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Today’s Agenda Items
§Remote Work Location Agreement – Christina Mohlmaster
§Termination File – Brent Goodman
§Creating UFIDs – Brent Goodman
§Short Work Break – Kenya Williams
§Comp Leave Cash-Out – Kenya Williams
§Fiscal Year End Leave Processes – Kenya Williams
§Spring/Summer New Hire Reminders – Kenya Williams
§Important Dates UFHR preeminence through people
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Classification & 
Compensation

Remote Work Location Agreement
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RWLA Form/Email Changes
§ Currently, employees should receive a reminder email that their 

RWLA will expire in 30 days. This went live back in February 2022.
§ As of 5/2/22, employees will start seeing their reminder emails come 

through with an option to copy their original form for resubmittal.  
This will only be for RWLAs submitted from 12/1/2021 until present.
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RWLA Form/Email Changes
§ Example of new email reminder:
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RWLA Form/Email Changes
§ Example of Copy button on RWLA form:
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Working Remotely Out of State
§ Currently, UF has tax agreements with the following states:

§ Georgia
§ Washington DC
§ Wisconsin
§ South Carolina

§ Added wording to the RWLA to help employees with questions 
concerning out-of-state taxes
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Working Remotely Out of State
§ Example of tax wording on RWLA:
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Questions
Contact Classification & Compensation via email or phone
§ RemoteWorkAgreement@hr.ufl.edu or compensation@ufl.edu
§ (352) 392-2477

mailto:RemoteWorkAgreement@hr.ufl.edu
mailto:compensation@ufl.edu
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Employment Operations & 
Records
Termination File
Creating UFIDs
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Termination File
§ A termination file will be open from May 30th – June 17th, 2022 
§ The file lists active employees who have not received payment in 6 

months or more
§ Effective date in Job Data: June 24, 2022
§ Why do we do a termination file?

§ Help mitigate unnecessary risks
§ Have an accurate count of our employment population
§ Assist departments in making good decisions for unit/college

§ It is NOT an alternative to timely terminations in the system
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Termination File
§ Review the termination file and “uncheck” those individuals who 

should remain active in the system
§ As EOR reviews the file, we may contact you for additional justification on 

leaving certain employees active

§ The file may contain records of all the salary plans. For example, 
OPSN, FWS, STAS, OF12, etc. (This is not an all-inclusive list)
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Termination File 
The termination file is located:
§ Main Menu > Human Resources > Workforce Administration >

Job Information > UF Appointment Review
§ Enter the Year: 2022
§ Enter your unit’s Department ID
§ Enter Termination Date: 06/24/2022
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Creating UFIDs
§ During the hiring process a thorough search for duplicate UFIDs must 

be performed in order to prevent creating another ID
§ Employees may already have a UFID from a prior university affiliation; 

for example: applicants, students, and volunteers, etc. 
§ Creating an additional ID can cause time-consuming cleanup among 

many stakeholders that may delay the hiring process due to 
uncertainty around which ID to use and transferring of data
§ Stakeholders involved in this process include: Registrar, Admissions, SFA, 

Bursar, DCE, UFIT, UF Health, UFHR—EOR and T&OD
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Creating UFIDs
Appropriate way to search for a UFID:
1. First and last name 
2. First name and date of birth 
3. Last name and date of birth 
4. Social Security number 
Note: If your search yields results and the information on file matches the same 
person, then that UFID must be used. The best practice is to confirm with incoming 
hire whether they currently have a UFID and complete a thorough search. 
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Questions
Contact Employment Operations and Records at 
ufhr-employment@ufl.edu or by phone at (352) 273-1079.

mailto:ufhr-employment@ufl.edu
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University Benefits
Short Work Break

Comp Leave Cash-Out
Fiscal Year End Leave Processes 

Spring/Summer New Hire Reminders
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Short Work Break for 9/10 Month 
Employees
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SWB preserves benefits eligibility during the summer months for active 
9/10-month employees
§ No benefit deductions taken over the summer months, even if additional 

compensation is provided (such as OPS employment)

§ Benefit coverage extends through September for employees on short work break
§ Last benefits deductions for 9/10-month employees:

§ April 22 paycheck for UFSelect and/or GatorCare plans
§ May 6 paycheck for State plans and GatorGradCare (GA plan)

§ Normal deductions resume in September



Leave Cash-Out Webpage

§ New Leave Cash-Out Eligibility & Calculator webpage located at:
https://benefits.hr.ufl.edu/time-away/cashout/

§ Provides reviews of eligibility & lifetime maximums, hourly rate with 
leave cash-out calculator, and request or confirm cash-out status

§ Other features include
§ Fidelity Investments contact portal
§ Cash-out flow chart 
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https://benefits.hr.ufl.edu/time-away/cashout/


Leave Cash-Out Webpage
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FY 21-22 Comp Leave Cash-Out
§ Overtime, regular, and compensatory leave will be cashed out on the 

final paycheck of FY 21-22 (06/17/2022)
§ Accrued balances (less use) as of the end of PPE 5/26/22 will be paid 

out
§ To prevent negative balances and payroll corrections, TRCs pertaining 

to comp leave will be unavailable during PP 05/27/22 - 06/23/22
§ Any approved use of comp time for PP 06/10/22 - 06/23/22 must be 

submitted to Central Leave and entered directly by Payroll
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FY 21-22 Comp Leave Cash-Out
Department Preparation
§ In most cases, units can adjust work schedules to prevent compensatory leave 

from accruing
§ Accrued comp leave can be taken in place of other leave types
§ Review accruals anytime (recommended on at least a per-pay basis): 

Enterprise Reporting > Access Reporting > Human Resources Information > 
Benefit Information > Leave > Leave Accruals, Usage, and Balances By Pay 
Period, Department - COMP ONLY

§ Correct negative balances as quickly as possible by working with Central Leave
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For assistance with Leave Cash-Outs:
Contact the UFHR Central Leave: central-leave@ufl.edu or (352) 392-2477

mailto:benefits@ufl.edu
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Preparing for 2022 Fiscal Year End 
Leave Processes

§ USPS Personal Holidays must be used in full day increments
§ December Personal Leave Days can be used in less than full-day increments
§ “Use it or lose it”-- use by June 30, 2022 or will expire

UFHR preeminence through people

Personal Holidays (USPS) and December Personal Leave Days (TEAMS & 
Eligible Faculty)



Spring/Summer New Hire Reminders
§ Due to double deductions, any new 9- and 10-month hires effective 

prior 8/15/2022 must be coordinated with Benefits to ensure proper 
enrollment and summer coverage

§ All new OPS hires with combined FTEs ≥0.75 are eligible for State benefits
§ The State does not consider salary plan changes (i.e., OPS to TEAMS or Faculty) 

for benefits-eligible employees as a Qualifying Status Change
§ Employees may have to wait until Open Enrollment to enroll in State 

benefits
§ Questions? Contact us at benefits@ufl.edu, 352-392-2477, or reach out to 

your dedicated Benefits Specialist
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mailto:benefits@ufl.edu
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Important Dates
§Upcoming HR Forum – June 1 @ 10 a.m.



Thank you 
for attending the 

HR Forum


