tuition waiver form for LCCC
which may be found on the LCCC website or by contacting them directly.
4. How do I sign up for (or change the deduction amount) for the supplemental retirement account in order
to receive the $20 monthly match?
Complete the supplemental retirement/deferred compensation agreement. You have the option of choosing
pre-tax or post-tax for your contributions. UW will automatically add a $20 monthly contribution. If you want
to change the amount of your deduction, complete the same form and it will replace the old deduction
amount. All new enrollment and changes will be effective on the pay date the following month. The form may
be returned to the Payroll Office. Additional information is included on the Payroll Office website.
5. How do I find out my sick leave and/or vacation balance?
Log onto WyoWeb and go to Faculty & Staff Resources-Employee Self Service. Your balances are available by
selecting Leave Balance.
6. What is FMLA and how do I apply?
The Family and Medical Leave Act (FMLA) benefit is available to qualified employees who need to take time off
work for medical reasons (including birth or adoption of a child). The federal law allows employees to take up
to 12 weeks off. The FMLA Request form is on the HR website. (Contact person is Kira Poulson)
7. How can I donate sick leave to another employee?
You can donate sick leave to an eligible employee who has received approval for FMLA and who has an active
request for donations. There is no limit on the number of hours that can be donated, but you must maintain a
minimum sick leave balance of 80 hours. The Sick Leave Donation form is on the HR website. Email the form to
kpoulson@uwyo.edu. (Contact person is Kira Poulson)
8. I am leaving employment. What do I need to do about my benefits?
Exit interviews with the Employee Relations/Benefits partner are encouraged. Input about your experience
working at UW is appreciated. In addition, information about terminal leave, when your health insurance and
other benefits will end and options for continuing your insurance, and the options you have with respect to
your retirement funds. Contact Michelle Holmes at 766-2438 to schedule an exit interview. If you are retiring,
please contact Eric Goldenstein at 766-2437 to discuss your options.

9. I recently got married. How do I add my new spouse to my insurance?
Complete the Health, Dental and Life Insurance Application within 60 days of your marriage. A copy of your
marriage certificate is required. If you have vision coverage, complete the Voluntary Benefit Application to add
your new spouse. After the application form and marriage certificate are received, the coverage will be
effective the date of your marriage. When filling out the application, agency name is UW, number is N/A. You
can email the forms and marriage certificate to hrbenofc@uwyo.edu, or mail to Wyoming Hall, room 148 or
150.
When you get married, also consider changing your beneficiary for your life insurance and retirement. Refer to
the section on changing beneficiaries.
10. I have a new baby. How do I add my newborn to my insurance?
Complete the Health, Dental and Life Insurance Application within 60 days of your baby's birth. A copy of the
birth certificate is required. The unofficial copy from the hospital is acceptable if it includes the baby's name
and date of birth as well as both parents' names. The baby's Social Security Number is required when you
receive it. A copy of the Social Security card is not required. Please submit the application form as soon as
possible, even if you don't have the birth certificate or Social Security number yet. If you want to include your
baby on your vision plan, please fill out the additional Voluntary Benefit Application. When filling out the
application, agency name is UW, number is N/A. You can email the forms and birth certificate to
hrbenofc@uwyo.edu, or mail to Wyoming Hall, room 148 or 150.
11. How do I change my beneficiary for life insurance?
Log into WyoWeb – Faculty & Staff Resources-Employee Self Service if you are not sure which life insurance
coverage you have. If you have the policy offered by the State of Wyoming, complete the Health, Dental and
Life Insurance Application. If you have the life insurance offered by TIAA, you can find the proper form on their
website. If you have the Supplemental Life insurance provided by the Wyoming Retirement System, visit their
website.

