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Friendly reminders

• This presentation contains general information.

• It is meant to be used as a guide during the webinar.

• All participants are muted during the webinar.

• Have a question?

» Type your question in the Questions area during the webinar.  
The moderator will see it and respond.

• There will be a question-and-answer period at the end of the 
webinar.

• Please maximize your screen size to have full use of the webinar’s 
features.



Go To Webinar features

Download
handouts

from today’s
webinar here.

Type 
questions 

here.



What you need to know...

• What positions are eligible for TRSL membership?

• Dual employment: Are members working two jobs covered by 
different systems?

• The enrollment process:

» Employer/Membership Information Site (EMIS)

» Forms

• Is the member’s job covered by another system?

• Wrap-up



Index 2.0: TRSL Membership

• Employer’s Reference guide on TRSL membership eligibility 
and enrollments process
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Check employee’s status

• Prior to enrollment, use Member Summary screen to check 
employee’s TRSL membership status

6



TRSL membership eligibility

• Definition of “Teacher” – LSA R.S. 11:701(33)

• Eligible positions

» All K-12 employees

̵ Excludes school bus positions, school custodians/janitors, 
and school maintenance employees

» Visa holders other than F-series or J-series

̵ Exception: J-1 visa holders are TRSL eligible

• Employment status

» Work more than 20 hours per week (employees who work 20 
hours or less are considered part-time)

» Position is not seasonal or temporary
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Part-time, seasonal, or temporary

Generally employees who are part-time, seasonal, or temporary are not eligible for 
membership

Exceptions that require mandatory enrollment & reporting:

• Five (5) year rule  {Effective 7/1/2003}

» Five or more years of eligibility service credit

̵ Applies to members in PreK-12 classroom teacher positions

• Ten (10) year rule 

» 10 or more years of eligibility service credit

• Secondary employment

» Full-time at another TRSL-reporting agency, while working part-time, seasonal, or 
temporary in a TRSL-eligible position at your agency

̵ W-2 earnings

̵ Form 1099 payments
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What if the member works two different 
positions with the same employer?

• Louisiana law states that individuals must contribute to the public 
retirement systems for which they are eligible based on their public 
employment if they have more than one eligible employment.

» EXAMPLE: A non-vested teacher’s aide works 20.25 hours per 
week, contributing to TRSL plus works 20.25 hours per week as a 
school bus aide, which requires contributions to LSERS.

» REMEMBER: A vested TRSL member who works in two 
positions, each eligible for a different retirement system, has 
membership retention rights which may dictate the system to 
which contributions are made. 



To use Enrollments in EMIS:

• The staff member must 
be authorized to 
perform enrollment 
function (ENR).

• This is granted on 
Authorized Contacts 
(Form 1).

• This is not available to 
state agencies.

Form 1



Enrollments process

• When entering the employee’s SSN into EMIS, ensure the SSN 
entered matches the SSN on the employee’s Social Security card.
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To use Enrollments in EMIS:

• Once you have determined the employee meets eligibility for 
TRSL:

» Active member: Enroll individual within 60 days
of employment.

» Rehired retiree: Enroll individual within 30 days
of re-employment.



Enrolling active members in EMIS 
(member not known to TRSL)

• Original Retirement Plan:

» Individuals eligible for membership
in a state public retirement system
before January 1, 2011.

• 2011 Retirement Plan:

» Individuals eligible for membership
in a state public retirement system
between January 1, 2011
and June 30, 2015.

• 2015 Retirement Plan:

» Individuals eligible for membership in a state
public retirement system on or after July 1, 2015.



Enrolling active members in EMIS 
(member is known to TRSL)

When the member is already 
in TRSL’s system, there is less 
data to enter.



You must complete the 
Employee Attestation section.

• Have the member complete 
Forfeiture of Retirement 
Benefits – Attestation of 
Understanding  (Form 2FRB)

• Keep this form for your 
records.



Employee Attestation section



Individuals may be subject to the forfeiture of retirement 
benefits if convicted of a “public corruption crime.”

Must be signed by all new hires subject to the law & kept in their personnel file.



Most La. public employees cannot contribute
to Social Security for their public jobs.

Therefore, these employees 
are subject to the following 
provisions:

- Government Pension 
Offset (GPO)

- Windfall Elimination 
Provision (WEP)

Form must be signed by all new 
hires and forwarded to TRSL.

Form 2SS



TRSL notifies the member that 
he/she has been enrolled.

This member is in TRSL’s 
Original Retirement Plan.



TRSL notifies the member that 
he/she has been enrolled.

