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“ Human Resources are the most 
valuable assets the world has. They 
are all needed desperately.
Eleanor Roosevelt
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Meet the

HR Team

Marsha Ramsamoojh-Harris
Director HR

The Human Resource Department continues to exist as the nucleus of the organization 
and a strategic partner alongside USC's administration, faculty, and staff; committed to 
providing comprehensive human resource services through competent, courteous, pro-
fessional and culturally aware assistance; recognizing and supporting the rich diversity 
of the University. Amidst the challenges it is our aim to strive to beyond excellence 
making USC the employer of choice to all faculty and staff.

Rowena Moore Mc Nichol
Administrative Assistant

Fanella Francis
Legal Officer

Jillene John-Harris
Assistant Director I

Lavonne Noel
Assistant Director II

Amanda Charles
HR Officer

Isean Miller
HR Assistant
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HR Team

Activities
Training Sessions in July
Financial Educational Webinars in collab-
oration with Unit Trust Corporation of 
Trinidad and Tobago. It was held on July 
23, 2021 with Faculty as targeted audi-
ence.

Training Sessions in September
New Employee Orientation
Using “Managing in the Semi-Virtual 
Environment” as a theme, this session 
was held on September 17, 2021. This 
session also have The President, Mem-
bers of the Human Resource Depart-
ment, Health and Safety, Security Depart-
ment as facilitator and Dr Kenneth Niles 
as special featured. Targeted new em-
ployees at the University with total 
number of employees who completed 
the orientation were 18.
21st Century Administrative Professional
This session was held on September 27,

2021 with Ms Nordian Swaby as facilita-
tor. Targeted all administrative profes-
sional employed at the University with the 
objective such as to increase the produc-
tivity level of the administrative profes-
sionals in the online work environment, 
to improve the efficiency levels of admin-
istrative professionals in the use of 
Google Suite, to introduce and encour-
age the use of freeware software that aids 
in productivity in the online environment, 
and to increase the level of comfort of 
administrative professionals in operating 
in an online environment.
Retirement Planning in Collaboration 
with Unit Trust Corporation of Trinidad 
and Tobago
This session, which was held on 30 Sep-
tember, 2021, targeted all Employed at 
the University with total number of per-
sons who attended were 30.
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Training Sessions in October
The Student, The Law & Me
This session, was held on October 15, 
2021, had Mrs. Fanella Francis as facilita-
tor. Targeted all faculty and teaching staff 
employed at the University with number 
of employees who attended were 50. 
Objectives of this session such as to 
make faculty aware of the several legal 
challenges that could arise during their 
interactions with students, to make faculty 
aware of their role and responsibilities in 
ensuring compliance with legal require-
ments and to provide faculty work-able 
tools to help them be successful in navi-
gating various potential legal issues.

Sunplus HR Training
This session, was held on October 29, 
2021, had Mrs Lucrisha La Fleur and 
Jesrerine Rogers-James as facilitators. 
Targeted all Sunplus users in the HR 
Department.

Training Sessions in November
I am Man... Cancer! How can I Prevent It?
This session, was held on November 11, 
2021, via Zoom platform with Dr Akash 
Maniam as facilitator. Objectives of this 
session are to educate our men on 
cancer preventative measures to adhere 
to in this stressful working environment, 
to educate our men on various types of 
cancer screening available, and to help 
our men recognize early the signs of 
prostate cancer.

Supervisor Training
This session was held on November 21, 
2021, via Zoom platform with Dr. Antho-
ny Rayborne as facilitator. Attended by 
40 participants, this session had objec-
tives such as listening to others so they 
feel heard and understood, influencing 
and persuading others to take action, 
inspiring and motivating others with your 
message, and connecting and communi-
cating with your team so everyone is on 
the same page.
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The Matter of

