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3.674 RCUH Military Leave

Effective Date: 10/01/2026
Date Revised: 0/16/2001, 03/01/2014, 08/07/2014, 07/07/2016, 08/02/2016, 04/12/2017,
08/08/2017, 10/28/2017,09/19/2018, 12/10/18

I. PURPOSE

It is the RCUH’s policy to comply with the applicable sections of Chapter 121, Hawai‘i Revised
Statutes and 38 U.S.C., Chapter 43 to provide employees with military leave and job
protections for uniformed service. Employees are allowed up to fifteen (15) working days of
paid, job-protected military leave for periods of active duty or active-duty training in the Armed
Forces. Paid military leave is based on the employee’s Full-Time Equivalency (FTE). Example:
A full-time (100% FTE) employee is allowed up to 120 hours of military leave with pay.

The policy applies to all regular-status employees regardless of FTE. Non-recruited hires
lasting less than six consecutive months are not eligible for paid military leave but may be
allowed to take time off for unpaid military leave (contact RCUH Employee Benefits).

[l. DEFINITIONS

A. eTimesheet: Electronic timesheet reporting system accessible via the RCUH
Employee Self-Service page.

B. FTE - Full Time Equivalency: Percentage of a 40-hour work week that an employee
works (based on a 100% scale). Example: Full-Time 100% FTE = 40 hours per week;
Part-Time 50% FTE = 20 hours per week.

C. RCUH Payroll Deadline*: RCUH payroll deadlines are the 1st and the 16t of the
month (or the business day after if the 1st or 16t falls on a weekend or holiday).

D. Active Duty: Full-time duty in the active military service of the United States. This
includes members of the Reserve Components serving on active duty or full-time
training duty but does not include full-time National Guard duty.

E. Active Duty Training: A tour of active duty which is used for training members of the
Reserve Components to provide trained units and qualified persons to fill the needs
of the Armed Forces in time of war or national emergency and such other times as
the national security requires.

F. Military Activation Notice: Under the Uniform Services Employment and Reemployment
Rights Act (USERRA), an employee or responsible military official is required to provide
advance notice to the employer of the employee’s military service. The notice may be
verbal or written. Notice is not required if the giving of such notice is precluded by
military necessity or is otherwise impossible or unreasonable. This policy will refer to
this notice as “military activation notice.”

G. Year (for purposes of paid military leave only): Coincides with the federal fiscal year
October 1st —-September 30th,

*Please refer to the RCUH HR Personnel Action & Payroll Calendar or Schedule - link
in Section VI Reference.
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https://law.justia.com/codes/hawaii/title-10/chapter-121/
https://law.justia.com/codes/hawaii/title-10/chapter-121/
https://uscode.house.gov/view.xhtml?path=/prelim@title38/part3/chapter43&edition=prelim
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[1l. RESPONSIBILITIES

A. RCUH Employee:

1.

B. Pri

1.

Comply with attendance procedures (i.e., call-in requirements, leave requests,
changes in work schedule) set forth by the Principal Investigator.

Inform RCUH Human Resources Department - Employee Benefits Section of the
military leave period to activate special leave codes on the eTimesheet.

Give prior notice of the period of military leave (time off from work) to the Principal
Investigator/designee as soon as practicable, so daily work schedules can be
accommodated.

Record the time off from work using the Military Leave codes and attach the military
activation notice, which would constitute an authorization for military leave. The
military activation notice may be verbal, written, military orders or other reasonable
forms of notice provided to the employee by their military unit. Submit eTimesheet
by the applicable payroll deadline.

Return to work upon expiration of military leave period.

ncipal Investigator:

Ensure that attendance procedures (i.e., call-in requirements, leave requests,
changes in work schedule) are clearly communicated to each employee. Enforce
and monitor attendance procedures.

Review eTimesheet and ensure military leave period is recorded using military leave
with pay or vacation/leave without pay, and supporting documentation is properly
submitted and approved by the applicable payroll deadlines.

IV. POLICY

A. Ad
1.

ministration of Military Leave

Authorized leave will be granted to an employee who is called to active duty or active-
duty training for the Armed Forces per military activation notice. Special provisions
ordered by the president or governor shall be followed.

