Benefit Continuation Notification 

For Unpaid Leave of Absence
While on an approved unpaid leave, you are permitted to continue health care, dental, vision and blood bank benefits at your expense for the duration of the leave period.  If you plan to continue benefits during your leave, prior to the effective date of your leave, please contact HR-Benefits by phone (302-831-2171) or by e-mail (hrhelp@udel.edu) to complete necessary paperwork and arrange a method of payment.  
Group life and total disability insurances may also continue if the leave is for educational or research purposes.  If the leave is not for education or research, group life insurance may be continued for three months. Long-term disability insurance does not continue during the leave without pay.  In no case are retirement plan contributions made while on unpaid status. You may reinstate discontinued benefits as early as the first of the month following your return to work provided you apply to HR-Benefits within thirty days of your return.  Please see policy 4-51 for further details (http://www.udel.edu/ExecVP/polprod/4-51.htm)

Note – If you do not elect benefits continuation, your benefits will be cancelled with the effective date of your leave.
Employee Name:   


Employee ID: 

Phone #:


Leave Start Date: 

Return Date:

Reason:   


Signature:                                                                           Date:


HR Liaison/HR Use:
	Please provide this form to benefits-eligible faculty and staff who are planning to take an unpaid leave of absence.  Please send a copy of the completed form to HR-Benefits. This DOES NOT take the place of an employee JED, any related paperwork or approvals.
The original form was given to the individual named above.
HR Liaison Name:



	Date: 





cc: HR-Benefits c/o Gisela McKenzie
