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HRM Talent Development
Braylin Artigues, Talent & Organizational Development Manager
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Performance Evaluation System (PES) Update

Thank you all for submitting evaluations timely!

Deadline for planning sessions was September 8, 2023.

HRM Talent Development
talentdevelopment@lsuhsc.edu

New Employee Orientation

Proposed to transition to in-person model starting January 2024.

Zoom option will still available, but in-person attendance is encouraged!



HRM Benefits
Beth Worthen, Benefits & Retirement Manager
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HRM Benefits
nohrmbenefits@lsuhsc.edu



HR Information Systems
Jane Behlen, Assistant Director, HRIS and Talent/Organizational 
Development
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Human Resource Information Systems
HRIS@lsuhsc.edu

HRM Attendance and Leave Policy

• The team has put together a consolidated Attendance and Leave Policy with the goal of: 

• Providing clarity for our current processes.
• Consolidates our processes and procedures into one comprehensive resource.
• Utilizing a consistent layout, look and feel, in alignment with university guidelines. 

This document can be found on the HRM website 
https://www.lsuhsc.edu/administration/hrm/leave.aspx



HRM Talent Acquisition
Shauna Caputo, Talent Acquisition Manager
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HRM Talent Acquisition
recruittalent@lsuhsc.edu

Each session will focus on a specific employment type: 

Dates: Oct 12 |  10 am-12 pm  | Unclassified
Oct 17 |  10 am-12 pm  | Classified
Oct 24 |  10 am-12 pm  | Faculty

Sessions will provide an opportunity to review updated processes, PeopleAdmin guides and 
ask specific questions. 

Watch out for a calendar invite soon and please share invitation with anyone you feel may 
benefit from the trainings.

Reminder: Please include the executed & signed offer letter before moving hiring proposal to 
offer accepted.  

PeopleAdmin Training



Our new unclassified employee start date process has been running smoothly and 
we thank you for partnering with our team to make this happen!

HRM Talent Acquisition
recruittalent@lsuhsc.edu



HRM Talent Acquisition
recruittalent@lsuhsc.edu

Please see forms page on HRM webpage: Forms (lsuhsc.edu)

When employee verbally delivers their resignation, please ask them to fill out, sign & 
date Personnel Resignation Form.

Department head or authorized representative should also sign & date Personnel 
Resignation Form.

Return one (1) copy to employee, signed & dated by the department head or 
authorized representative. 

Upload one (1) copy to PeopleSoft electronic termination system & send original to 
Human Resource Management for employee file.

Retain one (1) copy for Department files.

Personnel Resignation Form



HRM Talent Acquisition
recruittalent@lsuhsc.edu



HRM Employee Relations
Leila McConnell, Employee Relations Manager
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Employee Relations
nohrmlabrel@lsuhsc.edu

When an employee is separated from the University for any reason including but not limited 
to resignation, termination for cause, layoff, etc., it is the responsibility of the home 
department to document the separation and notify Human Resources in a timely manner.  

Notification to Human Resources should include entering termination via e-term. For Gratis 
employees, a PER-3 should be completed. Remember to ask for a forwarding address. For 
leave taken that has not yet been reported, request a time and attendance voucher.  

Employee Separation Process:
Manager’s Responsibilities



Employee Relations
nohrmlabrel@lsuhsc.edu

• Employee’s University photo identification card 
• Parking card 
• Office, department, desk, and file cabinet keys 
• Any moveable computer equipment, laptops, printers, cell phones, pagers, or other 

electronic equipment provided to the employee.  
• Any other University property (library books, tools, gas cards, p-cards, travel cards, etc.) 

must be returned to the home department. 
• Uniforms issued to the employee must be returned to the home department. 

The manager is responsible and should prepare to collect all 
University property from the separating employee, such as: 



Employee Relations
nohrmlabrel@lsuhsc.edu

• Forward p-cards and travel cards to Supply Chain Management for deactivation.  
• Forward pagers, phones, or notification of reassignment to Telecommunications.  
• Notification of new location and custodian for moveable equipment (laptops, computer 

equipment, etc.) to Asset Management  
• Notification to Parking for the termination of parking privileges.  

