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MEMORANDUM
 
TO:  (employee name) 

(employee title) 
 
FROM: (name of WC Coordinator) 
 
SUBJECT: Salary Payments Related to Absences Due to Work-related Injuries 
 
 
I regret that you are temporarily unable to perform your duties and responsibilities due 
to your recent injury/illness.  We wish you well in your recovery.  Please be advised of 
the following: 
 
While Awaiting a Determination of Compensability
 
While you await a determination of eligibility for workers’ compensation benefits, you 
must take appropriate action to avoid salary overpayments.   Please be reminded that a 
three-day wait period is required before wage replacement benefits can be authorized, 
as appropriate.  Wage replacement benefits are payments from the workers’ 
compensation administrator or insurance carrier to replace the regular wages/salaries 
from the University of Hawaii, which you are unable to receive due to your absence. 
 
You must account for any and all absences while you await determination of 
compensability of your reported injury/illness and authorization of applicable wage 
replacement benefits.   If you have sufficient sick or vacation leave, you must use such 
leave during this time and any subsequent periods of absence due to total disability.  
You will be placed on leave without pay should you not have a sufficient leave balance 
or you elect a leave without pay in lieu of sick/vacation pay.  In all cases, the University 
cannot pay your regular full salary for days not worked.  The University can, with proper 
notice and authorization apply your sick or vacation leave for those days of absence. 
 
There may be instances of salary overpayment when there are insufficient leave 
balances.  As the determination of workers’ compensation benefits is not instantaneous 
and as payroll deadlines must be timely met, there will likely be a period of salary 
overpayment; i.e., you are not at work but continue to receive regular salary which 
cannot be attributed to the use of sick or vacation leave. 
 
In instances wherein the claim is denied pending investigation, there will be no benefit 
payments until the review of the case is completed (e.g., investigation may involve 
review of medical reports).  Please ensure that you utilize available sick or vacation 
leave for any resulting absence(s) to avoid a leave without pay situation.  Subsequently, 
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should the claim be deemed compensable and you begin receiving wage replacement 
benefits, you may need to buy back leave by returning a portion of the sick/vacation pay 
already received; the equivalent leave time will be credited to your leave account. 
 
After Your Injury/Illness is Determined to be Compensable
 
Your wage replacement benefits are paid for days of absence due to disability arising 
from the compensable injury/illness.  Additionally, University employees are permitted to 
utilize sick leave to supplement these benefits.  Should you exhaust your available sick 
leave, you may utilize your available vacation balance. If you have not yet completed an 
UH Form 41, you will be placed on Leave Without Pay. 
 
Upon receipt of your wage replacement benefits and return of a portion of the sick 
and/or vacation pay already received; the University will credit to your leave account the 
appropriate leave credits. 
 
Should you have questions about your workers’ compensation benefits, please feel free 
to contact your case manager at First Insurance Company of Hawaii.  Should you have 
questions about your sick/vacation pay during periods of absences relating to your 
injury/illness, please contact me at __________________________. 
 
 


