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A9. 420 LEAVE W THOUT PAY FOR BOR PERSONNEL

1

Pur pose. To enabl e BOR personnel to take | eaves w thout pay
in accordance with the foll ow ng references.

Ref er ences.
a. Appendi x 9-14, BOR By-Laws and Policies
b. Article VI, Leaves Wthout Pay, Unit 07 Agreenent, or

C. Article 3, Maintenance of R ghts and Benefits, Unit 08
Agr eenent .

bj ective. To consolidate into one docunment the existing
practices and policies concerning | eaves w thout pay (LWOP)
for BOR personnel (to include faculty, APT and excl uded) and
to prescribe a standard form and procedure for the
processi ng of such | eaves.

Applicability/ Responsibility. These instructions apply to
all BOR enployees. Enployees are responsible for submtting
their request to their enploying agency who in turn wll
process such forns via the Chancellor's Ofice to the

Uni versity Personnel O fice for review and placenment in the
BOR agenda.

QUi del i nes.

a. I n accordance with existing collective bargaining
agreenents and BOR policy, the University wll consider
granting | eave w thout pay for professional inprovenent
or personal reasons where such |eave is determned to
be to the advantage of the University and provided a
satisfactory tenporary replacenent can be secured where
necessary. Such |eaves will not normally be granted for
periods | onger than one year at a tinme. However, in
cases where the | eave requirenent is for nore than one
year as governed by regul ation or statute, such as in
the cases of |PA agreenents, mlitary service, etc., a
| eave up to two years may be requested. Leaves which
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ext end beyond one year require approval of the BOR s
Personnel Relations Conmttee prior to placenent on the
Board's nont hl y agenda.

b. Personal | eave for conpassionate reasons nmay be granted
to faculty nenbers, provided that a satisfactory
tenporary replacenent can be secured. Such | eaves shal
not be granted for nore than ninety (90) days at a
tine.

C. Tenured faculty menbers are considered to be filling
permanent full-tinme positions. A tenured faculty
menber who wi shes to work |less than full tinme nust
apply for partial LWOP.

d. An enpl oyee cannot be granted a LWOP from a
non-conti nuing position, an invalid account or froma
grant or contract which has expired.

Definition. Leaves w thout pay may be voluntary or
i nvol untary.

a. Vol untary | eaves:
1) LWOP for Professional |nprovenent

Pr of essi onal inprovenent |eaves are granted only
in cases where the recipient will enhance his
value to the University by deliberately seeking to
i nprove his professional abilities. In these

| eaves, the inprovenent of the recipient's
professional abilities nust be primary and direct,
and not a secondary or incidental consequence,
such as may result from enpl oynent by an outside
agency.

a) | f the support for the | eave is provided by
the recipient, then the recipient's statenent
of purpose establishes whether the primry
pur pose i s professional inprovenent.

b) | f support is provided by an outside agency,
then the agency's reason for providing
support defines the primary purpose of the
| eave.

c) Fel | owshi ps and foundation grants awarded to
enabl e recipients to pursue the kind of
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research, scholarship and creative work which
i nprove their professional abilities and so
enhance their value to the University are
consi dered to be for professional

i nprovenent .

The follow ng factors may al so be considered in
maki ng a judgenent on a faculty nmenber's request
for professional inprovenent |eave:

a) The leave will permt access to research
equi pnent, facilities, or materials not
avail abl e locally, and which are clearly
required for the recipient's scholarly
advancenent .

b) The training or experience relates to faculty
menber's area of assignnment and is
qualitatively superior to anything which can
be obtai ned wi thout taking |eave.

c) The I eave will enable the recipient to adapt
to and/or make a significant contribution to
a priority programdirection identified in
the institution's ADP/ EDP

LWOP for Personal Reasons.

Leaves in this category are other than
pr of essi onal i nprovenent.

untary Leaves

Tenporary cessation of nornmal operations. This
type of |eave is used when an enpl oyee's services
are not needed tenporarily due to a shutdown or
curtail ment of operations. Exanples are the

cl osing of student dormtories during vacation
periods or the closing of facility for renovation,
etc.

