LWOP Reporting Process Flow

Centralized PERS Team

e Runs quarterly query of LWOP hours that exceed a major fraction of a month (11

days/88 hours or more)
e Formats into spreadsheet (see sample below) and emails to agency payroll contact

Agency Payroll

e Receives and reviews report against payroll records

e Completes agency payroll portion of spreadsheet (see example below)
e Notes in comments if hours reporting differ from hours provided

o *Indicates if leave is related to an approved workers comp claim

e Returns to CPERS within 30 days

Centralized PERS Team

e Receives and reviews agency response
e Enters LWOP segment in PERS system

*This step is for agency information Tier 1&2 employees get service credit upon request via
certification form if they return to work following their claim. The employer/agency may
complete the certification form on the employee’s behalf and submit it to PERS. Note: OPSRP
does not get service credit for workers comp.
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