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OurDay Benefits and Payroll Hub



Pay Schedule/Cycle

Exempt employees are paid 

monthly on the last working day 

of each month. Non exempt 

(Hourly employees) are paid 

every other Wednesday.

Payroll Department

792-2191 or visit 

https://horseshoe.musc.edu/human-

resources/univ/payroll/staff-contacts

2024 Payroll Cycles Calendar Link:

https://horseshoe.musc.edu/human-

resources/univ/payroll/calendars

https://horseshoe.musc.edu/human-resources/univ/payroll/staff-contacts
https://horseshoe.musc.edu/human-resources/univ/payroll/calendars


Overview of Benefits and Payroll 
Hub



Benefits



Pay-Payments



Pay-Tax



Patrice Gordon, Benefits Manager 792-9679, gordonp@musc.edu

Rachel Gittens, Senior Benefits Administrator 

(Insurance A-K, Retirement A-K, N)

792-6392, Gittens@musc.edu

Yolanda Whitehead, Benefits Administrator

(Insurance L-V, Retirement L, M, O-Z)

792-5922,  whitehey@musc.edu

Jacqueline Beasley, Benefits Specialist

(Insurance W-Z)

792-7862, beasleja@musc.edu

Monique Robinson, HR Coordinator 

(FMLA, Leave, & Employment Verification)

792-7225, robinsmo@musc.edu

Benefits Department 792-2071,Option 4;benefits@musc.edu

1 South Park Circle, Building 1, Suite 100, 

Charleston, SC 29407

Appointment only

mailto:gordonp@musc.edu
mailto:Gittens@musc.edu
mailto:whitehey@musc.edu
mailto:beasleja@musc.edu
mailto:robinsmo@musc.edu
mailto:benefits@musc.edu


Benefits Information



Topics to be Covered

•State Retirement Plans

•Supplemental Retirement Plans

•Health, Dental and Vision Insurance

•Life Insurance

•Short and Long-Term Disability Insurance

•Flexible Spending Account Plans (Section 125) 



PEBA and University Benefits Website

• PEBA administers state retirement and insurance benefits

• 888-260-9430 or visit www.peba.sc.gov

• Set up personal profile to view your benefits at https://mybenefits.sc.gov

• MUSC University Benefits website: https://web.musc.edu/human-resources/university-

hr/benefits

**THE INFORMATION CONTAINED IN THIS 
PRESENTATION IS MEANT TO BE AN OVERVIEW. 

EMPLOYEES ARE RESPONSBILE FOR READING  BENEFIT 
DETAILS FOUND IN THE INSURANCE BENEFITS GUIDE.

2024_ibg.pdf (sc.gov)

Publications | S.C. PEBA (sc.gov)

http://www.peba.sc.gov/
https://mybenefits.sc.gov/
https://web.musc.edu/human-resources/university-hr/benefits
https://www.peba.sc.gov/sites/default/files/2024_ibg.pdf
https://www.peba.sc.gov/publications


Retirement Plans



401(a) State Retirement Participation

Mandatory Participation

• Classified/Unclassified State FTE Employees and Faculty 

• Employees with current SCRS accounts (active or inactive)

Optional Participation

• Research Grant and Temporary employees

• Residents and Postdoctoral Scholars

• Employees with annual salaries less than $1200



PEBA Retirement Plan Contributions

Effective Date Rate

SCRS/ORP July 1, 2017 9.00%

PORS July 1, 2017 9.75%

Pre-tax contribution amount that is determined 
and set by the SC Public Employee Benefit 

Authority.



Retirement Plans Overview

Retirement Video

https://www.peba.sc.gov/your-choice-video
https://www.youtube.com/watch?v=yV1Iwd_qm2g


ORP Vendors 

PEBA will provide your selected service provider with basic enrollment information; however, you will need to 

provide direction on how you want your contributions invested and designate a beneficiary for your State 

ORP account balance. The current providers are:

• Corebridge Financial (formerly known as AIG Retirement Services)

• Crystal Avant | 843-300-8767 | crystal.avant@corebridgefinancial.com 

• Mark Taylor | 843-300-2775 | marksc.taylor@corebridgefinancial.com Ryan 

• Ryan Radloff | 541-735-0739 | Ryan.Radloff@corebridgefinancial.com 

• Empower Retirement (formerly known as MassMutual)

