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ACTION ITEMS AND ANNOUNCEMENTS

Updated Staff Handbook now available
online
Human Resources is pleased to introduce an updated Staff
Handbook. The Staff Handbook is reviewed annually to ensure we
continually provide you with the most current information on our
policies and programs. To view the updated Staff Handbook and
learn more about this year's updates visit our HR website.

Direct deposit advice printing discontinued
Due to COVID-19 campus closures, the payroll department will stop printing direct deposit
advices effective with the next biweekly payroll (pay date of June 19 ) and the next monthly
payroll (pay date of June 30).
 
Pay stubs are available in myHR. Follow these steps to access your pay stub:

Log into myHR
Click the "Pay" tile
Click on the pay stub you want to access
The pay stub will open in a PDF and can be viewed, downloaded and/or printed as
needed

Direct deposit is strongly encouraged
Checks formerly received at campus addresses are being mailed via U.S. Postal Service to
the home address on file. Employees are strongly encouraged to receive their pay via Direct
Deposit.
 
Employees who continue to receive a paper check via USPS must do the following to ensure
their check is routed correctly:

https://www.northwestern.edu/hr/essentials/policies-procedures/staff-handbook.html
https://www.northwestern.edu/myhr/
https://www.northwestern.edu/hr/essentials/pay-taxes/direct-deposit.html


Click on image to download the
infographic

Confirm/update current home address in myHR
Email Operations Processing current home address

Prepare for REAL Performance Conversations

Performance conversations provide an opportunity for connect, align and focus
forward on growth and development. Access resources linked here for staff and
supervisors to step into REAL conversations (reflect, empathize, ask questions and
look ahead).

What's a REAL conversation? Download the
infographic.

Watch video: Best practices for Virtual
conversations

Sign up for an upcoming Performance Feedback
Lab workshop for supervisors

Read Tips for Receiving Feedback

Get ready to talk about development

 FIND ALL RESOURCES

Flexible Spending Accounts (FSAs) have a new and
expanded list of eligible expenses and over-the-counter
products
 
Coronavirus Aid, Relief and Economic Security (CARES) Act, has expanded the list of
eligible expenses you can use with your FSA or HSA funds. Over-the-counter (OTC)
medications such as Tylenol and other pain relievers, heartburn medications, allergy relief,
feminine care products are now eligible heath care expenses. For a complete list of eligible
expenses visit the PayFlex website.

The changes to eligible expenses is effective retroactively to January 1, 2020. If you
purchased OTC medicines or feminine care products this year, you can submit the receipt to
PayFlex to get reimbursed.

You can make changes to your 2020 Dependent Care Flexible
Spending Account today!
Those enrolled in the Dependent Care FSA plan in 2020 who have changes to their
childcare needs due to work from home restrictions can make changes to their 2020
election. To make a change to your 2020 election, please email benefits@northwestern.edu
with a subject of "2020 Dependent Care FSA Change Request" and indicate the new annual
election you need.  

https://www.northwestern.edu/myhr/
mailto:hroperations@northwestern.edu
https://www.northwestern.edu/hr/documents/learning-performance/real-conversation-infographic.pdf
https://www.northwestern.edu/hr/documents/learning-performance/real-conversation-infographic.pdf
https://www.northwestern.edu/hr/documents/learning-performance/real-conversation-infographic.pdf
https://vimeo.com/425545127
https://learn.northwestern.edu/Saba/Web_spf/PRODTNT074/common/ledetail/HRD801-100A
https://www.northwestern.edu/hr/documents/learning-performance/real-tips-for-receiving-feedback-staff.pdf
https://www.northwestern.edu/hr/documents/learning-performance/real-development-reflection-worksheet.docx
https://www.northwestern.edu/hr/learning/performance-excellence/index.html
https://www.payflex.com/en/individuals/products-programs-health-care-fsa.html
https://www.payflex.com/en/individuals/products-programs-health-care-fsa.html
https://www.payflex.com/en/individuals/products-programs-health-care-fsa.html


Please note: Any University matching funds you receive will be reduced by the new election;
and you must request to increase the election in the future once your childcare needs
change.

The runout period for 2019 Health Care, Limited Use and
Dependent Care Accounts has been extended
The runout period for claims incurred on or before March 15, 2020 for the 2019 Health Care,
Limited Use and Dependent Care Flexible Spending Account plans has been extended to
August 31, 2020. This means you have an extended period to submit your claims, not to
incur new claims for 2019 funds.

Reimbursement is available for expenses with service dates from January 1, 2019 through
March 15, 2020.

