CWU EMPLOYEE CHECKLIST

MILITARY ACTIVATION AND RETURN FROM ACTIVE DUTY
The following information was compiled to assist employees who are called to or returning from active military service.  Questions about military leave or returning to employment from military leave should be directed to Human Resources for staff, and to the Provost’s Office for faculty.  All faculty and staff should contact the Benefits Office for benefits assistance and information prior to leaving and upon returning from military leave.

UPON NOTIFICATION OF ACTIVATION TO MILITARY SERVICE
· Promptly notify your supervisor and the Benefits Office in Human Resources – Provide as much detailed information as possible regarding your anticipated departure date, length of service and date of release from active duty.  Determine if you wish to request a leave of absence or resign.  

· Leave of absence – Submit a Military Leave of Absence Request Form to your supervisor with a copy to Human Resources.  (The Military Leave of Absence Request Form is available by calling Human Resources at 963-1202, or available for download by clicking here on the appropriate employee type: faculty, exempt, civil service)  If you are a faculty member, provide a copy also to your Dean and to the Provost’s office.  Note that the leave request you make will affect employer provided insurance benefits for you and your family.  Attach copies of your military orders and leave slips for any paid leave usage during your absence.
· Resignation – If you would prefer to resign your position, inform your supervisor in writing with a copy to Human Resources, and attach a copy of your military orders.  If you are a faculty member, provide a copy also to your Dean and to the Provost’s office.  Review your reemployment rights under WAC 357-31-370, RCW 73.16.031-061 and the Uniformed Service Employment and Reemployment Rights Act (USSERA)(38 U.S.C. 4301-4333).  Contact the Benefits Office, 963-1267,  for information on continuing medical/dental coverage on a self-pay basis under COBRA.

If you expect to be gone for more than six months – Please complete a checkout slip before leaving campus.  The checkout slip is available by calling Human Resources at 963-1202 or on the web at http://www.cwu.edu/~hr/forms/Checkoutslip.doc. 

· Personal and Beneficiary Information – Contact the Benefits Office (963-1267) to ensure that the names, addresses, and phone numbers for yourself and your beneficiaries are current.  Employees may wish to seek legal counsel if they have questions/concerns regarding beneficiary designation and/or instructions.  Legal assistance may be available through the Judge Advocate General’s office assigned to your military unit.

· Compensation from CWU – You may elect to use any portion of your 21 days of annual paid military leave, and/or any available vacation leave, personal holiday or compensatory time during your active duty period.  The way in which you elect to use the paid leave will affect eligibility for employer proved insurance benefits for you and your family.  There is not paid compensation from the CWU beyond those leave amounts.  You will not accrue additional vacation, compensatory time, sick leave or personal holiday during your period of Military Leave.

· CWU Employee Benefits (Insurances and Retirement) – You may continue the current insurance coverage for yourself and your family.

· Medical, Dental Basic Life and Basic LTD Insurance
· CWU Paid – You can maintain your employer provided benefits at the current payroll deduction premium by remaining in pay status eight hours per month by either working or using appropriate paid leave (military, vacation, compensatory time and personal holiday).

· Self-Pay – If you are not in pay status during an entire calendar month, you can continue benefits by self-paying your premiums for up to 29 months.  The cost for self-pay premiums ranges from $300 to over $1,000 a month, depending on the coverage and optional plans you have chosen.

· Life Insurance and Long Term Disability Insurance – If you do not continue your optional coverage during your military leave, you will need to prove insurability upon your return.  These benefits may be affected while you are on active duty.  To fully understand your coverage while on active duty, please review your plan booklet, or view them online at: 

Life Insurance Booklet:  http://www.wa.gov/hca/PEBB/doc/50-126.pdf 

LTD Insurance Booklet:  http://www.wa.gov/hca/PEBB/doc/50-125.pdf 

· Retirement – Your retirement benefits may be affected while you are on active duty. 

· For members of PERS, TRS and LEOFF Retirement Plans - Please refer to your retirement booklet, www.wa.gov/DRS, or contact the Department of Retirement at (800) 547-6657 to determine your options if your retirement is impacted.

· For members of the CWU Retirement Plan for Faculty and Exempt Staff – Please contact the Benefits Office.  You may be eligible for CWU matching funds based on catch-up contributions you choose to make upon your return.

· Other Optional Benefit Plans – Contact the Benefits Office to review your choices related to your optional benefits, such as Deferred Compensation, Supplemental Retirement Accounts, Flexible Spending Accounts and Dependent Care Assistance.  
UPON COMPLETION OF ACTIVE DUTY

· Notify your department and Human Resources of your intent to return – Provide notification to your supervisor and Human Resources of your intent to return to your position as soon as possible but in no case later than provided below.  If you are a faculty member, provide a copy also to your Dean and to the Provost’s office.  For service in excess of 30 days, include a copy of your discharge documents (receipt of honorable discharge, report of separation or certificate of satisfactory service or other proof of satisfactorily completed service).

 Activated less than 31 days – you must report to your position on the beginning of your first regularly scheduled work period on the first calendar day following completion of the service plus the expiration of 8 hours.

 Activated 31 to 180 days – you must submit an application to return to your position not later than 14 calendar days following completion of service.

 Activated more than 180 days – you must submit an application for return to your position not later than 90 days following completion of service.

· Reinstating your Benefits - To reinstate any benefits not maintained while on active duty, you need to submit new enrollment forms within 31 days of your return from active duty.  In some cases, you may be required to prove insurability.  Contact the Benefits Office at (509) 963-1267, to schedule an appointment immediately upon your return to ensure the proper paperwork is submitted. 
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