• Greta Waldron Butts | 803-659-1267 | gretad.waldronbutts@empower.com

• Ashley Cluley | 864-760-8165 | ashley.Cluley@empower.com

• TIAA

• Terry Pait | 704-988-4882 | tpait@tiaa.org 

• Voya Financial

• Michael McFaul | 843-754-3814 | mike.mcfaul@voyafa.com 

https://www.corebridgefinancial.com/rs/scstateorp
https://scorp.empower-retirement.com/participant/#/login?accu=SCORP
mailto:gretad.waldronbutts@empower.com
mailto:ashley.Cluley@empower.com
https://www.tiaa.org/public/tcm/scorp/home
https://my.voya.com/voyassoui/index.html?domain=stateorp.voya.com#/login-pweb


Police Officers Retirement System

Class Two Members (Membership Effective prior to July 1, 2012)

• Retire after 25 years of service or at age 55 or older.

• You must have at least five years of earned service to receive a 

retirement benefit.

Class Three Members (Membership Effective on or after July 1, 

2012)

• Retire after 27 years of service or at age 55 or older.

• You must have at least eight years of earned service to receive a 

retirement benefit.

More details can be found online at Police Officers Retirement System | 

S.C. PEBA (sc.gov). 

https://www.peba.sc.gov/pors


Retirement Plan Participation

• PEBA will send an email for you to elect your retirement plan. The email will be
sent to your MUSC email address. It is from noreply@peba.sc.gov. You have
30 days to elect a plan or select non-membership (if applicable).

• In OurDay, the system will default all new hires into Undecided until you have 
made your retirement plan election. 

• If you select Non-Membership as a new hire, you cannot join a retirement plan
at a later time unless you are assigned to a position that requires participation
or have a bona fide separation of employment and are rehired by an agency
participating in the PEBA retirement plans.



Retirement Plan: Enrollment



Update if necessary

Select Plan

1 2

3

Please email 

benefits@musc.edu if you 

haven’t received the 

retirement email in your first 

couple of days of employment 

at MUSC.

mailto:benefits@musc.edu


Supplemental Retirement Plans
Funded by voluntary employee contributions. 

Plans can be started year round.

Traditional

401(k)
(Pre-tax)

Roth

457
(Post-tax)

SC Deferred Compensation Program

Empower Retirement Services

Tax Sheltered 

Annuity Plans

403(b)
(Pre-tax)

• Transfers must complete enrollment forms for University Payroll to continue contributions

• Diversification of investment choices

• Both 401(k) plans and 403(b) have a penalty for early withdrawals (age 59 1/2)

• The 457 plan has a three year catch-up provision

• The 457 will not accept any other plan rollover

MUSC accepts no responsibility for nor recommends any product presented. MUSC has no financial interest in 

any presenting company and/or product and assumes no responsibility for services provided by the presenting 

company.

Roth

401(k)
(Post-tax)

Traditional

457
(Pre-tax)



Supplemental Retirement Vendors

Vendor Plans Offered Rep Name Phone Number Email Website

Corebridge

Financial (formerly 

AIG Retirement )

ORP, 403b Crystal Avant

Mark Taylor 

Ryan Radloff

843-300-8767

843-300-2775

541-735-0739

Crystal.avant@corebridgefinancial.com

Marksc.taylor@corebridgefinancial.com

Ryan.Radloff@corebridgefinancial.com

https://scstateorp.corebridgefinanc

ial.com/

Empower 

Retirement  

(MassMutual)

401K and 457

ORP (formerly Mass 

Mutual)

Wendy Sheffield

Greta Waldron-

Butts

803-944-3756

803-659-1267
wendysheffield@empower.com

gretad.waldronbutts@empower.com

https://southcarolinadcp.gwrs.com

www.massmutual.com/scorp

Fidelity 403b only Jared McVey 704-614-4167 Jared.Mcvey@fmr.com www.fidelity.com

Mass Mutual 403b only Ross Evans

Mike Wiggins

843-881-3697

843-795-7951
www.retiresmart.com

MetLife 403b only Peter Collins 843-343-7634 petercollins@financialguide.com www.metlife.com