Reservists who are called to active duty under presidential order are not required to
submit military activation notice prior to taking the leave.

Should an employee fail to return to work upon the completion of military leave, it
may be deemed that they have resigned from their position and may be terminated
(i.e., voluntary termination for personal reasons). However, any legal requirements
under the 38 U.S.C., Chapter 43 Veterans Re-Employment Rights Act shall be
followed.
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B. Employee May Request Time Off for Military Leave as Paid or Unpaid: Employee must
submit request to their Principal Investigator or desighee and the RCUH Human
Resources Department - Employee Benefits section. The special leave codes will be
activated on the employee’s eTimesheet. The employee may use the military leave
codes in any order.

1. Military Leave with Pay (LML Special Leave Code): Paid Military Leave may be
granted up to fifteen (15) working days (or 120 hours based on the employee’s Full-
Time Equivalency (FTE)) per year.

2. Military Leave Vacation (LMV Special Leave Code): Will be coded as military leave
and will come out of the employee’s available vacation leave balance.

3. Military Leave Without Pay (LMW Special Leave Code): Will be coded as military
leave and will be unpaid. Time off for military leave in excess of the paid fifteen (15)
working days (or 120 hours based on the employee’s Full-Time Equivalency (FTE))
per year shall be charged to Military Leave Without Pay (LMW), unless Military
Vacation Leave (LMV) is requested by the employee. An employee may choose to
take time off as Military Leave Without Pay (LMW) without exhausting their vacation
leave first.

C. Holidays Which Fall During Military Leave with Pay

1. If an employee is eligible for holiday (must have paid time before and after the
holiday): Holidays which fall within Military Leave with Pay (LML) or Military Leave
Vacation (LMV) shall be paid as holiday leave (HOL).

D. Military Leave impacts on TIAA GRA and TIAA SRA: An employee’s 12-month vesting
period will not be interrupted by Military Leave. All time spent on Military Leave will
count towards the RCUH’s “Year of Service” (computation period) 12-month and 1,000
work hours vesting requirements. Once vested and while on Military Leave the
employee’'s Group Retirement Annuity (GRA) 401(a) account and Supplemental
Retirement Annuity (SRA) 403(b) account’s contributions will continue only if on paid
Military Leave of this policy but will cease if the employee is on unpaid Military Leave.

E. Return to Work: The employee must return to work upon conclusion of the Military
Leave period or communicate any changes to the Military Leave period to the Principal
Investigator/Designee. Employee will be reinstated consistent with the provisions of
Chapter 121, Hawai‘i Revised Statutes and 38 U.S.C., Chapter 43. The employee will
have thirty (30) days to re-enroll into their health insurance plans they were previously
enrolled in prior to the leave period (considered a qualifying event).

V. CONTACT INFORMATION

RCUH Human Resources Department - Employee Benefits Section
Telephone: (808) 956-2326 or (808) 956-6979
Email: rcuh_benefits@rcuh.com

Page 3 0of 4


mailto:rcuh_benefits@rcuh.com

RCUH Research Corporation
of the University of Hawai'‘i ‘Ahahuina Noi'i O Ke Kulanui O Hawai‘i

VI. REFERENCES

Policy 3.810 RCUH Payroll & Certification

Policy 3.344 RCUH Holiday Policy

Policy 3.620 RCUH Vacation Leave

Policy 3.650 RCUH Leave of Absence Without Pay
Personnel Action & Payroll Calendar (calendar format)
Personnel Action & Payroll Schedule (table format)

mmoow>
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https://www.rcuh.com/policies-forms-documents/3-810-rcuh-payroll-certification.pdf
https://www.rcuh.com/policies-forms-documents/3-344-rcuh-holidays-holiday-pay-and-admin-leave.pdf
https://www.rcuh.com/policies-forms-documents/3-620-rcuh-vacation-leave.pdf
https://www.rcuh.com/policies-forms-documents/3-650-rcuh-leave-of-absence-without-pay.pdf
https://www.rcuh.com/policies-forms-documents/personnel-action-payroll-calendar.pdf
https://www.rcuh.com/policies-forms-documents/human-resources-personnel-action-payroll-schedule.pdf