Medical Insurance
The University of the Southern 
Caribbean’s Medical Plan 
offers a range of benefits, for 
you the employee, to assist with 
your medical problems. This 
article is aimed at sharing 
some important information 
that will assist you the employ-
ee in making an informed deci-
sion on whether to join the 
medical plan. It will also pro-
vide pertinent information to 
those already enrolled on the 
plan. We encourage all our 
employees to join the medical 
plan.
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The medical plan is operated by M&M Insurance Broking Services Limited, and the 
insurance company is UNIMED.
The Medical Plan is administered by Ms. Lavonne Noel, and she can be contacted at 
insurance@usc.edu.tt or 662-2241/2, Ext. 1121. We request that you, the employee, or 
dependants, do not contact M&M directly concerning any medical insurance matters or 
submit medical claims directly to M&M. The Department of Human Resources is respon-
sible for managing the medical plan, and all medical claims and queries should be 
directed to Ms. Lavonne Noel. Any insurance matters not addressed in this article can 
be referred to Ms. Lavonne Noel for clarification or answers.
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Eligibility/ Application / Approval/ Termination 

1. Only full-time employees are eligible to be on the medical plan.

2. Existing employees who did not join the plan at the start of the plan, or when invited 
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to join, will be required to do 
a medical examination by a 
licensed physician before 
being considered for approval 
to be on the medical plan.

3. A new employee will be 
invited to join the medical plan 
upon successful completion of 
the probationary period and 
the relevant documents will be 
given to the employee to com-
plete. Contract conditions will 
also determine eligibility to be 
on the medical plan.

4. The employee will be required to complete an application card and form which is sent 
to M&M for evaluation and approval. It is only when the application is approved that 
the employee is eligible to be on the plan.

5. Once the employee is no longer employed with USC, the employee’s  membership on 
the medical plan ceases immediately after the last day of employment.
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Death Benefit: $5.00 per month (employee contribution). Award - $20,000 for funeral 
expenses.

Coverage

Family $622.00

$402.00

$202.00

$202.00

$466.50

$301.50

$151.50

$151.50

$155.50

$100.50

$50.50

$50.50

Single Plus One

Single

Pensioner

Total
Cost

USC’s Distribution
(75%)

Employee’s Distribution
(25%)

Table of Monthly Premium

Contribution to the Plan 

The University and Employee contribute 75% and 25% respectively of the cost of 
the monthly premium which is paid through monthly salary deduction.
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Dependants

Dependants include wife or husband, 
unmarried children, stepchildren and 
children legally adopted, living with the 
employee in the same household. 
Dependants over the age of 19 but under 
the age of 25 shall only be eligible to be 
on the medical plan if they are full-time 
students at an accredited institution and 
have the same permanent residence as 
the employee.

Features of the Plan (Per Calendar Year)

A. Major Medical – the employee must 
provide a quotation to the Department of 
Human Resources for us to get a pre-certifi-
cation letter.  It will indicate the benefit 
amount for the medical procedure. The em-
ployee is advised not to proceed without 
getting a pre-certification from M&M.

B. In-patient and Out-patient – he employ-
ee is advised to get a referral for specialist 
visit to gain the full benefit.
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C. The benefit for Dental – 80% up to $3,500 (maximum benefit).

D. The benefit for Vision – 80% up to $3,000 (maximum benefit).
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Vision

Its specific to each participant on the plan – employee or dependent). The
employee or dependent must be on the plan for 90 consecutive days before he or she 
can make a claim. These are the criteria and benefits, such as one complete eye exami-
nation once per year, one pair of lenses once per year, one set of frames once every 
two years.
We advise employees to check their previous appointment dates with their Optician so 
that they do not send in a claim before the above time periods. M&M will not pay for 
any claim submitted before the above time periods.
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Maternity 

The benefit is for female employees and wives of male employees enrolled in the medi-
cal plan. The individual must be on the plan for at  least 280 days to make a medical 
claim.
The medical claim can only be submitted AFTER the birth of the child, miscarriage or 
legal abortion. The benefits are as follows: Normal Delivery (100% $4,000), Caesarean 
(80% up to $5,000), D & C (80% up to $1,500) and Miscarriage (80% up to $1,500).



Purchase Order System 

A. Only employees and their 
dependants who are on the medical 
plan will be   eligible to receive a 
Purchase Order to take to an Author-
ized Medical Provider, to cover for 
medical expenses, if you are  unable 
to pay your portion.