Submit claims directly to PayFlex using Express Claims.
Attach the appropriate documentation including an explanation of benefits (EOB),
receipt or invoice.
Documentation must include, provider or full name of product, patient name, amount
and date(s) of service.
Canceled checks will not be accepted in lieu of an itemized bill or receipt.
Statements showing only a previous balance are not acceptable documentation.

LEARN FROM WHERE YOU ARE

Grow professionally, build your skills, and stay engaged and
connected.

Explore virtual workshops, on demand learning, playlists and more:

Plan and choose your learning
See all upcoming virtual workshops and register 

Announcing Learning Intersections 

Do you love learning? Sign up today for Learning Intersections, a new newsletter for
Northwestern staff and faculty to keep up to date on events, resources, and ideas that will
help you grow your skills today, and your career tomorrow.
SUBSCRIBE TODAY

https://www.payflex.com/
https://www.northwestern.edu/hr/learning/learn-where-you-are/
https://www.northwestern.edu/hr/learning/learn-where-you-are/assets/lfwya-calendar.pdf
https://www.northwestern.edu/hr/learning/development/learning-intersections.html


Leading Distributed Teams
Certificate Program for Managers
Managers at all levels are experiencing new and
different challenges as they lead distributed teams.
Increase your skills and confidence as you lead,
support and engage team members during this moment
and beyond by completing a certificate
program: Leading Distributed Teams.

Join the  
Leading Distributed Teams MS Teams group
Learn more and register for courses today

  VIEW UPCOMING WORKSHOPS

Manager Foundations will be coming in Fall in a virtual format: registration will
be open this summer.

WELL-BEING

Thank a Northwestern Essential Employee 

Take a few minutes to share your gratitude for a fellow NU essential employee or
department. Your note of thanks will be compiled into a document and be shared with all of
the thanked employees and departments, as well as featured in the next Well-being During
2020 newsletter. 

   GIVE THANKS

https://teams.microsoft.com/l/team/19%3a382a9ae359ac4dafb27a958313bf0f81%40thread.tacv2/conversations?groupId=71b7e8d1-9081-4125-a641-d1ac05689ef9&tenantId=7d76d361-8277-4708-a477-64e8366cd1bc
https://www.northwestern.edu/hr/learning/lead-where-you-are/index.html
https://www.northwestern.edu/hr/learning/learn-where-you-are/assets/lfwya-calendar.pdf
https://www.northwestern.edu/hr/benefits/well-being/programs/well-being-during-2020_6.pdf
https://forms.apps.northwestern.edu/view.php?id=338030


Introducing the virtual Well-being support website

During this time of physical distancing, the Office of Well-being is providing virtual well-being
programs and resources to help support you. Programs include:

Your Daily 15 & Your Weekly 30
Meditation
Well-being During COVID-19 Newsletters
Well-being Consultations
Well-being Playlist
Employee Assistance Program Webinars

  VISIT THE WELL-BEING WEBSITE

Employee Assistance Program Spotlight

Did you know our Employee Assistance Program (EAP) also provides Emergency
Resources and Coronavirus Resources such as:

Dealing with the Effects of Trauma: Getting help (article)
Talking to Children About Events in the News (article)
Navigating the Physical and Mental Impacts of COVID-19 (webinar) 
Well-being During Times of Crisis (webinar)
Caring for Your Older Loved Ones During COVID-19 (article)
Feeling lonely and isolated? Connect and engage today (article)

To access these and additional resources visit www.eapwl.com (username: northwestern,
password: eap). Services and resources are available to employees and household family
members.

Free meditation recordings: Stop. Breathe. Think.

MyLife, an EAP partner, is providing access to free meditation and relaxation exercises
ranging from ground yourself, relax with your kids, care for your sleep and more. 

Caring for Ourselves and Others as We Navigate Change: A
Dialogue Series for Staff

HR Well-being, The Women's Center, Learning and Organization Development and the
Office of Equity are sponsoring a dialogue series specifically designed to support and
provide space for Northwestern employees during the remote work period. Join the dialogue
every other Thursday, 3:30 p.m. - 4:30 p.m. Topics will rotate each session and may include,
complex concerns for caregivers, managing vicarious trauma, care-based approaches to
remote work and more.