TIAA ORP, 403b Terry Pait 704-988-4882 tpait@tiaa.org www.tiaa.org/scorp

mailto:Crystal.avant@corebridgefinancial.com
mailto:Marksc.taylor@corebridgefinancial.com
mailto:Ryan.Radloff@corebridgefinancial.com
https://scstateorp.corebridgefinancial.com/
mailto:wendysheffield@empower.com
mailto:gretad.waldronbutts@empower.com
https://southcarolinadcp.gwrs.com/
http://www.massmutual.com/scorp
mailto:Jared.Mcvey@fmr.com
http://www.fidelity.com/
http://www.retiresmart.com/
mailto:petercollins@financialguide.com
http://www.metlife.com/
mailto:tpait@tiaa.org
http://www.tiaa.org/scorp


Insurance Plans Overview



MUSC University Benefits Action Items

• Review New Hire Benefits presentation and materials located in box.

• Receive two emails from PEBA (noreply@peba.sc.gov)

› One for Insurance – use the link embedded in email to enroll in insurance benefits within 31 days. 

› One for Retirement – use the link embedded in email to elect retirement plan within 30 days.

› Retirement will be withheld from your paycheck and listed as “undecided” on 

your payslip.  You can expect this for your first check or two until the payroll 

system has been updated with the plan you select.

Receive welcome email from University Benefits (benefits@musc.edu) 

*Insurance enrollment is time-sensitive.  Although you have 31 days, we recommend completing the 

above tasks within two weeks to avoid delays in benefits activation.

Please log into OurDay after your first paycheck to verify the accuracy of  your insurance benefits 

deductions. Once logged into OurDay, click on the “My Payslips” button.  If you notice a discrepancy, 

please contact us at benefits@musc.edu as soon as possible. Ensuring the accuracy of deductions is a 

shared responsibility between the employee and employer.  We appreciate your assistance with this 

verification.

https://musc.box.com/s/620vogeuxqzqi1xduftay0xa14306jxf
mailto:noreply@peba.sc.gov
mailto:benefits@musc.edu
mailto:benefits@musc.edu


Insurance Guidelines

•Effective Date: first day of the month following your effective date of 

employment unless you begin employment on the first working day of the month

•Initial New Hire Period: 31 days from date of hire to make changes to your 

insurance elections

•The MUSC Health Plan requires notification within 24 hours of any specific 

diagnosis, injury or illness. It is the subscribers responsibility to call Medi-Call at 

800-925-9724 to notify the insurance. There are monetary penalties for failure to 

obtain certification when required. You must also notify them within the 1st

trimester of pregnancy.

•COBRA requires employers to offer all employees and/or their eligible 

dependents continuing group health, dental and vision insurance for up to 18 

months if they meet specific qualifications.

• COBRA coverage requires payment of full premiums

• Letter of COBRA coverage sent to all new employees and exiting employees



New Hire Benefits Email



Insurance Guidelines

Key Highlight Family covered by state 

insurance

Transfer from another SC 

State Entity

PEBA rules Employees can’t cover their spouse 

for any insurance coverage if they 

are eligible for their own State 

coverage, this rule results in lower 

premiums. If both parents are 

eligible for State coverage, either of 

the parents can cover their 

child(ren) but not both.

If you have less than a 15 day break in 

service, you must continue the same 

coverage you had with your prior 

employer. Contact your prior HR

department or login to MyBenefits to view 

prior coverage. Transfers must complete 

a Notice of Election form and Tobacco 

Certification form to transfer coverage. 



Covered Dependent Documentation Needed

Enrollment Changes 

• During the first 31 days of benefits eligibility,

• Annual Open Enrollment, 

• Within 31 days of a Qualifying Life Event, OR

• Court Order

• Visit:  Home | S.C. PEBA

• Email benefits@musc.edu for next steps 

Relationship of Dependent Supporting Documentation Required

Spouse / Domestic Partner o Social Security Number

o Date of Birth

o Copy of the Marriage License OR current or previous year 

Federal Income Tax Return Page 1 (income redacted)

Children Under the Age of 26 / Incapacitated 

Child Over the Age of 26*

o Social Security Number

o Date of Birth

o Long-Form Birth Certificate

o Court Documentation

o *Incapacitated Child Certification

https://www.peba.sc.gov/
mailto:benefits@musc.edu


Tobacco Surcharge

The subscriber is charged a surcharge based on the level of health insurance.

