Sabbatical Leave Guide

GreenState
CREDIT UNION

As you prepare to take sabbatical leave, please take into account the following information and plan accordingly to
ensure a smooth transition for both your departure and return.

Sabbatical- Benefits

While on Sabbatical Leave

When you are on an approved Sabbatical Leave you will be eligible to continue your benefits. The chart below explains

your benefits options in detail:

Health and Welfare Plans

Medical, Dental, and Vision

Your benefits will continue; GreenState will continue to
make payroll deductions to collect your share of the
insurance premiums.

Accidental Death and Dismemberment (AD&D), Life, and
Long Term Disability

Your benefits will continue; GreenState will continue to
cover the cost of these plans at 100%.

Flexible Spending, Dependent Care, and Health Savings
Accounts

If you are enrolled in any of these plans, contributions
will continue while you are on sabbatical.

Retirement Savings Program

401(k) or 457(b) Deferred Compensation Plan

Contributions continue as a percentage of
compensation you receive during your leave.

401(k) loan repayment

Loan repayment amounts will continue to be deducted
from your pay while on leave.

Other Benefits

Employee Assistance Program (EAP)

You will still have full access to the EAP program during
your leave.

Holiday Pay

If your Sabbatical Leave occurs during a holiday you will
be paid your standard rate of pay.

Incentive Pay

You are eligible for incentive pay, subject to the terms
and conditions of the incentive plan for which you're
eligible.

Open Enrollment: If you are out of the office on Sabbatical Leave during GreenState’s open enrollment period the
Benefits team will contact you via personal phone or e-mail so you don’t miss out on the enrollment opportunity.
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Sabbatical — IT Considerations

During your time out of the office, your network account will be deactivated, which means you will not be able to access
any GreenState systems or resources, including email. As such, you will want to arrange for the following items:

1. Work with your supervisor and department to determine how your email should be directed while you are
away. It can be forwarded to an individual or group, or other staff can be given access to your mailbox so they
can take action as needed.

2. Determine how you would like your phone calls to be handled. They can be forwarded to an individual or group,
or access to your voicemail can be given to others.

3. Staff with a GreenState provided mobile phone will retain it and may receive work related calls while on leave.
Please direct these calls to a designated contact at work and recommend changing your voicemail greeting to
reflect your out-of-office status.

In addition to your network access, your physical access to GreenState facilities using your door card will be removed as

well. The exception is access to the Fitness Center at the Financial Center, which will continue to remain available. If you
do not plan to access the Fitness Center during your sabbatical you may turn in your card to IT for safekeeping until your
return if you are concerned you might lose it.

Prior to your return to the office the IT Department will reactivate your network account; should your password have
expired or if you no longer remember it, please call the IT Help Line on the 5900 extension to be reset. IT will also
restore your phone and email routing to normal.

Your door card access will be restored to normal prior to your return to work. If you turned in your card to IT for
safekeeping it will be routed to your supervisor or an individual within your department so it may be returned to you.
If you encounter any IT issues upon your return, please contact the IT department immediately so we can resolve them
for you.

Sabbatical Leave — General Considerations

Address Changes: While you are on sabbatical leave, please keep GreenState advised of your correct permanent
address. You can update your address in ADP at https://workforcenow.adp.com and HR will be notified.

Benefits Information: Benefits questions or needs may occur while you are on leave. You have access to the Benefits
Portal 24/7 via work or home: www.GreenStateCUBenefits.org (password is Benefits). Additionally, you may want to
consider keeping your log-in/password information handy for the various sites (Principal, Wex, Wellmark, etc.) in case

there are any updates to make or claims to submit while on leave.

Distribution of Workload: If you have not yet given it thought, work with your department leader to identify who will
assume your duties/responsibilities when out of the office. Consider creating the necessary documentation and
procedures for others to make completing these duties easier (and smooth) upon your return to the office.

Community and GreenState Staff Events: While on Sabbatical leave you can attend any GreenState social events that
are unpaid as well as any community volunteer events (including those that occur during normal working hours). You
would not be double paid for those events that occur during normal working hours. Keep track of any volunteer hours at
GreenState sponsored events so you can log them on GreenSpace upon your return to the office from Sabbatical Leave.

Sharing Your Experience: GreenState encourages staff to share details of their leave upon returning to the office;
however, this is not required. Sharing can be done in the form of a conversation with an HR Benefits Representative.
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