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Unpaid Leave

Concept

Description:

Employees can request an unpaid leave of abse)(that may extend over multiple
months/years of time. A LOA must have manager agglrdf the employee’s leave is expected
to be less than a pay period, there will be no ghan benefits. If the leave extends beyond a pay
period, OR if the employee will miss at least oaggheck, the employee should complete the
Leave of Absence Layoff fornThe employee may elect to continue certain benefid is
responsible to pay the total monthly premium oydhkir normal share of the monthly premium
for benefits to be retained and forward this infation to the System Benefits Office. The
System Benefits Office administers collection aecbrd keeping of benefit payments using
Benefits Billing. Also see processes Return from Unpaid LeavandReturn from Leave for
Temporary Assignment

Note: Follow theShort Work Break process for Biweekly paid employees taking timéof
period of time (i.e. over the summer months).
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Navigation:
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[ Manager Self Service E Job Data E Add Employment instance
(> University of Maine System Erter job informatian including work lacation and compensation Adet & new emplayment organizational Instance for & persan.

[ Workforce Administration details.
> Personal Infarmation

P e
> Review Job Information [( W ot bimaition ﬁ Reports
> Reports " Incuiry pages and reports that shaw wark Information for a *" Cortsins reports based on Job data of the Organization

— Joh Data person = Personnel Actions History

- Add Emplowment iob Summary mplovess on Leave of Asence
Instance Muttiple Jobs Summary Temporary Employees

Years of Service

> wWarkforce Reports
> Benefits
(- Time and Lahor
> Payroll for Noth Ametica
(- Workforce Development
- Organizational Development
- Workforce Monitoring
- Reporting Tools
- PeopleTools
- Return o Hortal
- My Personalizations
- Wy Dictionary

&) Done B @ Trusted sites

Step  Action
1. Click theWorkforce Administration link.
2. Click theJob Information link.
3. Click theJob Data link.
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Procedure:

Q-0 HKE¢

» MaineSll'ee-t

lsearch: Wew window | Help | 5
iy Favaies Job Data
Self Service Enter any information you have and click Search. Leave fields blank for a list of all values.

Wanager Self Service

University of Maine Systern Find an Existing Value

[ Workforce Administration

[+ Personal Information

~ Job Infarmation EmpliD: | begins with +|[o0gaaa
[> Review Job Information Empl Red Nbr: [= v |
[ Reports F
_ Job Data Name: [ begins with v ||
= Add Employment Last Name: [begins with ||
Instance
& Workforce Reports Second Name: | beging with + |
Benefits Alternate Character Name: | beging with + ||
Titne and Labor ) . P
Payrall far Norh America Middle Name: | beging with [
Waorkdoree Development [include History  [|Correct History [ Case Sensitive

Organizational Development

Workorce Monitaring
Reporting Tools Search Clear | Basic gearch B Save Search Criteria

PeopleTools
|- Return to Fortal
[- by Personalizations

Search Results

| by Dictionary I [ [H Last
[EmpliD  [Empl Red Hbr [Hame Last Hame [Second Hame [Afternate Character Hame [Middle Hame:
009533 0 Unpaid Leave LEAWE hiank hlank J
0099388 1 UnpaidLeave LEAVE  (hlank) (blank) J
€] S @ Trusted sites

Step Action
4, To Search for an existing employee record: EBtaplI D, Name or Last Name.

Drop-down menus can be used to selébkegins with ‘contains, etc. to assist in
locating an employee. The more information thantered, the narrower the search
and the shorter the search results list for review.

5. Click the Sear ch button.

6. If multiple employee records are listed, click te appropriate employee record.
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MaineStreet

Mew'Window | Hel | Custornize Page | &

Unpaid Leave Empl Red #: a
[Work Location
HR Status: Active Payroll Status:  Leave of =
Absence
*Effactive Date: 1170172008 B sequence: 0 *Job Indicator | Primary Job "l
‘Action'] Reason: Leave of Absence v |Personal Leave v
~ Future
Last Start Date: 0971451882 Termination Date:
Expected Job End Date
Last Date Worked: 1073142008 [loverride Last Date Worked Expected RetumDate:  [02/01/2009 ()
Position Number: [a00aaags S administrative Assistant I Position Entry Date: 09/01/2005
Override Position Data Position Management Record
Regulatory Region: UsA United States
Compamy Ums University of Maine System
Business Unit: UMS06 University of Sauthern Maine
Department: PGANY Geography & Anthrapology Department Entry Date: 091141982
Location: FO0200 Gorham Campus
Establishment ID: UMS06 SU University of Southem Maine
Date Created: 10/10/2008
Job Data Employment Data  Earnings Distribution Benefits Pragram Participation ‘
B 5ave | QRetwntoSearch | 12 S Mestin List | [ Matity ENesttan | Retresh | | nchude History

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Co

€] Done

5 @ Trusted sites

Step

10.
11.
12.
13.

Action
Click thePlus (+) key to add a new job row.
Enter theEffective Date of the Unpaid Leave.

Sequence field defaults to '0'. If the added row has theeaffective date as the prior
row, the sequence must be changed to the nextriigimeber. Otherwise, do not
change.

Click theDrop-down arrow to select from théction list.

Click theL eave of Absence list item.

Click theDrop-down arrow to select from théction/Reason list.
Choose the appropriakeason code.
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Step Action

14. The fieldsLast Date Worked' and Expected Return Date’ will appear on the panel
after the Action on 'Leave of Absence' has beescsad.

To edit thelLast Date Worked' field, click the checkbox next to theverride Last
Date Worked'.

The Expected Return Date' is an optional field. Data entered can be used fo
reporting purposes.

15. Click theSave button.

Ben€fits:

16.

Follow theEvent Maintenance L OA Event process to complete the Benefits portion
of the LOA in the case of an unpaid leave of absenc
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