Depl etion of funds. This type of |eave is used
when a programfinds it necessary to reduce
staffing tenporarily because of |ack of funds.
This situation occurs nost often in extranurally
funded projects due to such reasons as
unanti ci pated expenses or a reduction in funding.
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Unaut hori zed Absence. An enployee who fails to report for
duty for causes within his or her control shall be renoved
fromthe payroll for the period of absence with appropriate
adjustnents to the annual salary. Should the unauthorized
absence continue nore than fifteen cal endar days, the
supervi sor should investigate the situation and, if
appropriate, recomend that the enpl oyee be term nated.

Pr ocedur es.

a. BOR personnel who wi sh to take LWOP shoul d nmake every
effort to submt applications to the imedi ate
supervi sor at |east six nonths in advance of the
desired effective date. In any case, |eaves are to be
submtted in time to be considered by the Board in
advance of the desired effective date except that
faculty nenbers may be granted energency | eaves which
do not exceed ninety (90) days under the provisions of
the Unit 07 collective bargaining, subject to
confirmation of the Board of Regents.

b. The UH Form 62 (PERS) Attachnent 1 is to be used for
requesting LWOP. The request nust contain a statenent
of the purpose of the |eave.

C. The request nust be submtted to the i mediate
adm ni strative supervisor for a recommendati on and
forwarding to the Chancel |l or or designee.

d. Requests nust be forwarded with recommendati ons by the
Chancellor to the Director of Personnel. The Director
of Personnel w il place themon the BOR Agenda.
Exception: Faculty requests involving policy questions
are to be forwarded by the Chancellor to the Vice
President for Academ c Affairs.

e. Any reviewi ng official who recomends approval of the
| eave with conditions other than as requested is to
notify the applicant accordingly.

f. A copy of the |leave request will be returned to the
applicant through admnistrative channels after it is
acted upon by the Board. If professional inprovenent
LWOP (faculty & E/M or educational LWOP (APT) is
approved, a UH Form 31 (PERS) 10/71 Retirenent
Contribution Election Wile on Professional LWOP,
Attachnent 2, will also be forwarded to the applicant
for execution and return wth the SF-5B.
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A UH Form 1 (PERS) nust be submtted with the SF-5B
pl aci ng the individual on LWOP if the individual is on
vacation and sick | eave accunul ati ng system

| nvol untary LWOP for cessation of normal operations and
depl etion of funds are to be processed via SF-5B as
soon as the | eave condition can be accurately

det er m ned.

Unaut hori zed absence requires that an SF-5B be
submtted to renove and/or return the enployee to the
payrol . A menorandum of explanation by the i medi ate
supervi sor nust acconpany the SF-5B

9. Enpl oyee Benefits.

a.

A person may purchase retirenment credits while on | eave
wi t hout pay for professional inprovenent by direct
paynment to the Enpl oyees' Retirenment System or such
credit may be purchased after conpletion of the |eave.

When a person is on | eave wi thout pay, there are no
payrol | deductions to continue those prograns which
requi re enpl oyee contributions. Should continued
participation be desired, arrangenents nust be made by
the enpl oyee with the agency concerned for coverage by
di rect paynent. For exanple, the free |life insurance
and dental plan coverages woul d continue as enpl oyee
contributions are not required; for a nmedical plan,
contributions are required. Refer to Adm nistrative
Procedure A9.690, Health Fund Benefits for details.

Al so, direct contributions to any benefit plan
sponsored by an enpl oyee organi zati on woul d have to be
made by an enpl oyee shoul d continued participation be
desi red.
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Attachment 1

UNI VERSI TY OF HAWAI |
REQUEST FOR LEAVE W THOUT PAY (LOWP)

Nane of requestor

Period from to

Type of LWOP requested (see reverse side for descriptions)

Pr of essi onal | nprovenent Per sonal Reasons

| have disclosed all sources of conpensation for services while on | eave (for
prof essi onal inprovenent |eaves only--may be included in narrative).

| have appended a narrative statenment describing the purpose of the LWOP.
| apply for this leave with the intention of returning to service at the
University of Hawaii. Should | fail to do so, the University may, at its
option, assune that | have resigned ny position by abandonment.