https://www.northwestern.edu/hr/benefits/well-being/programs/virtual-support.html
https://www.eapwl.com/Emergency resources.aspx
https://www.eapwl.com/Coronavirus.aspx
https://www.eapwl.com/Article/Dealing with the Effects of Trauma Getting Help
https://www.eapwl.com/Article/Talking to children about events in the news
https://event.on24.com/eventRegistration/EventLobbyServlet?target=reg20.jsp&referrer=&eventid=2304762&sessionid=1&key=D78F6DE204933E235485357C02B6CE5D&regTag=&sourcepage=register
https://event.on24.com/eventRegistration/EventLobbyServlet?target=reg20.jsp&referrer=&eventid=2338659&sessionid=1&key=59EBDE0932E2F166677211E796B845FD&regTag=&sourcepage=register
https://www.eapwl.com/Article/Caring for your older loved ones during Covid
https://www.eapwl.com/Article/Lonely and isolated
https://www.eapwl.com/login?returnUrl=/
http://covid-19.my.life/
https://www.northwestern.edu/womenscenter/programs/current-programs/caring-for-ourselves-and-others-as-we-navigate-change/


Summer resource guide for Parents

Check out this resource guide from Care.com on how to find summer child care,
summertime activities and how to stay safe and healthy this summer. 

ACCESS THE GUIDE

KinderCare Discount

Northwestern has secured a 10% discount for our community to all KinderCare area centers.
As a reminder, if you need assistance identifying available childcare, please contact
Northwestern's dedicated Illinois Action for Children Resource and Childcare Referral
Specialist, Kanella Maniatis.

Senior Sense: "4 Tips for Balancing Caregiving with a
Career"
In this article from Care.com, learn about tips to reduce stress and better balance the often
competing priorities of career and care.

 READ THE ARTICLE

Free fitness classes: Stay Fit at Home

Tivity Health, which administers the BCBSIL Well onTarget Fitness program, is introducing
Prime® Live Virtual Classes, made available through Tivity's Prime Network. Enjoy a variety
of live, full-length fitness classes hosted through Zoom from the comfort of home and at no
additional cost. The classes are open to all everyone - you don't have to be a Fitness
program member. 

  REGISTER

Schedule a nutrition consultation for July
Schedule a free 1:1 nutrition consultation with Vicki Shanta Retelny, Registered Dietitian
Nutritionist (RDN) for July. Vicki will assist with setting realistic nutrition goals, provide
motivational tips and assist with diet-related disease management. 

 LEARN MORE

https://www.northwestern.edu/hr/benefits/work-life/finding-childcare/selecting-childcare/care.com-membership.html
https://www.care.com/c/stories/16829/summer-resource-guide-for-parents-caregivers/?utm_campaign=Care%40Work Newsletter&utm_medium=email&_hsenc=p2ANqtz-8hrxHm2Bh3Dzx8JIQj2rYNRiHedFdAWe5L5pMOEvZ46OR2Z9GSSI_3iJfm5wx05EgZF7ZGr0J5FBTbT7r3g5L78V3l8i-dbOmsjLvp8S1ji8fzdGc&_hsmi=88793876&utm_content=88793876&utm_source=hs_email&hsCtaTracking=582e0ca2-f918-4cf5-8300-5240fbca7423%7C0ada2465-296d-4f14-a566-11f9c39a83af
https://www.kindercare.com/employee-benefits/northwestern-university
mailto:kanella.maniatis@actforchildren.org
https://www.northwestern.edu/hr/benefits/work-life/finding-childcare/selecting-childcare/care.com-membership.html
https://workplace.care.com/4-tips-for-balancing-caregiving-with-a-career
https://tools.primemember.com/live
https://www.northwestern.edu/hr/benefits/well-being/programs/yourlife-nutrition-consultation.html


Financial wellness webinars
Keep your financial goals on track and attend a financial webinar. You do not need an
account for any of the organizations listed below, simply login as a guest.

Fidelity
First Northern Credit Union
TIAA

Receive up-to-date Well-being communications
Join our mailing list to receive weekly well-being event emails. 

  JOIN MAILING LIST

NORTHWESTERN OFFICE OF HUMAN RESOURCES

https://www.fidelity.com/learning-center/events/overview
https://www.fncu.org/seminars/?scpage=1&scupdated=1&scorder=-click_count
https://www.northwestern.edu/hr/benefits/well-being/financial-well-being/june-2020.pdf
https://www.northwestern.edu/hr/benefits/well-being/mailing-list-signup.html
http://www.northwestern.edu/
https://www.facebook.com/NorthwesternU
https://twitter.com/northwesternu
https://www.instagram.com/northwesternu/
https://www.youtube.com/NorthwesternU
http://www.northwestern.edu/hr/index.html

