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A9.430 PROFESSIONAL IMPROVEMENT LEAVES FOR APT PERSONNEL

1. Purpose.  To provide a mean for APT personnel to pursue
individual advancement which directly benefits both the
individual and the University in accordance with Section
304-11 HRS, Faculty and the corresponding Article of the
Unit 08 Collective Bargaining Agreement.

2. Objective.  To prescribe the criteria and procedures under
which APT personnel may apply for professional improvement
leave.

3. Applicability/Responsibility.  This instruction applies to
APT employees of the University. Individuals shall request
professional improvement leaves through their immediate
supervisor. Supervisors shall determine eligibility
requirements for professional improvement leaves and if
endorsed, submit the recommendations to the respective Vice
President, Chancellor, Dean or Director who has been
delegated authority by the President to approve leaves.

4. Eligibility/Conditions.

a. An employee must have served six continuous years on a
full-time basis with the University to be eligible for
such leave. Once a professional improvement leave has
been granted and completed, an additional six years of
service is required to again be eligible.

b. The leave shall not exceed one year. The period may be
for up to six months at full pay or a year at half pay.
If the leave is for a period of more than six months
but less than a year, the employee shall be paid
one-half year's pay prorated over the period of the
leave.

c. The employee shall not accrue any vacation or sick
leave credits during the period of such leave.

5. Application/Procedure.
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a. Applications shall be submitted by the individuals in
memorandum form and should contain a description of the
study, research or professional activity to be
undertaken and the location.

b. Upon approval, the responsible administrator shall
report the leave to the Board of Regents via the
monthly transacting report.

6. Criteria.  The following criteria shall be considered in
recommending the approval of leaves:

a. The purpose of the leave must be beneficial to the
employee and the University.

b. The nature, length and pertinency of professional
educational course work, research, or other
professional activity which the employee plans to
undertake during such leave must be consistent with the
needs of the University.

c. The employee's absence must not adversely affect the
operations of the work unit and the University.

d. The employee's work performance record and seniority
(continuous length of service with the University) are
such to warrant approval.

e. Funds are available within the employee's program of
assignment.

7. Contractual Obligations.  Before being granted such leave,
the employee shall enter into a contract with the University
in accordance with the corresponding Article of the Unit 08
Collective Bargaining Agreement (See UH Form 38 (PERS)
Attachment A).

8. The employee shall submit a report on leave activities upon
return to duty.

9. Failure to Complete Return Service Obligation. Employees who
fail to return to service subsequent to a professional
improvement leave or who do not complete two continuous
years of service subsequent to a professional improvement
leave are required to reimburse the University all
compensation received during the leave period.

The following are guidelines in seeking reimbursement of all
compensation received during the professional improvement
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leave.

a. Make earnest well-documented recovery attempts on
behalf of the University:

Notify the employee in writing of his/her obligation to
reimburse the University all compensation received
during the leave, upon completion of the leave, or
prior to completion of the return to service
commitment. See attached Sample Letter 1.

b. Should the employee fail to provide reimbursement or
return service (two years for APT), verify with the
Payroll Office the exact gross amount owed; then
request in writing via certified mail with return
receipt requested that the employee reimburse the
University the specified amount. Request a response
within thirty (30) days. See attached Sample Letter 2.

c. Should the employee fail to respond within thirty (30)
days:

1) Request, via the Vice President of Finance and
Operations, that the Attorney General immediately
file a complaint and issue a prejudgement
garnishee summons. See attached Sample Letter 3.

2) If the individual is a member of the contributory
retirement plan, request in writing that the
Employees’ Retirement System office “freeze” the
specified amount in the employee’s account. ERS
can freeze the money for only 60 days. Inform the
employee via certified mail with return receipt
requested that a freeze has been placed on their
account and reiterate the request for payment. See
attached Sample Letter 4.

d. Should an installment plan for reimbursement be
necessary, the respective fiscal officer needs to
contact the Central Accounting Office to establish a
suspense account for deposit of each installment
payment. The total repayment period should not exceed
one year.
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Attachment A
MEMORANDUM OF AGREEMENT

     In accordance with Article pertaining to Professional Improvement Leaves
of the Unit 08 contract, the undersigned agree that the following provisions
shall apply in the Professional Improvement Leave for
________________________________

(Employeee) 
subject to the approval of such leave by the Board of Regents: 

1. The Employee shall agree to return to work upon termination of
such leave or any other leave which may be granted by the Employer
immediately following such leave. If the Employee fails to report
for work upon termination of such leave and/or any other leave
granted under this Agreement, he shall be considered to have
resigned and shall refund all monies received while on such leave.

2. Upon return from such leave and/or any other leave granted under
this Agreement, the Employee shall agree to work for a period of
two(2)continuous years. If the Employee fails to do so, he shall
refund all monies received from the Employer while on such leave.

3. The Employee shall be guaranteed a return to his or an equivalent
position at the expiration of such leave and/or other leave
granted under this Agreement. Upon the Employee's return, he shall
receive the salary at the same rank and step that he had at the
time of taking the leave including any negotiated pay increase.

4. The Employee shall not accrue any vacation of sick leave credits
during the period of such leave.

5. Other provisions mutually agreed to by the Employer and the
Employee as specified below:

The University of Hawaii

By ____________________________________ ______________________________
Vice President/Chancellor/Dean/ Employee
Director

____________________________________ ______________________________
Date Date

  UH Form 38 (PERS)
  Rev.  3/80
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