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Administrative actions in connection with Special Leave Without Pay (SLWOP) (last update 11 March 2009)

1. Pension Fund contributions (PF)
During a period of SLWOP, the Organization does not contribute its share to the Pension Fund.  If you wish the period of SLWOP to be pensionable and credited with contributory service, a monthly payment of the full PF contribution must be made, which represents your share (7.9% of your pensionable remuneration) and the Organization’s share (15.8% of your pensionable remuneration).
Please note that in case you opt for a withdrawal settlement from the Pension Fund the Organization’s share of the contribution is not payable. Please see www.unjspf.org for contact details and further information.
The PF contributions payment must be made concurrently with the period of SLWOP and the non-contributory service period cannot be validated upon return from SLWOP.  PF contributions cannot start from any other date than the first day of the SLWOP. Payment may also be made on a quarterly basis. Please contact your HR Associate in BES for information about the exact amount. For any additional information and questions please contact the UNJSPF directly. 
Please note that according to Article 21 c) of the UNJSPF’ Rules and Regulations, a participant is deemed to have separated from the Pension Fund when he or she has completed consecutive period of three years on leave without pay without concurrent contributions. In this connection “serving the three month notice of separation” after your return from SLWOP followed by an immediate separation from service is considered by the UNJSPF as “in lieu of notice” and therefore non-pensionable. We therefore strongly encourage you to contact the UNJSPF directly regarding your specific situation before making a decision whether you will continue to contribute to the PF while on SLWOP or not
Once you made your decision, please indicate in the online SLWOP request form whether you will continue PF contribution during your SLWOP. 
In order to ensure accuracy of the amount to be paid, please contact Judey Austin (austinj@un.org) in UNDP Payroll Support. A review of the grade/level and possible change in salary and pensionable rates during the period of SLWOP is performed.
Payments are to be made in advance. You may choose to pay for the whole period of SLWOP, or before the first of each month during the entire period. Late payments will not be accepted without a valid reason.



2. Payment instructions for pension contributions

a) Locally recruited staff members stationed outside New York - Premium contributions from the staff member must be remitted to the UNDP office by arranging payments through the HR Administrator/Operations Officer at the duty station concerned.  

b) All internationally recruited staff and locally recruited staff members in New York - Premium contributions from the staff member, by cheque made payable to UNDP for the full amount of the contributions, must be remitted to the UNDP Payroll Finance Unit in OHR New York or via electronic transfer to the bank account details below:

Account Name	:   UNDP Contributions USD Account
Account Number	:   015-002284
Bank			:  JP Morgan Chase Bank
Address		:  1166 Avenue of the Americas, 17th Floor, New York, 
    NY 10036-2708
SWIFT 		:  CHASUS33
Please ensure to indicate your Name and Index #, and inform your HR focal point in BES/SAS Copenhagen when electronic transfer has been made. 
3. Medical, Dental and Group Life Insurance
If the SLWOP begins on the first pay day (i.e. first weekday) of any month and covers the entire period through the last pay day (i.e. last weekday) of the month, insurance coverage will automatically be discontinued.  The Organization does not contribute its share to the medical/dental insurance coverage during that period of SLWOP. 
If you wish the insurance coverage to continue during the SLWOP, you will be responsible for payment of the full insurance premiums, based on your previous salary statement. 
Please contact your HR Associate in BES for information about the exact amount.
Please note that your insurance premium may change if your physical location during your SLWOP is different from your duty station. Please inform your HR Associate in BES if this is the case. 
This payment must be made concurrently with the period of SLWOP and cannot be validated upon return from SLWOP.  Contributions cannot start from any other date than the first day of the SLWOP.
Please indicate on the online SLWOP request form whether you wish to continue your medical/dental/group life insurance coverage.   Two weeks before the SLWOP commences, please submit a request for continued insurance coverage directly to the representative who handles staff members on SLWOP in UN Insurance Compensation and Claims Section, at insurance-unhq@un.org, att. Ms. Cecilia Duharte-Parker,  email duharte@un.org, with a copy to your HR Associate.  For further information please visit the UN Insurance website http://www.un.org/insurance.
IMPORTANT: Upon return from SLWOP, whether you have opted for continuous coverage or not, it is important to submit to your HR Associate a new insurance application form with your latest mailing address, for certification and transmission to UN Insurance Section, to ensure coverage.

4. Payment instructions for insurance contributions
The payments by staff are to be made in advance on a quarterly basis, as follows:

a) Locally recruited staff members stationed outside of New York - Arrange payments through the HR Administrator at the duty station concerned; and

b) Internationally recruited staff and locally recruited staff members stationed in New York - Contact the United Nations Health and Life Insurance Section to arrange payment of premiums via check (payable to UNDP) or preferably wire transfer through the Finance Section of DFAM.  The staff member submits payments in advance. Requests should be submitted to the Health & Life Insurance Section of the UN: Ms. Cecilia Duharte-Parker E-mail:  duharte@un.org
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