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Policy: 
 
KRA Corporation (KRA) employees will be granted a personal military leave of absence and receive a pay 
differential equal to the gap between their regular pay and their service pay, excluding any military 
subsistence allowance or other expense allowances for annual tours of duty or active duty during an 
emergency with the National Guard, State Guard, or any of the reserve components of the Armed 
Forces.  

The maximum time for which an employee may receive such pay is 120 hours (prorated for part-time 
employees) in a Federal Fiscal Year (October 1 - September 30).  Employees who exhaust the 120 hours 
of paid military leave and are called for additional military service will be put on extended military leave, 
described below in the section on Extended Military Leave Policy.  

No employee who is a member of the National Guard, State Guard, or any of the reserve components of 
the Armed Forces will be denied retention in employment or any promotion or other incident or 
advantage of employment because of any obligation as a member of a National, State, or other reserve 
component.  

Procedure: 
 
An employee who is a member of the National Guard, State Guard, or any of the reserve components of 
the Armed Forces should notify his/her immediate supervisor as soon as the dates of military duty are 
known. This will provide KRA as much time as possible to make suitable interim arrangements.  

The employee should submit a copy of the military orders to his/her supervisor as proof of authorization 
for the leave as soon as they are available. A copy of the orders, military reserve pay voucher or, military 
leave and earnings statement will be forwarded to the Corporate Human Resources Department, who 
will provide pertinent information to the Finance Department.    

Upon completion of military duty, the employee must report back to his/her regular job at the first 
regularly scheduled shift. Employees who fail to report back on schedule, without having adequate 
cause for their absence, may be subject to disciplinary action.  

Policy on Extended Military Leave of Absence: 

Any regular KRA employee who is a member of one of the reserve branches of the Armed Forces, 
National Guard, or State Guard, and is called to active duty during an emergency or  called for annual 
tours of duty exceeding 120 hours, will be granted an extended personal military leave of absence.  
Extended military leave is an unpaid leave, granted to cover service other than the first 120 hours of 
military duty served in a Federal Fiscal Year (October 1 - September 30). The first 120 hours of military 
duty served are covered under the Policy on Military Leave of Absence section above.  No employee 
who is a member of a reserve component of the Armed Forces, National Guard, or State Guard will be 
denied retention in employment or promotions or other incidents or advantages of employment 
because of any obligation as a member of one of these units.  
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Procedure for Extended Military Leave: 
 
I. Applying for Extended Military Leave 

 
An employee who is requesting extended military leave should notify the immediate supervisor as soon 
as he/she receives notice of impending military duty. The employee should submit a copy of the military 
orders to his/her supervisor as proof of authorization for the leave as soon as they are available. A copy 
of the orders, military reserve pay voucher or, military leave and earnings statement will be attached to 
the employee's time document and forwarded to Corporate Human Resources Departmentwho will 
provide pertinent information to the Finance Department.    

II. Reinstatement  
 
An employee who returns from military service will be reinstated to the same position or to a position of 
like seniority, status, and pay as the former position, and under the following provisions:  

 If the employee is on extended military leave for active service, he/she must file a written 
request for reinstatement.  Deadlines for request are based on length of military duty. If the 
military service is less than 31 days, an employee must report to work no later than the 
beginning of the first full regularly scheduled work shift on the first full calendar day following 
the completion of the period of service plus 8 hours, after a period of time allowing for safe 
transportation from place of service to residence.  If the period of military service is more than 
31 but less than 181 days, an employee must report to work no later than 14 days after military 
service is complete.  If the period of military service is more than 181 days, an employee must 
report to work not later than 90 days after service is completed.   Evidence of honorable service 
must be attached to the written request for reinstatement.  

 If the employee is on extended military leave for annual tours of duty or training, he/she must 
return to his/her position at the first regularly scheduled work shift after the completion of the 
military service. Employees who fail to report back on schedule, without having adequate cause 
for their absence, may be subject to disciplinary action. 

If, owing to a service-incurred disability, an employee is unable to perform his/her former duties, yet 
may perform adequately in a similar position, the employee will be reinstated to a position that most 
nearly approximates the seniority, status, and pay of the former position. 
 
III. Benefits and Accruals While On Extended Military Leave 
 
Prior to the effective date of extended military leave, it is the employee's responsibility to contact the 
HR Department to arrange for the continuance of group insurance programs. Otherwise, they may be 
subject to cancellation. HR Department representatives will, on request, provide further information on 
insurance coverage during extended military leaves of absence. 
 
Paid Leave will not accrue for the duration of the leave.  However, unused paid leave balances will 
remain unchanged until the employee returns to active employment. 
 
An employee will begin accruing benefits immediately upon reinstatement. The paid leave accrual rates 
will be based on the effective date of employment and will include time spent in the Armed Forces for 
military duty. 


