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Please distribute this alert to any users within your agency who are responsible for time administration.

Processing Procedure to Pay Employees for Work Time During a Long-Term Leave Without Pay Without Benefits
· Information regarding the processing procedure to pay employees for their attendance at a PDC, hearing, or other work assignment lasting less than one day during a period of long-term leave without pay without benefits
This alert is to notify you of the processing procedures when employees on long-term leave without pay without benefits return to work for less than one day to participate in a Pre-Disciplinary Conference (PDC), attend a hearing or perform other work.  
It is important to not restart benefits for a return to work that is such a short duration. Therefore, the employee will remain on long-term leave without pay without benefits. Agency Time Advisors should submit an HR help desk ticket.  The ticket should include the event type, the date of the event along with the start and end times and the hours to be paid.  The HR Service Center will initiate the process to pay the employee via IT2010.  Under this process, the employee will receive the appropriate pay, but will not receive benefits.
Questions? 
If you have any questions regarding this process, please submit an HR help desk ticket in the time category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007, Option 2. 
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