Prepared by the Personnel Managenent O ffice.
This replaces Adm nistrative Procedure No. A9. 370
dat ed February 1986.
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A9. 370 RETI REMENT SYSTEM CONTR BUTI ONS WH LE ON LEAVE
1. Purpose. To prescribe University procedures concerning

options avail able to enployees in the contributory
retirenment plan to participate in the Enpl oyees' Retirenent
Systemwhil e on certain | eaves of absence under Section
88-21 HRS, Definitions.

2. Applicability/ Responsibility.

a. This instruction applies to all University personne
participating in the contributory retirenent system who
take a | eave of absence at less than full pay for the
pur poses of professional inprovenent. The follow ng
| eaves fail in this category:

1. Sabbatical |eaves at hal f-pay for BOR and civil
servi ce personnel.

2. Study | eaves at one-fourth or one-half pay for
facul ty.
3. Prof essi onal inprovenent |eaves at |ess than full

pay for APT personnel.

4. Leave w thout pay for professional inprovenent or
educational |eave w thout pay, as appropriate.

(Note: Personnel in the noncontributory retirement plan
w |l have their |eaves reported through the
Notification of Personnel Action, Form SF-5B and the
Application for Leave of Absence (UH Form1l (Pers)).

b. Vi ce Presidents, Chancellors, Associate Vice President,
Deans at Manoa, State Director for Vocational Education
or their designee (henceforth Admnistrative Cficer)
are responsible for issuing appropriate election form
to the affected enpl oyee.

3. Pr ocedur e.
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Per sonnel who receive half-pay or nore while on | eave
do not have an option to suspend contribution while on
such | eave (Attorney CGeneral pinion). One nay
increase contribution to the full pay equival ent but
one may not reduce contributions.

Each enpl oyee who takes a | eave with pay for

prof essi onal inprovenent described in paragraph 2a
above shoul d be offered the opportunity to nake
contributions to the Enpl oyees’ Retirenment Systemwhile
on such | eave. Should an enpl oyee not nake an

el ection, retirement contributions will be deducted
fromthe salary in proportion to percentage of pay
received during such | eave. The election formand
instructions are provided in Attachnent 1.

Retirement contributions are nornally not deducted when
the salary received is |l ess than 50% of full rate.
Ther ef ore, personnel who go on study | eave at
one-fourth pay have no deducti ons nade unl ess an
election is made to nmake full rate contributions. The
election formand instruction are provided in
Attachment 2.

Personnel in the contributory retirenment plan who are
on professional inprovenent |eave wthout pay nay el ect
to continue maki ng contributions to the Enpl oyees’
Retirement System The election form contribution
formand instructions are provided in Attachnment 3 and
3a.

The Notification of Personnel Action, SF-5B, is to be
prepared for all |eaves taken in accordance with this
procedure by personnel in either the contributory or
noncontributory retirenent plan and submtted to the
Per sonnel Managenent O fice which will then forward the
Retirement Systemcopy as required. If Qotion 2 is
sel ected while on sabbatical or study |eave by
personnel in the contributory plan, a copy of the
election formis to be stapled to the Payrol| copy of
the SF-5B. The University Personnel Gfice wl
forward the SF-5B payroll copy to the Payroll Cfice.

An Application for Leave of Absence, WH Form 1 (Pers)
is to be prepared for the specific | eave bei ng taken
and submtted to the Personnel Managenent Ofice for
bat ching and forwarding to the Keypunch Secti on,
Managenment Systens Ofice.
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E ecti on For ns.

a.

Attachment 1 is a WH Form30 (PERS), for electing to
continue retirenent contributions while on sabbati cal
or professional inprovenment |eave wth pay.

Attachment 2 is a WH Form56 (PERS), to be used for
electing to continue retirenent contributions while on
study | eave.

Attachrment 3 and 3a are UH Form 31 (PERS) respectively,
to be used for nmaking retirement contributions while on
| eave without pay for professional inprovenment and
educational |eave w thout pay.