• Enrollee Only: $40/ month 

• Enrollee/Child(ren): $60/month 

• Enrollee/Spouse: $60/month 

• Family: $60/month 

Employees are required to certify whether they, or anyone covered on their insurance, 

are tobacco users. Tobacco use is smoking tobacco in such forms as a cigarette, e-

cigarette, pipe or cigar, or using smokeless tobacco, such as snuff or chewing tobacco 

(nicotine chewing gum is excluded). A non-tobacco user is someone who has not used 

tobacco within the past six months.



TRICARE Supplement

• Employees eligible for TRICARE may choose to enroll in the 

TRICARE Supplement sponsored by the American Military 

Retirees Association (AMRA).

• The TRICARE Supplement Plan is secondary coverage to 

TRICARE. It pays the subscriber’s share of covered medical 

expenses under the TRICARE Prime (in-network), Extra and 

Standard options. Eligible participants have almost 100 percent 

coverage. 

• Select when adding your coverage through My Benefits.

• Tricare Contact: Laine Hoytt 440-646-9336 ext 195, email 

lhoytt@selmanco.com

• Refer to TRICARE Supplement Plan | S.C. PEBA for more 

information

mailto:lhoytt@selmanco.com
https://www.peba.sc.gov/tricare




• The Savings Plan is only available to those employees grandfathered 

into the plan prior to January 1, 2014.

• The Tricare Supplement is only available to military personnel. 



Basic Dental vs Dental Plus

• Open Enrollment changes to Dental 

coverage are only permitted during 

odd-numbered years in the month of 

October – for example: 2025, 2027, 

etc.

• Dental Plan Details can be found by 

visiting Dental benefits | S.C. PEBA. 

• Dental plus providers can be found by 

visiting Find a Dentist | PEBA State 

Health Plan 

(southcarolinablues.com)plan. 

https://www.peba.sc.gov/dental
https://www.statesc.southcarolinablues.com/web/public/brands/statesc/dental/using-your-benefits/find-a-dentist/
http://www.go2dental.com/scplan


Visit the MUSC Dental Faculty Practice

Basic Dental Plan v. Dental Plus Plan
Service (Fee)

Preventative & Diagnostic Services Insurance Pays Patient Pays Insurance Pays Patient Pays

Cleaning ($80) $30.10 $46.90 $80.00 $0.00

PANO X-ray ($96) $42.10 $53.90 $96.00 $0.00

Bitewing X-ray ($55) $19.30 $35.70 $55.00 $0.00

Comprehensive Exam ($80) $19.30 $52.70 $80.00 $0.00

Total ($311): $110.80 $189.20 $311.00 $0.00

Basic Service

Surface Filling ($166) $27.12 $138.88 $103.20 $62.80

Major Service

Porcelain Crown ($1099) $195.50 $903.50 $487.50 $611.50

Basic Plan Dental Plus Plan

To find a network dentist: 

1. Go to Find a Dentist | PEBA State Health Plan 

(southcarolinablues.com)

2. Click on Find a Dentist and choose from the filter options.

For information by phone:

• Call State Dental customer service at 803-264-7323.

• Or call your dental office and ask if it has joined the BlueCross 

BlueShield of South Carolina provider network. 

https://www.statesc.southcarolinablues.com/web/public/brands/statesc/dental/using-your-benefits/find-a-dentist/


Basic & Optional Life Insurance Program
Key 

Highlight

Basic Life Optional Term Life Dependent Life: 

Spouse

Dependent Life: 

Child

Benefit 

Amount

$3,000 of term life 

insurance is 

received 

automatically when 

enrolled in MUSC 

Health Plan

*In the first month of hire

only* 

Eligible to elect up to 3 

times your base annual 

University salary rounded

down to closest $10,000 

(max $500,000)

Amount: Coverage of 

$10,000 or $20,000 may 

be added *at the time of 

hire*

Amount: Coverage of

$15,000 may be 

added/dropped at any 

time 

Coverage 

Details

No cost if enrolled in 

MUSC Health Plan

Medical evidence of good 

health is required if 

opting to select additional 

coverage (max $500,000)