• This member was not known 
to TRSL. Therefore, we must 
determine which plan the 
member will be in:

• Original Retirement Plan,

• 2011 Retirement Plan, or

• 2015 Retirement plan



Certification of
Membership in State System

• This form is used to determine 
what plan a member falls 
under.  

• The employee will forward the 
form to the appropriate 
retirement system for 
certification of service. 

• That system will then return 
the form to TRSL.

Form 2C



For state agencies…

• This form is used to complete 
the employee’s enrollment in 
TRSL. 

• TRSL will process the 
enrollment.

Form 2R



Can members retain TRSL membership even if
the job is covered by another retirement system?

TRSL members with at least five 
years of TRSL service credit, who 
become employed in a position 
eligible for membership in another 
statewide retirement system, can 
elect to retain their TRSL 
membership.

Form must be completed in 60 days of 
new employment.

Form 2R



Remember to indicate type of employment

• Primary employer: Any member working in a TRSL-eligible 
position as a full-time employee or any member working as a 
part-time, temporary, or seasonal employee, and has the 
required number of years of service with TRSL to require 
participation.

• Secondary employer: Any member who has a primary 
employer, and works for a second employer in a TRSL-eligible 
position as a part-time, temporary, or seasonal employee or
via independent contract paid by 1099 (1099 contract limits 
apply).

Service credit is only given for primary employment.



Enrollments screen

• Example Entry Screen if the employee 
has never contributed to TRSL before

NOTE: If you enroll the member with any 
incorrect information, please contact your 
Accountant Liaison immediately to correct 
it before any further processing.

CAUTION: Double-check that SSN is correct!



Enrollment errors

• Contact your TRSL
Accountant Liaison for
assistance with any
enrollment errors.

» EXAMPLES: Incorrect
SSNs, incorrect date of
employment (hire date),
enrollment to be
deleted if employee
was not eligible to
participate in TRSL, etc.

• Note: Do not enroll and term with the same date.
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Some things to think about

• If you hire an employee who has a Refunded status in EMIS, 
you will need to submit an Enrollment Application/ 
Employment Notification (Form 2).

• Please terminate an employee as soon as you know they will 
not be continuing to work for you.

» Do NOT terminate a member on the same date as the 
enrollment date.

» Contact your TRSL Accountant Liaison for assistance with 
any enrollment errors.



What we covered

• Enrollments should be processed through our EMIS system.

» State agencies will submit paper forms for TRSL staff to 
complete the enrollment process (for active members).

• Additional forms will need to be completed for active 
members.

» Do not hold enrollments for active members, even if a 
refund application has been submitted. If the member is 
rehired within the 90-day period, a refund is not due.



Points to remember
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51 52 53 54 55 56 57 58 59 60
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Know time 
frames to 
complete 
enrollments
• 30 days for 

retirees
• 60 day for 

actives

Double-check SSN 
(compare to copy of SS 
card)

• Determine if position is covered by TRSL
• Check for prior membership in TRSL 



Employer Services Department

• Focuses exclusively on employer needs.

• Its primary responsibility is to assist and train employers:

» To be in compliance with state and federal laws governing 
TRSL’s defined benefit plans and the Optional Retirement 
Plan (ORP)

» Other employer-related issues



Contact your Accountant Liaison

• To view your agency's liaisons, use the search box. You can search 
by the employer name, employer ID, or liaison’s first or last name. 
You will see an accountant liaison and a retirement analyst liaison 
for each agency.

• From the home page at www.TRSL.org, follow the Employers tab to 
the “TRSL Liaison” page.

http://www.trsl.org/


Employer training

• Upon request, we provide customized training and support with any 
of the following reporting tasks:

» Retrieval, review, and completion of outstanding questionable 
year reports

» Completion of sick and/or leave data reporting

» Information gathering

• Please note: TRSL is currently not conducting on-site training due to 
COVID-19.  We plan to launch virtual employer training via GoTo
Webinar soon. Stay tuned for more details…

SHARON LACHNEY
225-925-4097 

sharon.lachney@trsl.org

HEATHER LANDRY
225-925-7093

heather.landry@trsl.org



Employer Procedures Manual



Questions?



The Key is published electronically

Published four times a year:

• February

• May

• August

• November



We are here for you!

Follow us on Twitter!

Local phone: (225) 925-6446

Toll free (outside Baton Rouge):
1-877-ASK-TRSL (1-877-275-8775)

www.TRSL.org • web.master@trsl.org

Like us on Facebook!

http://www.trsl.org/
mailto:web.master@trsl.org
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