Usi ng agenci es shoul d reproduce copi es of the
attachnents as required.
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Attachnent 1
UNI VERSI TY OF HAWAI |

RETI REMENT CONTRI BUTI ON ELECTI ON
(Menbers of Contributory Retirement Plan Only)
Wiile on: (check one)

[] Sabbatical |eave at half salary (Faculty)
[1 Paid Professional |nprovenent Leave at less than full salary (APT & EM

In accordance with Section 88-21, HRS, personnel on an approved "Prof essi onal
i nprovenent |eave with or without pay" may elect to contribute to the State
Retirenent Systemat the full salary rate for the period of |eave.

Per sonnel going on the type of |eaves indicated above are entitled to el ect
one of the followi ng options:

Option 1. | elect to contribute to the State Retirement Systemon the basis
of the salary | will receive during the period of the leave. | am
aware that the death benefit payabl e under the Retirement System
shoul d death occur during the | eave period, will be computed on
the salary actually received during the 12-nonth period prior to
death on which retirement contributions were nade.

If Option 1 is selected, the conpleted formis to be filed with
the individual's personnel folder in the Ofice of the
Admi ni strative Oficer.

Option 2. | elect to contribute to the State Retirement Systemon the basis
of nmy full salary, as provided by Section 88-21, Hawaii Revised
Statutes, although | will be conpensated at a | esser rate during
the leave period. | amaware that the death benefit, should death
occur during the | eave period, will be conmputed on the full-time
salary during the 12-nmonth period prior to death on which
retirement contributions were nade.

If Option 2 is selected, the original of the conpleted formis to
be filed in the individual's personnel folder in the office of the
Administrative Oficer and a xerox copy is to be stapled to the
Payrol | copy of the SF-5B and forwarded to the Personnel

Managenent O fi ce.

| have read the above options and el ect option (enter option sel ected).
| further understand that the amount of retirenent deductions nade from ny
paychecks during the | eave period will be determned by the option sel ected
above.

M/ period of |eave will be from , 19
thru , 19

Dat e:

Si gnature of Enpl oyee
Nane of Enpl oyee
Soci al Security No.
Depar t ment

UH Form 30 (PERS) 2/86
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Attachnent 2
UNI VERSI TY OF HAWAI |
RETI REMENT CONTRI BUTI ON ELECTI ON WH LE ON PROFESSI ONAL
(Menber of Contributory Retirement Plan Only)

In accordance with Section 88-21, Hawaii Revised Statutes, personnel on
"professional inprovenent |eave w thout pay" may elect to contribute to the
State Retirenent Systemfor the period of |eave without pay. Since personnel
on professional inprovenent |eave without pay are not on the University
payrol I, no payroll deductions can be nmade to the State Retirement System

Per sonnel goi ng on professional inprovenent |eave without pay are required to
el ect one of the followi ng options:

Option 1. Wil e on professional inprovenent |eave, you are entitled to
accrue service credit and retirenent benefits if you continue to
contribute to the Retirenent System It is recomrended that you
continue your contributions during your professional inprovenent
| eave to insure coverage in the event that death occurs during the
| eave period. If Qption 1 is elected, the Admnistrative Oficer
will provide you with a conpleted UH Form 32 for you to sign and
to direct paynments to the State Retirenent System (Note: Make
check payabl e to the Enpl oyees’ Retirenent System)

Option 2. If you do not desire to make any contributions during your
prof essi onal inprovenent |eave, only this formneeds to be
conpleted. (Note: Nornal death benefits are not payable during a
period when contributions are not made to the Retirement System)
You may purchase service credit upon your return to duty. Service
credit purchase nade within 90 days after return to duty will be
conputed on your regular salary rate in effect at the time the
| eave started; if purchase is made after 90 days formreturn to
duty, service credit cost will be based on salary at the time of
application for purchase of service credit. For information
concerni ng the purchase of service credit under Qption 2, please
wite to the State Retirement System

| have read the above options and el ect option (enter option sel ected).
M/ period of professional inproverment |eave will be from _ , 19
thru , 19 .