Medical evidence of good 

health is required if 

opting to select additional 

coverage (max 50% of 

the employee’s coverage 

amount and cannot 

exceed $100,000)

Age: Under 19 years of

age and through age 25, 

if a full-time student

Monthly 

Premiums

No premium 

required for this 

coverage/no 

changes in premium

based on age

Monthly premiums are 

based on your age and 

increase over time; 

coverage reduces at 

ages 70 and 75

Premium: Cost is based 

on spouse’s age

Premium: $1.26/month 

regardless of how many 

child are insured

Beneficiary 

Coverage

Beneficiary

information is 

requested at the 

time of enrollment.

Beneficiary information is 

requested at the time of 

enrollment

If spouse works for a SC 

State agency, he or she 

is ineligible for this 

coverage.

Beneficiary information 

is requested at the time 

of enrollment.





Long-Term Disability Insurance



Vision Coverage

The EyeMed Vision Plan Provider Network is 

Select.

Eye Site on Wellness Home, a site for vision 

health and wellness

https://www.eyesiteonwellness.com/




MONEYPLU$
Pre-tax Insurance Premiums Feature: Pay health, dental, vision and optional life* 

(up to $50,000) premiums before taxes. This lowers your taxable income.



MoneyPlu$ Flexible Spending Accounts

Benefit Medical Spending 

Account 

Dependent Care 

Spending Account 

Plan Details Allocate pre-tax funds to pay for 

you/family’s eligible medical, 

dental, vision & prescription 

expenses 

Allocate pre-tax funds to reimburse 

for dependent care expenses for 

children age 12 and younger 

Plan maximum $3,200 $5,000 if married filing jointly or 

single/head of household. $2,500 if 

married filing separately. 

Monthly admin fee $2.14 $2.14

Timeline for 

expenses and 

reimbursement

Expenses must be incurred by 

calendar year end. You have until

March 31st of the following year 

to submit for reimbursement. Up 

to $640 can be carried over to 

the next plan year. Otherwise all 

remaining funds will be forfeited.

Expenses must be incurred by March 

15th of the following year. 

Reimbursement requests must be 

received by March 31st. All remaining 

funds not used by March 15th will be

are forfeited. 



Transfers-

Prior Medical Spending/Dependent Care Spending Account with ASIFlex

If you are a transfer and were previously enrolled in a Medical 

Spending and or Dependent Care Spending Account with your prior 

agency, please provide HR Benefits with a copy of your year to date 

contributions towards the Medical Spending Account (MSA) and or 

Dependent Care Spending Account (DSA). This information will 

help HR Payroll calculate the contribution balance owed for the 

remaining of the year for ASIFlex.



Insurance Enrollment Periods

OCTOBER 1st – OCTOBER 31st

Changes made during October will be effective January 1st of the following year

Open Enrollment- every year Open Enrollment- odd numbered 

years

Add/drop health and/or vision coverage for 

yourself or dependents

All of the every year changes

Enroll/re-enroll in Dependent Care, and/or 

Medical Spending Accounts

Add/drop dental for yourself or dependents

Increase Optional Life with medical 

evidence (if enrolled in the Pre-tax premium 

feature)

Add/drop Dental Basic and or Dental Plus. 

Note, you must have Dental Basic in order 

to have Dental Plus coverage.

Any special changes allowed for the year



Changes to Employee Benefits

(Must be made within 31 Days)

Initial Changes (within 31 days of

hire)

Qualifying Event Changes (31 days 

from date of event)

Add/drop health, dental or vision coverage 

for yourself or dependents
Marriage, separation/divorce

Add/drop optional and dependent life and 

SLTD
Birth/Adoption, death,

employment/insurance change of 

dependent



Short Term Disability

• Short term disability not provided by the state Insurance Program

• AFLAC, American Fidelity Assurance Company, or American Amicable 

provides short term disability to new hires; no medical evidence needed

• Premiums are available for payroll deduction.

•Contact vendor directly to enroll in Short Term Disability (STD). 

