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MEMORANDUM FOR   ______________________________________________________________________

SUBJECT:  Effect of PERSONAL Leave Without Pay (LWOP) on Technician Entitlements/Benefits (Updated 06/2011)
1.  Leave without pay (LWOP) is a temporary, non-pay status and absence from duty.  Leave without pay must be requested through and approved by your immediate supervisor.  This memorandum provides information on how LWOP may affect benefits.  Some or all of the following may be applicable to you.  

2.  Once granted, LWOP may not at a later time be converted to annual or sick leave except in the case of administrative error, participation in the voluntary leave transfer program, disability retirement, or workers compensation cases.  

3.  Accrual of Leave:  You will not accrue annual or sick leave while in a continuous non-pay status.  If you are intermittently in a non-pay status the following applies:  When you accumulate 80 hours of LWOP you will not earn annual or sick leave during the pay period in which the 80-hour accumulation is reached.  You will earn leave in succeeding pay periods until you again accumulate 80 hours of LWOP.  (5 CFR 630.208)  For purposes of computing accrual rates for annual leave (i.e., 4, 6, or 8 hours each pay period), 6 months of non-pay status in a calendar year is creditable service.  If you used advanced sick or annual leave prior to entering LWOP status and you do not return to pay status, you will be indebted to the government for the amount of pay received for all advanced leave used.   

4.  Retirement Credit:  A total of 6 months (180 days) in a non-pay status in any calendar year is creditable service for retirement coverage and there is no cost to you.  If you are in a non-pay status for only a portion of a pay period, your contributions are adjusted in proportion to your basic pay (5 USC 8332 and 8411).  Your SCD (service computation date) will be adjusted by the amount of non-pay time in excess of 6 months in one calendar year.   

5.  Health Benefits: Enrollment continues for no more than 365 days in a nonpay status.  The nonpay status may be continuous or broken by periods of less than 4 consecutive months in a pay status (5 CFR 890.303(3)).  The government contribution continues while you are in a nonpay status.  You may pay your share on a current basis or incur a debt.  If you have coverage under federal health, you must read, sign, and return the enclosed notice…FEDERAL EMPLOYEE HEALTH BENEFITS (FEHB) OPTIONS WHILE IN LEAVE WITHOUT PAY (LWOP) OR INSUFFICIENT PAY STATUS. 
            IMPORTANT                
You must respond within the timeframes indicated on

the notice or your enrollment under

FEHB will automatically terminate.
6.  Within Grade/Step Increases:  Excess LWOP will affect waiting periods.  Each time you reach the maximum number of hours of LWOP depending on what step you are in, your waiting period is automatically extended one pay period.  




For General Schedule (GS) Employees

STEP IN GRADE


MAXIMUM #HOURS LWOP



2,3,4




  80 hours



5,6,7




160 hours



8,9,10




240 hours




For Federal Wage Schedule (FWS) Employees


STEP IN GRADE


MAXIMUM #HOURS LWOP



2




  40 hours



3




120 hours



4,5




160 hours

7.  Federal employees Group Life Insurance (FEGLI):  Life insurance is continued without cost to you for up to one year while in a non-pay status.  After one year of LWOP, your life insurance will be terminated.

8.  NGAUS Insurance:  Premiums for continuation of life insurance during non-pay status must be paid directly to the carrier, ReliaStar.  Disability coverage cannot be continued during periods of LWOP.

9.  Federal Employees Dental/Vision Insurance (FEDVIP):  BENEFEDS will generate a direct bill if no premium is paid for 2 consecutive pay periods. Coverage will continue only if the direct bills are paid on time.  
10. Thrift Savings Plan (TSP): Employee contributions and agency automatic 1% contributions (FERS only) made to your TSP account are determined by using the basic pay earned per pay period.  If you are in a non-pay status for the entire pay period you cannot contribute to your TSP account.  There are no provisions for retroactive makeup contributions.  You are not eligible to apply for a TSP loan while in a non-pay status.  If you have an existing TSP LOAN, contact HRO for information on how loan repayment will be affected.
11.  Flexible Spending Account (FSAFEDS):  Incurred eligible health care expenses will not be reimbursed until the employee returns to a pay status and the allotments are successfully restarted (the remaining allotments would be recalculated over the remaining pay periods to match the annual election amount). Eligible dependent care expenses incurred during the nonpay status may be reimbursed up to whatever balance is in the employee's dependent care account, as long as the expenses incurred during the nonpay status allow the employee (or employee's spouse if married) to work, look for work, or attend school full-time. Once dependent care allotments are successfully restarted, remaining allotments would be recalculated over the remaining pay periods to match the employee's annual election amount. 

