Procedures to follow when employee goes on Active Military Orders

1. Determine if employee wants to use vacation, DDY, Comp Time, etc. for full pay periods for a period of time or until they have exhausted their leave balances..  If not, place the employee on Military Leave of Absence.

2. If the employee does want to use leave while on orders, please remember they cannot use MIL unless they are on AT or some other type of training.  

3. When the Leave of Absence starts, the employee may choose to drop their GHI, carry the GHI only on their spouse and children, or they may choose to leave their insurance as is.  For the first 30 days of Leave Without Pay, the agency will continue to pay our portion of the insurance coverage.  The employee will need to write a personal check payable to The Adjutant General’s Department for the employee’s portion of GHI (including prescription, dental and vision) and the Comptroller’s Office will create a receipt voucher.  OSHR will send a copy of the voucher, a copy of the check and a DA-180 (Adjustment Form) to Joyce Dickerson in Payroll in order to process the Adjustment.  This needs to be done for the pay periods during the first 30 days of Leave Without Pay.

4. OSHR needs to help the employee complete a GHI Change Form indicating what they want to do about their insurance coverage.  If they choose to continue coverage, it will be under the Direct Bill program.  Deb Dumas at 296-7460 is the coordinator of this program.  A letter with billing information will be sent from DPS to the employee about how to pay for the insurance coverage during the remainder of the Leave of Absence.  

5. Note:  GHI is carried in the employee’s name and uses the employee’s SSN as the policy number.  If the employee drops their coverage and carries only on the spouse and/or children, the policy may change to the spouse’s name and SSN.  The insurance company will send a letter to the employee stating that they are no longer eligible for insurance.  The company will also send a letter and new ID cards in the spouse’s name. 

6. When the employee returns from the Leave of Absence, they will need to complete a GHI Enrollment form.  The effective date of their insurance can either be the first day of the month following the end of their orders or the first day of the month they come back to work.

7. Life Insurance:  While the employee is on Active Military orders, their regular life insurance policy will be maintained by the State of Kansas.  If the employee is enrolled in Optional Group Life insurance, they will need to convert that policy with a Life Conversion Form.  When the employee returns to work after the Leave of Absence, they will need to complete an OGL Enrollment form.  Their Optional Group Life insurance will go back to the amount of coverage they had before the Leave of Absence.

