Job Aid: Submitting a Leave Request: Voluntary Schedule Reduction Program (VSRP)

UGUNN UNIVERSITYOF
CONNECTICUT

University of Connecticut

Submitting a Leave Request: VSRP

Overview Employees will use this job aid to submit a Voluntary Schedule Reduction Program (VSRP) leave request in Core-CT.

Process Steps

Step Action Screenshot

Navigation: Employee Self Service > Leave Management > Submit, Search, Modify Leave
1
On the Submit, Search, Modify Leave page, the active employment —
records associated with your name will populate. ‘E ‘3‘
Empl -
2 To Submit a New Leave Request, choose the appropriate Empl R:c':rd Job Code Description
Record/Job Code Description that you are taking leave from by
clicking on the Job Code Description link associated with that record. 0 Senior Admin Program Support
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Action

Screenshot

Your job information will populate on the top of
the Leave & Time Request tab.

Select the following:

o Filter by Type: Leaves of Absence
e Absence Name: Voluntary/VSRP

Enter the Start Date and End Date.

The Comments section allows employees to
provide additional information.

Once complete, click Fill-Out Form or the UConn
VSRP Form tab.

Leave & Time Request UConn WVERP Form Leave & Time Action

Employes ID: Empl Record: 1}

Job Title:  Senior Admin Program Suppon

Department: Human Reseurces Operations
Leave of Absence and Time Pre-Approval

Leave Request 08423 Motification Date: | 11/21/2024
10:

*Filter by Type: | Leaves of Absence (Extended oluntaryVERPF, Sabbatical, etc)  w |

[ VeluntaryVSRP v | | Fil-Out Form |

*Absence Mame:

| Refresh Leave Dats
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Complete the form.

Important Note: You must
complete a separate form for each
fiscal year. For example, if you will
be working a reduced schedule over
the summer, you must complete
one request for the period prior to
7/1 and another request for the
period 7/1 and later.

Click on the attestation under the
Employee Statement section,
which will automatically populate
the signature date.

The names of the approvers will
auto-populate on the form, which
will be circulated for approval after
you submit the request.

Click Next below your electronic
signature, which will take you to
the Leave & Time Action tab.

VOLUNTARY SCHEDULE REDUCTION PROGRAM (VSRF) APPLICATION

SECTION 1: TO BE COMPLETED BY EMPLOYEE

Hame Daparimant Empicyne Mumisar

| Human Resources Operations

Contaot information

860/a57-1234
Frogram options:

Flacal ysar
sporadic Daye OFF {full ar partal). The actual datels) {and haurs § parsal days) | am requesting off ar:

Aofl |

Duration
(Hours)

| [+ 5]
Reduction in schedulad weakly hours during the paricd of. From |

| = | |
The number of hours of VSRP | will be taking an each workday

Manday I:I Tuesday I:I Wednesday l:l Thursday I:I Frigay I:I Suturu;r:l Sunday l:l
Total Number of Hours Per Week l:l

Plase indicale below the schedule you will be working far sny parlisl workdys

Start Date Start Time End Time

il B | | | | ||

Leave of Absence (5 conserulive days or more) during the period af:

@ e ]

{nat to exceed 24 weeks per application, except for educational purposes)

Empioyse Statament

I am a permanent State employee and request to take unpaid voluntary leave pursuant o CGS §5-248c. | understand (1) the VERP is voluntary on my par, (2) the approval
af my request is at management discretion which is not subject to the grievance or arbiration procedure, (3) leave taken under the VSRP will not be counted toward
eompletion of the promotional working test period, and {4) this arangement may be modified, amended or terminated i any lime pror o the leave by mansgement. or myself
with or without cause.

| ey Confirm that | have resd this form whIGh SCCOMPANIEs My ieave reqUES and can St that the
information contained hereln Is sccurale to the bestaf my knowieoge.

Mext

SECTION Z: APFROVALS

I hereby canfim that | have reviewed this leave request and am electranically submiting my aparoval ar denial.
| RECOMMEND APPROVAL OF THIS REQUEST.

| AM UNABLE TO RECOMMEND APPROVAL OF THIS REQUEST BECAUSE:

4
Sigrature Daie
| hereby canfim that | have reviewed this leave request and am electranically susimiting my aparoval ar denizl.
| RECOMMEND APPROVAL OF THIS REQUEST.
| AM UNABLE TO RECOMMEND APPROVAL OF THIS REQUEST BECAUSE:
A
Dearsment Heoad
Sgnatum Data




Job Aid: Submitting a Leave Request: Voluntary Schedule Reduction Program (VSRP)

Action

Screenshot

SECTION 3: TO BE COMPLETED BY HUMAN RESOURCE §

On the Leave & Time Action tab, click Submit.

employee’ =3 provided by C.G.5. § 5198, () the daysthours requested meet the citeria established by Section 5-248¢-1(c) of the Persannel Regulations, (<) the requested schedule wil nal
result i the emplayee faling below the threshokd for eligiiliy for health insurance benefis
Al eriterin is et

Human Resources has resiewed this request and researched records and delermined whethes ar not (3} the emplayee requesting leave under the VSRP meats the definiion of permanant
Yes

No

I ereby canfirm that | have reviewed this leave requestand am electronicaly submiting my appraval or denial,

Signanure Dae

Tl ATECESIE HOLTS VHINGLL FiY. Empioess oy Rale of Py

L AntpaE Savngs

Hurman Ressurees wil tistribute (he sppraved form o= nabfeaton ta Employee, Supersar, Payrol and Labor Relalions a2 reguired

aed to SubmitNext Form |

Leave & Time Request UConn WSRP Form Leawve & Time Action

Employee 1D:

Leave Request ID: 03423
Empl Record: 1]
Absence Name: \oluntaryVERP

Approval Status:  Meeds Approval
~ Actions

Leave Request Loaded

Leave Request Amended

Leave Request Status i
| | Submit Request |

The VSRP request is electronically circulated for review and consideration of approval. You will be able to view the status of
your leave request at any time. You will receive an email when your leave has been approved.






