COLLEGE OF MEDICINE

MILITARY LEAVE

This procedure for the College of Medicine supplements the USF policy on Military Leave :  http://usfweb2.usf.edu/human-resources/pdfs/attendance-leave/military.pdf. 

The University policy provides continue paying the reservist’s base salary for the first 30 days of active duty. For the purpose of this policy statement, Base Salary is defined as follows:  
· For clinician faculty, in accordance with the Clinician Faculty Compensation Policy, Base Salary refers to their Total Base Salary (composed of University Contracted Salary, Academic Support Fund pay (ASF), and, when applicable, VA salary); Base salary does not include stipends.

· For scientists, Base Salary refers to their University Base Salary, excluding stipend. 
Beginning on the 31st day through end of the leave, the military leave is without pay unless the faculty member chooses to use annual and/or sick leave to provide for financial obligations such as health insurance or other employee designated deductions. Use of leave may be on a Full Time or intermittent basis.

The employee is not required to use his/her leave in order to remain in full pay status. The employee continues to earn full accrual of annual and sick leave, based on pay status FTE.  The employee should contact USF Payroll to determine the minimum biweekly leave use needed to maintain benefits. Departments are responsible for accurately deducting the hours certified each pay period as use of leave.  Per policy, the reservist can opt to discontinue benefits while on active duty while maintaining the option to participate in benefits upon release from military duty.  The HR policy noted above provide more detail.
Compensation provided by the VA to a USF faculty member is not addressed by this guideline, and USF will defer to VA and/or federal guidelines. The faculty member is encouraged to address this directly with the appropriate HR office at the VA to determine the way in which VA compensation may be paid during deployment. 
In order to receive the pay necessary to keep his/her salary whole, the faculty member must provide the following to the department:

1. A copy of the orders calling-up the faculty member to active duty (before s/he reports for active duty);

2. A memorandum of understanding from the commanding officer that indicates whether the faculty member will be receiving military special pay for Medical Board certification or other situations (before s/he reports for active duty).
3. Copies of all pay stubs received from the military to document what the military pay is (fax it, if possible).
It is in the faculty member’s best interest to provide these documents promptly. Failure to provide these documents timely results in inaccurate pay amounts (underpayments or overpayments from the University) which complicates the faculty member’s Federal Income Taxes, particularly if the pay is not corrected before the end of the calendar year.  

 If you have questions about:

· The actual pay process, please contact Olga Joanow,
ojoanow@health.usf.edu 
· The accrual of annual and sick leave or the military leave policy, please contact USF HR, 813-974-2970.
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