Position Titl e/ Rank Si gnature

Depart ment/ Di vi si on

Reconmend:
Approval / Di sapproval (conments if any)
A satisfactory tenmporary replacenent can be secured.

Depart ment/ Di vi si on Dat e

Approval / Di sapproval (conments if any)

Dean/ Di r ect or Dat e

Approval / Di sapproval (conments if any)

Provost (Community Col |l eges only) Dat e

Approval / Di sapproval (conments if any)

Chancel | or Dat e

Board of Regents Dat e

UH FORM 62 ( PERS)
Rev. 6/82
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Leave Wthout Pay for Professional |nprovenent

Prof essi onal inprovenent |eaves are granted only in cases
where the recipient will enhance his value to the University
by deliberately seeking to inprove his professional
abilities. In these | eaves, the inprovenent of the
recipient's professional abilities nust be primary and
direct, and not a secondary or incidental consequence, such
as may result fromenpl oynent by an outside agency.

a) | f the support for the | eave is provided by the
recipient, then the recipient's statenment of purpose
establ i shes whether the primary purpose is professional
i nprovenent .

b) | f support is provided by an outside agency, then the
agency’ s reason for providing support defines the
pri mary purpose of the |eave.

c) Fel | owshi ps and foundation grants awarded to enabl e
recipients
to pursue the kind of research, schol arship and
creative work which inprove their professiona
abilities and to enhance their value to the University
are considered to be for professional inprovenent.

Leave Wthout Pay for Personal Reasons.

Leaves in this category are other than professional or
general inprovenent.
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Attachment 2
UNI VERSI TY OF HAWAI ‘|

RETI REMENT CONTRI BUTI ON ELECTI ON WHI LE ON PROFESSI ONAL
| MPROVEMENT LEAVE W THOUT PAY

In accordance with Section 88-21, Hawai ‘i Revised Statutes, personnel on "professiona

i mprovenent | eave without pay" nmay elect to contribute to the State Retirenent System for
the period of |eave w thout pay. Since personnel on professional inprovenent |eave w thout
pay are not on the University payroll, no payroll deductions can be nade to the State
Retirement System

Per sonnel goi ng on professional inprovenent |eave w thout pay are required to el ect one of
the foll owi ng options:

Option 1. VWi | e on professional inmprovenent |eave, you are entitled to accrue service
credit and retirenent benefits if you continue to contribute to the Retirenent
System It is recomrended that you continue your contributions during your
prof essi onal inprovenent |eave to insure coverage in the event that death
occurs during the |l eave period. If Option 1 is elected, the Personnel Ofice
will provide you with specific instructions for making direct paynents to the
State Retirenent System

Option 2. If you do not desire to nake any contributions during your professiona
i mprovenent |eave, only this formneeds to be conpleted. (Note: Normal death
benefits are not payable during a period when contributions are not nmade to
the Retirement System) You may purchase service credit upon your return to
duty. Service credit purchase made within 90 days after return to duty will be
conputed on your regular salary rate in effect at the tinme the | eave started;
if purchase is made after 90 days fromreturn to duty, service credit cost
wi Il be based on salary at the tinme of application for purchase of service
credit. For information concerning the purchase of service credit under Option
2, please wite to the State Retirenent System

| have read the above options and elect option (enter option selection). My period
of professional inprovenent |eave without pay will be from , 19 thru
, 19

Si gnature of Enpl oyee

To be conpleted by enpl oyee or departnent before transmitting to UH Personne
Ofice. Please print or type.

Nane of enpl oyee

Soci al Security Number

Depart ment

UH FORM 31 (PERS) REV 10/ 71