B. The MAXIMUM amount payable 
on a Purchase Order is $25,000.

C. The employee will be screened to 
determine whether to issue a Pur-
chase  Order to him or her. The em-
ployee will be required to sign a Pur-
chase Order Agreement to repay his 
or her liability portion when issued 
the Purchase Order. The employee 
will be given the Purchase Order 
and a medical form to take to the 
Authorized Medical Provider.

D. The Authorized Medical Provider will send the Purchase Order, Invoice and Medical 
Claim Form to USC, which is then sent to M&M for payment. M&M will issue the benefit 
amount to the Medical Provider and USC will pay the difference on the employee’s 
behalf. The employee’s liability amount will be deducted from the employee’s salary. 
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Refund Cheques and Employee 
Liability 

M&M sends refund cheques to USC 
once per month. 
The employee will be informed via 
insurance@usc.edu.tt to collect the 
refund cheque. A payroll deduction 
form will be completed, and the em-
ployee will be informed via insur-
ance@usc.edu.tt of his or her liability 
amount and the period of deductions, 
if a Purchase Order was issued on his 
or her behalf to a Medical Provider.

Change in Coverage 

If the employee becomes married, divorced 
or has a child or children, it is his or her 
responsibility to inform the Department of 
Human Resources of any change in status in 
a timely manner, and you will be required to 
complete the required form to effect the 
change.

On Another Medical Plan

If the employee or dependent(s) is on another medical plan, they can benefit from both 
plans. It is the employee’s responsibility to inform the Department of Human Resources 
so that we can inform M&M to send the medical claim to the other insurance company 
to process the additional benefit.
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Completion of the Medical Form

Ensure that the Medical Form is proper-
ly completed by the doctor: date, diag-
nosis,required details, signature, doc-
tor’s name spelt out, and doctor’s 
stamp. The employee must complete 
the front page of the Medical Form in 
full and sign the form. The employee 
must bring the form to the Department 
of Human  Resources or leave it at the 
Department of Security Services for us 
to collect. The Medical Form is sent to 
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M&M each week. The employee must submit the medical claim within 3 months after 
seeing a physician. Medical claims submitted after this period will not be accepted by 
M&M.
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Note of

Leave Reminders
Official University Closure

Last Working Day for 2021
Monday, December 20, 2021

Official University Closure (with the Exception of Essential Services)
Closes: Tuesday, December 21, 2021
Reopens: Monday, January 3, 2022

Vacation Leave

Vacation Leave Accrual

A.

B. 10th year of continuous service – 21 working days’ vacation. 
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Kindly note the following pertinent reminders as it relates to Leave: 

Vacation Leave Carry Forward

A. Employees who earn 14 working 
days per year are allowed to carry 
forward 6 working days into the follow-
ing year. 

B. Persons who earn 21 working days 
per year are allowed to carry forward 10 
working days to the following year. 

C. Only employees who have had leave 
deferred due to the exigencies of the 
service will be credited with the full 
amount of leave (as carry forward) in the 
next year.

The notation in this regard should only 
be made by the Department Head to the 
Director, HR.

D. Employees must complete the “Facul-
ty/Staff Vacation Request Form” and 
have it signed by his/her supervisor/de-
partment head each year at least eight 
(8) weeks prior to the start of the vaca-
tion except in cases of emergency.
Under no circumstance should an em-
ployee proceed on vacation leave with-
out obtaining the requisite approval.
 



COVID-19 and Leave

Kindly note the following information as 
it relates to COVID-19 and Leave:

A. Employees who are not physically ill 
but are required to quarantine and can 
work from home, may be allowed to do 
so with appropriate reporting and work 
management protocols in place. Kindly 
submit the necessary quarantine docu-
mentation via email to the Human 
Resources Department (hr@usc.edu.tt 
and charlesa@usc.edu.tt) and your 
supervisor within 1 day of receiving the 
document.

B. Employees who are required to be on 
sick leave due to contracting the COV-
ID-19 virus and is placed on quarantine 
or hospitalised, will be treated in accord-
ance with the normal sick leave entitle-
ment annually, or the amount stipulated 

-
. Where the employee has 

exceeded their paid sick leave eligibili-
ty and has suffered loss of earnings for 
four (4) or more days, National Insur-
ance (NIS) provides financial coverage 
in such instance.
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C. Employees who are not physically ill 
but are required to quarantine and are 
unable to work from home may be 
allowed to apply for their normal sick 
leave entitlement annually, or the 

. Where the 
employee has exceeded their paid sick 
leave eligibility, he or she may be given-
the option (not forced) to utilize their 
accrued vacation leave.