Dat e:

Si gnature of Enpl oyee

Nane of Enpl oyee
Soci al Security No.
Depar t ment

WH Form 31 (PERS) 2/86
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Attachment 3
UNl VERSI TY CF HAWAI |

RETI REMENT COONTRI BUTI ON ELECTI ON WHI LE ON STUDY LEAVE
| MPROVEMENT LEAVE W THOUT PAY
(Menbers of Contributory Retirement Plan Only)

In accordance with Section 88-21, Hawaii Revised Statutes, personnel on
"professional inprovenent |eave w thout pay" may elect to contribute to the
State Retirenent Systemfor the period of |eave wthout pay.

Per sonnel goi ng on professional inprovenent |eave without pay are required to
el ect one of the followi ng options:

Option 1. Hal f-Pay. | elect to contribute to the State Retirenent System on
the basis of one-half salary during the period of the study |eave.
| amaware that the death benefit payabl e under the Retirenent
System shoul d death occur during the study | eave period, will be
conputed on the salary actually received during the 12-nonth
period prior to death on which retirement contributions were made.

Me-Fourth Pay. | understand that if ny salary is | ess than one-
hal f of regular salary during the | eave period, no retirenent
contributions will be deducted and only ny contributions to the
Retirenent Systemw |l be returned to ny beneficiary in event
deat h shoul d occur during the | eave.

If Option 1 is selected, the completed formis the be filed in the
i ndi vidual *s personnel folder in the office of the Admnistrative
O ficer.

Option 2. | elect to contribute to the State Retirement Systemon the basis
of nmy full salary, although I will be conpensated at a | esser rate
during the study | eave period, as provided by Section 88-21,
Hawaii Revised Statutes. | amaware that the death benefit,
shoul d death occur during the study | eave period, will be conmputed
on full-time salary during the 12-nonth period prior to death on
which retirenent contributions were nade.

If Option 2 is selected, the original of the conpleted formis to
be filed in the individual's personnel folder in the Ofice of the
Admi nistrative Oficer and a xerox copy is to be stapled to the
Payrol | Copy of the SF-5B and forwarded to the Personnel

Managenent O fi ce.

| have read the above options and el ect option (enter option sel ected).
| further understand that the amount of retirenent deductions nade from ny
paycheck during the study | eave period will be determ ned by the option

sel ect ed above.

M/ period of professional inprovement |eave will be from , 19
thru , 19 .
Dat e:

Si gnature of Enpl oyee
Nane of Enpl oyee
Soci al Security No.
Depar t ment
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Attachment 3a

Social Security Number Last Name, First Name, Middle Initial
(1) (2)
10: Employees' Retirement System S_diﬁ%____Montle Salary
State of Hawaii s (4 Regular Retirement
888 Mililani Street $ (5) Post Retirement

Honolulu, Hawaii

The enclosed check in the amount of § __ (6)  is my retirement
payment for the month of {7) , 19 , while I am on professional
improvement leave from the University of Hawaii. My period of
professiorgl) improvement leave without pay will be from

, 19 , through , 19 .
o (10)
Date Signature UH 32 (4/72)

THIS FORM APPLIES TO PERSONNEL IN THE CONTRIBUTORY RETIREMENT
PLAN_ONLY

1. Enter Social Security Number.

2. Enter last name, first and middle initial as it appears
on the SF~5 or SF-5B,

3. Enter monthly salary at time of leave,

4. Enter regular retirement (6.00% of monthly salary).
5. Enter post retirement (1.8% of monthly salary).

6. Enter total of lines 4 and 5.

7. Enter month and year., One card for each month must be
prepared for the period of leave.

8. Enter entire period of leave.
9. Enter date.

10. Employee's signature,

Additional Instructions

. Checks are to be made out to the Employees' Retirement
System,

. Porm UH 32 and the accompanying check are to be submitted
directly to ERS by the individual on leave no later than
the last workday of the month prior to the month for
which the contribution is being made.

. Payments may be made each month of the leave (UH Form 32
and check) or by a lump sum covering the period of
profesgional improvement leave without pay.
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