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Voluntary Leave Without Pay Program
This program offers an employee who holds a regular position to voluntarily request leave without pay for non-medical reasons.   The immediate supervisor, unit head and Human Resources & Equal Opportunity (HR/EO) Director must approve the leave.  This leave request must apply to leaves of one week or more.
Benefits Impact
1. During voluntary leave without pay period(s) the employee will remain in pay status by reporting to work or using accrued leave for a minimum number of days to ensure that benefit and payroll deductions continue.  Examples of the benefits deductions include group health insurance, flexible spending account(s), optional group life insurance, and voluntary deductions such as Savings Bonds and United Way.  The Payroll Office will provide a “gross-to-net” projected calculation to determine the number of day(s) needed to ensure that the employee’s deductions remain intact. 

2. The employee's salary will be reduced because he/she will be on leave without pay; therefore, retirement contributions will be reduced as they are calculated as a percentage of salary. 

A. Kansas Board of Regents unclassified retirement:  the 14% contribution (employee and employer) will be based upon actual, reduced salary paid during the pay period.

B. Kansas Public Employees Retirement System (KPERS):  the 4% employee contribution will be based upon actual, reduced salary paid during the pay period.  KPERS years of service will be counted as usual, as the employee will have contributions during the calendar quarter.  But, if the employee is considering retirement in the next four years, the final average salary will be impacted.  The KPERS retirement formula uses the highest four years of salary, whenever they occur in the employee's history.  If the employee takes voluntary leave, the salary this year most likely will not be one of the highest used in the KPERS retirement formula.

3. Leave accruals may be affected during the periods of leave without pay, based on the pertinent rules for either university support staff or unclassified, exempt or non-exempt staff.  Those rules are outlined on the HR/EO website at www.hreo.ku.edu/policies_procedures/category_details/7.

Process
1. The employee should contact the Payroll Office (4-4385 or payroll@ku.edu) for a “gross to net” calculation for each payroll period affected which will show the employee how many work or leave days are needed to cover deductions.  The employee may choose to attach the calculation(s) to the Voluntary Leave Without Pay Request Form.

2. The employee should fill out the Voluntary Leave Without Pay Request Form indicating the hours to be worked or to report leave usage (vacation, compensatory, discretionary, etc.) and submit to the immediate supervisor.  (Sick leave may not be used to cover this period.)

3. If the voluntary leave is to be approved, the supervisor signs the form and forwards it to the unit head.  The unit head approves and signs the form and forwards it to Human Resources & Equal Opportunity, 103 Carruth-O’Leary Hall.
HR/EO and Payroll will verify that the days in pay status will cover deductions and send a copy of the approval to the employee, supervisor and department head.  The original will be filed in the Payroll Office.

This document, the announcement of the program, accrual charts and the leave request form are located at www.hreo.ku.edu/policies_procedures/category_details/7.
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