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Please distribute this Alert to users within your agency who are responsible for processing Leave Without Pay (LWOP) actions.
This Alert includes the following information:
  

LWOP REMINDERS:  

· Deleting Begin Leave Without Pay Without Benefits Actions

· Return from Leave Without Pay Without Benefits Reason Codes

· Customer Specific Status

Deleting Begin LWOP w/o Benefits Actions

When a Begin LWOP w/o Benefits action is executed, the benefit infotypes (IT0167 and IT0168) delimit in the background.  If this action is deleted, it is imperative that the end dates on IT0167 and IT0168 are changed back to 12/31/9999 via PA30.
Return LWOP w/o Benefits Reason Codes

Reports indicate that LWOP actions are not being processed using the correct “Reason for Action” code resulting in benefits not being restarted upon the employee’s return to work. 
 
When processing a return from LWOP action, it is very important to select the correct reason code.  An employee returning from a LWOP without benefits MUST have the “Return from LWOP” action processed using a reason code that is identified by ‘without benefits’.

02  Same payrate w/o benefits

04  Higher payrate: GPI w/o benefits

06  Higher payr: longevity w/o ben

08  Higher payr: longevity&GPI w/oben

Reason codes identified above will restart benefits in the background and will mitigate any negative impact for employees. If an incorrect “with benefits” reason code is used, benefits are not started and may result in missed medical/hospital deductions.

Customer Specific Status

A customer specific status is defaulted based on the action that is performed.  The customer specific status of “On leave without pay with benefits” and “On leave without pay without benefits” results in no medical/hospital deduction for an employee.  

It is very important that actions are performed in date order.  A review of IT0000 (Actions) should always be completed prior to performing the “Return from LWOP” action.  If a “Return from LWOP” action must be inserted, the future dated action(s) must be deleted prior to processing the “Return from LWOP” action.   If the future dated record(s) does not impact IT0008 (Basic Pay) or was not mass generated, the action can be deleted by the Time Advisor.   

The customer specific status from the “Return from LWOP” action will generate for the actions executed with an effective date after the date the employee returned.

Time Advisors should contact the HR Service Center to have future dated actions impacting IT0008 deleted.  Please contact the HR Service Center by calling 1-877-242-6007 and selecting option 1 for Agency Services.

Note:  Time Alert 2004-38 issued on 9/10/2004 should be referenced for additional information.   

Questions regarding this alert should be directed to Susan Doyle (sdoyle@state.pa.us), Scott Coleman (sccoleman@state.pa.us), Laurie Cohrac (lcohrac@state.pa.us) and Jose Munoz (jomunoz@state.pa.us).  