Departments are responsible for notifying 
appropriate parties of the following:  



Employee Relations
nohrmlabrel@lsuhsc.edu

• Asset Management
• Supply Chain Management
• Telecommunications
• Parking

Upon notification, Human Resources is responsible 
for providing reports of all separations to:



Employee Relations
nohrmlabrel@lsuhsc.edu

In such cases, employees must be accompanied by a Department Head or designee to 
obtain access to the LSUHSC-NO buildings and must be present for the retrieval of all 
personal effects. 

Please note: In cases where the employee does not return to campus, the manager 
should pack the employee’s personal property to mail back to the employee. An 
inventory list is recommended when packing employee’s personal belongings, 
accompanied by a witness to log items packed, and a copy of the inventory list should be 
included in the box with the personal items being returned. 

Upon separation employees may arrange to retrieve personal 
property through their home department. 



HRM Compensation
Sara Schexnayder, Assistant Director, Compensation and 
Talent Acquisition
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Compensation
nohrmcompensation@lsuhsc.edu

PeopleAdminATS@lsuhsc.edu

New form to be used to request additional compensation for performing additional duties

The approved form must be attached to the electronic or paper PER 3

No change to qualifying responsibility or eligibility:
• Taking on additional duties and/or responsibilities unrelated to, or independent of, the duties 

and responsibilities outlined in their position description
• Full-time non-classified exempt staff are eligible

Additional Compensation – CM 61



Compensation
nohrmcompensation@lsuhsc.edu

PeopleAdminATS@lsuhsc.edu



Compensation
nohrmcompensation@lsuhsc.edu

PeopleAdminATS@lsuhsc.edu



Campus Assistance 
Program
Scott Embley, Director of Campus Assistance Program
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Post Job Offer Drug Testing

Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 

Drug Testing Office

Human Development Center

411 S. Prieur, Suite 233

(504) 568-8888

drugtesting@lsuhsc.edu



Substance Abuse and Drug Free Workplace Policy - CM-38

• Alcohol abuse and the illegal use or abuse of other drugs is associated with numerous 
health, safety, and social problems. The performance of faculty, staff, residents, students 
and other LSUHSC-NO affiliated individuals may be adversely affected by engaging in 
substance abuse.

• This policy, including the prohibitions and provisions, shall be used to promote and 
safeguard the workplace/school environment from the consequences of alcohol and 
drug use.

Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



• Providing a safe, productive, and healthy environment that is consistent with providing 
the highest quality services to patients and the most effective learning environment for 
students.

• Creating and maintaining a drug-free workplace pursuant to the Federal Drug-Free 
Workplace Act of 1988, the Drug Free Schools and Communities Act Amendment of 
1989, and the Louisiana Drug Testing Act of 1990.

• Providing a safe and healthy environment for our patients, employees, students, visitors, 
vendors, suppliers, contractors, and members of our community.

Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 

Substance Abuse and Drug Free Workplace Policy - CM-38



Pre-Employment | Drug Testing / Post Job Offer

• Third Party Administrator – Premier BioTech
https://www.i3screen.net/login/

• LSUHSC Drug Testing Office 
o Shauntel Jones
o Scott Embley

• Business Office Managers or designee “order” post job offer testing

• Post job offer testing can occur 90 days prior to the candidate’s start date

• Candidates can not start until drug test is complete and you have received clearance 
for hire from the Drug Testing Office 
o Clear for hire email must be dated before the start date

Phone (504) 568-8888
Email: drugtesting@lsuhsc.edu

Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



Post Job Offer Drug Panel

• 7 Panel + Oxy
o Amphetamines
o Barbiturates
o Benzodiazepines
o Cannabinoids
o Cocaine Metabolite
o Opiates
o Phencyclidine (PCP)

Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



Medical Marijuana

• La. R.S. 49:1016 (“No state employer shall subject an employee or prospective 
employee to negative employment consequences based solely on a positive drug test 
for marijuana, marijuana components, including tetrahydrocannabinols, or marijuana 
metabolites if the employee or prospective employee has been clinically diagnosed as 
suffering from a debilitating medical condition and a licensed physician has 
recommended marijuana for therapeutic use by the employee in accordance with La. 
R.S. 40:1046.”)