D. Where the employee has no leave 
available, he or she may apply for the 
quarantine leave benefit offered by the 
National Insurance Board. The NIB 
recently made provisions for the sickness 
benefit to be paid to COVID-19 quaran-
tined employees as a result of contact 
with an infected person (symptomatic or 
not) via [National Insurance] (Benefits) 
Regulation 18(2) of the National Insur-
ance Act.
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Administrators Achievements

Faculty and Staff 

Achievements

Terry John
Vice-President,
Spiritual Development
MSc in Counselling Psychol-
ogy, UWI, Mona, Jamaica

Faculty Achievements
Sadia Moore
Instructor
School of Social Sciences
Completed a six (6) months 
certificate in Cognitive 
Behavioural Therapy for 
Children and Adolescents in 
2020 with Care Canada 
Learning Solutions 

Staff Achievements
Dr. Amanda Thomas
Completed her PhD 
in Research Methods 
and Statistics School 
of Graduate Studies 
and Research

Ayanna Antoine
Registrar
Master of Arts in Edu-
cation, in Educational 
Leadership, UWI

Lee Ann Smart-Guerra
Lab Technician
School of Sciences Tech-
nology & Allied Health
Department of Family 
and Consumer Science
Master of Arts in Educa-
tion, in Educational Lead-
ership, UWI
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Faculty and Staff 

Appointments

Dr. Edward Clarke 
Appointed as Interim Dean 
in the School of Graduate 
Studies and Research

Roland Sealy
Appointed as Chair of the 
Education Department in the 
School of Education
and Humanities

16



September - December 2021 / Volume 1 / Issue 2

Staff Who Left

Faculty Academic
Sonika Alexander
Student Finance Advisor

Marlene Roach
Associate Registrar
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Welcome to 

Our New Staff

Ms.Dahalia Wade-Bowen
Administrative Assistant

Michaela Broomes
Administrative Research Officer

Dr. Genevieve Boucaud
Dean, Distance Education 

Cara Mae Bullen-Andrews
Administrative Assistant Departments of Facilities, University Services & Procurement 

Sidatha Tirado
Clinical Nursing Instructor

Karen Swan
Clinical Nursing Instructor

Lee Anna Alexander
Instructor, Special Education
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Staff Joined

In Holy Matrimony

Brent Marshall
Director, Student Finance
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For to us a child is born, 
to us a son is given

University of the Southern Caribbean
Human Resources Development
At the USC, the Human Resources Department’s purpose is to manage the numerous needs of its 
faculty and staff.

The HR team is available to assist. Do not hesitate to communicate with us.  You can contact us at: 
hr@usc.edu.tt or reach out to the team:

Mrs. Marsha Ramsamoojh-Harris
Director
harrism@usc.edu.tt, EXT 1120

Mrs. Fanella Francis
Attorney-at-Law
mitchellf@usc.edu.tt EXT 1123

Ms. Lavonne Noel
Assistant 
Human Resources Director II
lnoel@usc.edu.tt EXT 1121

Mrs. Jillene John-Harris
Assistant 
Human Resources Director I
jjohn@usc.edu.tt EXT 1125

Ms. Amanda Charles
Human Resources Officer
charlesa@usc.edu.tt EXT 1126

Mr. Isean Miller
Human Resources Assistant 
milleri@usc.edu.tt EXT 1124

Mrs.Rowena Moore-Mc 
Nichol
Administrative Assistant
rowena@usc.edu.tt EXT 1122

Happy Holidays! Happy New Year!

Rejoice in the Lord always: and again I 
say,Rejoice.Let your moderation be known 
unto all men. The Lord is at hand.Be careful 
for nothing; but in every thing by prayer 
and supplication with thanksgiving let your 
requests be made known unto God. And 
the peace of God,which passeth all under-
standing, shall keep your hearts and minds 
through Christ Jesus.

-Philippians 4:4-7(KJV)
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