12.  Federal Long Term Care Insurance Program (FLTCIP):  Coverage continues for as long as premiums are paid. If Long Term Care Partners receives no premium payment for 3 consecutive pay periods, they will send a bill to your home.  If they receive no premium payment for 1 or 2 pay periods, they will adjust future payroll deductions up to an additional $50 until the balance is collected. You may contact Long Term Care Partners at 1-800-582-3337 for a billing change form if you wish to change your premium billing method.  
FOR THE HUMAN RESOURCES OFFICER:








/s/







NADINE G. BECKIM







Human Resources Specialist 
   Employee Benefits

1 Atch

FEHB Options
FEDERAL HEALTH BENEFITS OPTIONS WHILE IN LEAVE WITHOUT PAY STATUS

Name of Employee:____________________________________________________ Date: ____________
You must respond within 31 days of this notice or your FEHB enrollment will automatically terminate.

Entering or returning from a period of LWOP may permit you to change your participation in premium conversion.  Premium conversion allows for deduction of  your  health insurance premiums from taxable income, thereby reducing your taxes.  Each pay period you are enrolled in the FEHB Program, you are responsible for payment of the employee share of the premium. When you enter leave without pay status, or your pay is insufficient to cover the premium, you must terminate or continue and pay the premium or incur a debt. 
TERMINATING THE ENROLLMENT: If you elect to terminate your enrollment (or the enrollment automatically terminates), the termination will take effect at the end of the last pay period in which premiums were withheld from pay. FEHB coverage will continue at no cost to you for an additional 31 days. During the 31 days, you and your covered family members may convert to an individual contract with your insurance carrier. The termination is not considered a break in the continuous coverage necessary for continuing FEHB coverage into retirement. However, the period during which the termination is in effect does not count toward satisfying the required 5 years of continuous coverage. When you return to pay and duty status, or at the end of the first pay period your pay becomes sufficient to cover your premium, you must reenroll within 60 days if you want FEHB coverage.  You will have the opportunity to change your premium conversion participation (waive if you had been participating or restore participation if you had waived) when you return to pay and duty status and reenroll in FEHB.  If you do not submit the form to change your premium conversion participation, your previous status will continue. 

CONTINUING THE ENROLLMENT (365 days maximum):   If you elect to continue your coverage, you must elect to pay the premiums directly or to incur a debt in the amount of the unpaid premiums. If you elect to pay the premiums directly, these payments will be made with after-tax monies since health premium deductions can only be treated as pre-tax payments if they are deducted from pay.  If you elect to pay directly, mail a check or money order payable to DFAS-CL DSSN 8522 (biweekly amount can be found on your LES) . Include on the check your name, social security number, a note that the payment is for "FEHB premium", and the pay period for which the payment is being made. Mail to: DFAS-Cleveland, P.O. Box 99555, Cleveland, Ohio 44199. 
If you elect to incur a debt, the repayment of the debt is deducted from your pay.  If you are participating in premium conversion at the time the deduction is made, it will be treated as a pre-tax payment.  You can change your premium conversion participation when you return to a pay status.  It does not matter whether you participated in premium conversion at the time the debt was incurred.  If you are participating when the debt repayment deductions are made from your pay they will be afforded pre-tax treatment.  If you elect to incur a debt, or if you elect to pay directly but fail to pay the entire amount due, you will receive a notice stating the total amount due. The notice will be sent when you return to pay status, your pay becomes sufficient, or you separate from employment. By electing to continue coverage you agree to repay the resulting debt in full and to allow the debt to be collected by withholdings from any salary payments to you from the Federal Government.  If the amount due cannot be withheld in full from salary, it will be recovered from a lump sum payment of accrued leave, income tax refunds, amounts payable under the Civil Service Retirement System or Federal Employees Retirement System, or any other source normally available for the recovery of a debt due the United States.
Please make your election below, sign, date and return this notice to the Human Resources Office,  33 State House Station, Augusta, Maine 04333-0033 within the required timeframes. 
FEHB ELECTION

1.  I wish to continue my FEHB enrollment and (Check one):     ______ Submit direct payments              ______Incur debt

      (Signature) _____________________(Date)_______________

2.  I wish to terminate my FEHB enrollment.   (Signature) ____________________________(Date)_______________

Additional information concerning FEHB premium conversion and the form to waive or restore participation can be obtained from HRO upon request. 
UPDATED: JUNE 2011 