•Contact Information:

• AFLAC Representative: Roger Hough (843)685-5579 or email  

Roger_Hough@us.aflac.com

• American Fidelity Assurance Company: (800)662-1113 or email 

muscemployees@americanfidelity.com

mailto:Roger_Hough@us.aflac.com
mailto:muscemployees@americanfidelity.com


Leave

• Eligible employees accrue annual and sick leave, based on percentage 
worked, on a monthly basis provided they are in a paid status for at 
least one-half of the workdays of the month. 

• Please review the Leave Computation Chart (PDF) and Faculty Leave 
Accrual Scale (PDF) for more information on leave accruals. Please also 
review the MUSC University Leave Guidelines (PDF) if you are 
considering a Research Grant (non-FTE), Temporary or Time-limited 
position. 

• Please direct all leave inquiries (i.e., accruals, corrections, catastrophic 
leave pool/ cutbacks/donations; Annual, Sick, Supplemental, Holiday, 
Military, Catastrophic leave Program policies; employee transfers 
internal, external, terminations, etc.) to Monique Robinson, HR Benefits 
Leave Administrator (robinsmo@musc.edu).

https://web.musc.edu/-/sm/enterprise/human-resources/university-hr/f/computation-chartnonexempt--exempt.ashx?la=en
https://web.musc.edu/-/sm/enterprise/human-resources/university-hr/f/leave-accrual-scale-faculty.ashx?la=en
https://web.musc.edu/-/sm/enterprise/human-resources/university-hr/f/musc-univ-leave-guidelines.ashx?la=en
mailto:robinsmo@musc.edu


Final Reminders

• You will be receiving two emails from PEBA (noreply@peba.sc.gov) to your MUSC email within your first couple of days 
of hire at MUSC. These emails allow you to enroll in insurance benefits and to make your retirement election. 

• Please remember to select a retirement plan or choose non-membership (if applicable) once you receive the email. If 
you do not make a retirement plan election within 30 days of your date of hire, you will be defaulted into the SCRS plan.

• Please remember to enroll in your insurance benefits within 31 days within of your date through the link embedded in 
the email from PEBA. Once your elections have been processed with PEBA, you will receive insurance cards within 7 
to 10 business days.  You DO NOT need to take action with the benefits tasks within OurDay.  The University Benefits 
Team will complete these tasks on your behalf after you have completed your enrollment with PEBA.

• A transfer is required to keep the same benefits enrolled in with their previous employer when moving to the MUSC 
plan. In addition, transfers must take action during the initial  insurance and retirement enrollment period to transfer 
benefits.  Should you wish to change benefits, you may do so during Open Enrollment. A transfer who was enrolled in 
the State Savings Plan must switch to the MUSC Health plan upon starting employment with MUSC.

• Online resources:

• MUSC University Benefits: https://web.musc.edu/human-resources/university-hr/benefits

• PEBA website: http://peba.sc.gov/

• MyBenefits website to view benefits: https://mybenefits.sc.gov

• MUSC Provider Directory: www.muschealth.org/providerdirectory/providers.aspx

• MUSC Horesehoe/OurDay information: https://horseshoe.musc.edu/

mailto:noreply@peba.sc.gov
https://web.musc.edu/human-resources/university-hr/benefits
http://peba.sc.gov/
https://mybenefits.sc.gov/
http://www.muschealth.org/providerdirectory/providers.aspx
https://horseshoe.musc.edu/


Patrice Gordon, Benefits Manager 792-9679, gordonp@musc.edu

Rachel Gittens, Senior Benefits Administrator 

(Insurance A-K, Retirement A-K, N)

792-6392, Gittens@musc.edu

Yolanda Whitehead, Benefits Administrator

(Insurance L-V, Retirement L, M, O-Z)

792-5922,  whitehey@musc.edu

Jacqueline Beasley, Benefits Specialist

(Insurance W-Z)

792-7862, beasleja@musc.edu

Monique Robinson, HR Coordinator 

(FMLA, Leave, & Employment Verification)

792-7225, robinsmo@musc.edu

Benefits Department 792-2071,Option 4;benefits@musc.edu

1 South Park Circle, Building 1, Suite 100, 

Charleston, SC 29407

Appointment only

mailto:gordonp@musc.edu
mailto:Gittens@musc.edu
mailto:whitehey@musc.edu
mailto:beasleja@musc.edu
mailto:robinsmo@musc.edu
mailto:benefits@musc.edu