• In accordance with La. R.S. 49:1016, LSUHSC-NO shall not be construed to prohibit 
from imposing negative employment consequences on an employee who uses or is 
impaired by marijuana on the premises of the employer or during work hours or an 
employee whose principal responsibility is to operate a state vehicle, maintain a state 
vehicle, or supervise any employee who drives or maintains a state vehicle.

Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



Medical Marijuana

• In accordance with La. R.S. 49:1016, LSUHSC-NO shall provide an employee with the 
opportunity to show that he/she has been clinically diagnosed as suffering from a 
debilitating medical condition and a licensed physician has recommended marijuana for 
therapeutic use by the employee in accordance with La. R.S. 40:1046.

• La. R.S. 49:1016 does not apply to emergency medical services, law enforcement, 
public safety officials, any state employee of the horse racing commission, and 
firefighter services.

Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



Before Drug Screen can be submitted

• Two Documents
o Agreement to Submit to an Alcohol and/or Drug Test and Authorization for the 

Release of Test Result
o LSUHSC New Orleans Campus Post Job Offer Drug Testing Instructions for Job 

Candidates and House Officers
o https://www.lsuhsc.edu/orgs/campushealth/drugtesting.aspx

• The “agreement to submit to an alcohol and/or drug test and authorization for the 
release of test result” must be signed by the candidate and returned 

• The “agreement to submit to an alcohol and/or drug test and authorization for the 
release of test result” must be placed in the candidate's file

Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



Your Text Goes Here

Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



• Forms
• Handbook
• Premier Biotech Site

Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



• If you need access, email 
Drugtesting@lsuhsc.edu

• You will receive an email from 
Premier Biotech and you’ll have 24 
hours to access your account
once you receive the email 

• Username is your lsuhsc.edu email

• Temp password will be provided

• You create your own password 

Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



Challenging the Results of a Drug Test

• LSUHSC-NO allows any individual who wishes to challenge the drug test results to do 
so. You must do so within 72 hours of notification of a positive test result. 

• If you believe a drug test is in error or wish to challenge the drug test results, it is your 
responsibility to notify the MRO and the appropriate Administrative Body or their 
designee. You must have the same sample retested at your own expense at a 
laboratory that is SAMHSA certified. The second test must be of equal or greater 
sensitivity for the drug in question as was the initial test. 

Drug Testing
drugtesting@lsuhsc.edu

(504) 568-8888 



Questions?
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The next Hybrid Liaisons Meeting will be held on 
Thursday, October 19, 2023 (10:00a-11:00a)

Please let us know if there is
a topic that you would like to
hear about!

MS Forms: LINK HERE
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Human Resource Management Contacts
#3-2634Jill FragosoChief Human Resources Officer

Employee Relations
#3-4947Leila McConnellEmployee Relations Manager
#3-5798Carla PopularasEmployee Relations Consultant
#3-1680Mike JarvisEmployee Relations Consultant

Benefits
#3-2954Aaron MileyAssociate Director, Human Resources
#3-8742Beth WorthenBenefits Manager
#3-7812Mark GeleBenefits Generalist (Leave Administrator) 
#3-8741Laurie KirznerBenefits Consultant
#3-2455Maddie HopkinsBenefits Consultant
#3-2799Terry VarnadoBenefits Consultant
#3-7780Krystal CittyBenefits Coordinator

Human Resource Information Systems (HRIS), Talent and Organizational Development
#3-1616Jane BehlenAssistant Director, HRIS and Talent/Organizational Development
#3-8158Janet MageeFile Room Coordinator 
#3-4834Michael MosleyAdministrative Coordinator 3
#3-1781Myra ChristopheHuman Resources Specialist
#3-3916Beverly WhiteHuman Resource Analyst
#3-1609Braylin ArtiguesManager, Talent and Organizational Development
#3-2214Alexander-Quang TranHRM Talent Development Coordinator

Compensation and Talent Acquisition
#3-4226Sara SchexnayderAssistant Director, Compensation and Talent Acquisition
#3-2047Shauna CaputoTalent Acquisition Manager
#3-4835Timethia BrownHuman Resources Specialist
#3-7378Kel BrownfieldCompensation Analyst
#3-2044Cristina GuilloryHR Generalist
#3-8740Alicia RodriguezHR Generalist
#3-4832Tannia JacobHRM Talent Acquisition Coordinator
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