EMORY Official University Policy
W http:/fpolicies.emory.edu

UNIVERSITY

Policy 2.51
Military Leave and Vacation Pay

Responsible Official: VP for Finance
Administering Division/Department: Payroll
Effective Date: January 01, 2008

Last Revision: March 13, 2009

Policy Sections:
1. Overview
2. Applicability

. Policy Details

A W

. Definitions

)]

. Related Links
6. Contact Information

7. Revision History

Overview

The University provides military leave to employees in accordance with the Uniformed Services Employment and
Re-employment Rights Act of 1994 (USERRA)  and Georgia law . USERRA provides guidelines for employees who elect
military leave and for the prompt reemployment of employees who left employment to perform military training or service

in one of the uniformed services and who have completed such service under honorable conditions.

Applicability

This policy applies to all employees enrolled in the uniformed services. The uniformed services include the Armed Forces,
the Army National Guard, the Air National Guard (when engaged in active duty for training, inactive duty training, or
full-time National Guard duty), the commissioned corps of the Public Health Service, and any other category of persons
designated by the President in time of war or emergency.

Policy Details
2.51.1 Military Leave

Employees who enter the uniformed services are entitled to military leave of absence (LOA) without pay for a period not to
exceed five years.

The employee is required to provide notification to their Human Resource Representative as soon as reasonably possible of
the need for military leave. In addition, the employee should complete a Leave of Absence Request Form _and provide
copies of appropriate military orders or other supporting documentation for situations that do not warrant military orders.

Review Human Resource Policies and Procedures including the Human Resource Policy on Military Leave _ on the web.
2.51.2 Vacation Pay

In accordance with federal law, employees are not required to use vacation leave for military leave. However, employees
may elect to use their vacation leave. Employees must request in writing through Human Resources to use unused vacation
leave balances or take leave without pay for the entire leave period.

Review Human Resource s Policies and Procedures on the web for additional information.
Definitions

Leave of Absence (LOA): Official permission to be absent from work or duty as in that granted to military or salaried
personnel.

Related Links

o Current Version of This Policy:  http://policies.emory.edu/2.51

o Leave of Absence (LOA) Request Form:
(http://emoryhr.eu.emory.edu/Forms%20and%20Brochures/Employee%20Forms/Leave%200f%20Absence/)

o Human Resources: (http://emory.hr.emory.edu)

e Human Resources Policy on Military Leave: _ (http://policies.emory.edu/4.75)

o Human Resources Action Form (HRAF):
(http://femoryhr.eu.emory.edu/Forms%20and%20Brochures/Manager%20and%20HR%20Rep%20Forms/HRAF%20Manual/)

e Human Resources System:  (https://psofthr.cc.emory.edu/psp/hrprod/?cmd=login)

o Pay Request Form: _ (http://www.finance.emory.edu/external/deptpages/pay/index.cfm:)
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Contact Information

[ Subject [ Contact [ Phone [ Email
|Vacation Pay |Payroll Department [404.727.6100 | |payroll@emory.edu
]Human Resources Benefits ]Benefits ]404.727.7611 ]N/A

Revision History
No previous versions of this policy were found.
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