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MILITARY LEAVE OF ABSENCE WITHOUT PAY

I. PURPOSE:

To establish a policy to grant a leave of absence for a period of military training or service.

II. SCOPE:

Departmentwide.

III. POLICY:

A regular or probationary employee serving in the Armed Forces of the United States will be granted a leave of absence for the period of such military training or service in accordance with and as more fully described in l CSR 20-5.020(4).

A.
Requesting a Military Leave of Absence Without Pay

Upon notification of the requirement to report for military service, the employee shall submit a written request for leave of absence, with a copy of the official military orders, to the employee’s supervisor. This request will be routed through the employee’s chain of command to the Appointing Authority and the Office of Human Resources.
B.
Benefits During Military Leave

1. The leave of absence will begin after exhaustion of fifteen (15) workdays of military leave with pay. Refer to DHSS Policy 8.8 (Military Leave with Pay) for more information.

2. If the leave should run into the new federal fiscal year, which begins on October 1, the employee will be returned from leave to allow for the fifteen (15) days of military leave with pay and his/her annual leave balance will be exhausted below the maximum benefit allowed under DHSS Policy 8.1 (Annual Leave). 

3. Employees do not earn annual and sick leave during periods of unpaid leave for military service; however, this time will count toward creditable service for purposes of leave accrual rates. 
4. Employees should contact the following benefit providers for additional information regarding benefits during a military leave of absence without pay: 

a. Missouri Consolidated Health Care Plan (MCHCP) may be contacted about health insurance benefits for employees and their dependents. MCHCP can be contacted at 800-487-0771 or access http://www.mchcp.org. 

b. Missouri State Employees’ Retirement System (MOSERS) may be contacted about life insurance coverage as well as other MOSERS benefits. For more information, call 800-827-1063 or access http://www.mosers.org. 

c. Cafeteria Plan: Employees are entitled to maintain or discontinue coverage while on such leave. For more information, call 800-659-3035 or access www.mocafe.com. 

d. Deferred Compensation Plan: For more information about the effect of leave on such benefits, call 800-392-0925 or access http://modeferredcomp.org/.

C.
Return from Leave of Absence

1.
Timeframes for which an employee may apply to return to work depend on the length of time he/she was on military leave and is as follows:

a.
If served from one (1) to thirty (30) days, the employee must report to work at the start of the next regularly scheduled workday or eight (8) hours after the end of military duty, or within a reasonable time considering travel and other factors beyond an employee’s control. 

b.
If served from thirty-one (31) to one hundred eighty (180) days, the employee must apply within fourteen (14) days of discharge and he/she cannot be discharged from employment without cause for six (6) months thereafter.

c.
If served one hundred eighty-one (181) days or more, the employee must apply to return to work within ninety (90) days of discharge and he/she cannot be discharged from employment without cause for twelve (12) months thereafter.

d.
These timeframes may be extended up to two (2) years if an employee suffers service-related injuries and continues to be hospitalized after discharge.

2.
Upon the employee’s return to work, one of the following may occur:

a. If the leave of absence was ninety (90) days or less, the employee will be returned to the same position held prior to the approved leave; or

b. If the leave of absence is more than ninety (90) days, the employee will be returned to the same or similar position with the same duties and benefits, including geographic location; or

c. If the employee is no longer qualified to perform the duties of the former position by reason of disability sustained during military service, upon request, the employee will be given another position which is as similar as possible in status and pay to the position the employee originally left, unless extenuating circumstances exist. 

3.
If the employee will have restrictions or require a work adjustment or accommodation upon his/her return, the employee must  submit DHSS forms 3.3A and 3.3B, pursuant to DHSS Policy 3.3 (Workplace Adjustments and Accommodations for Employees with Permanent and Temporary Disabilities), at least three (3) working days prior to the return to work.

4.
If any employee receives a dishonorable discharge from the armed forces resulting from a general court martial, the employee must receive approval from the Division’s Appointing Authority to be eligible for reinstatement.
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