
 

 
 

Military Leave Checklist   
 

Prior to Military Leave: 
 

Give your supervisor or manager advance notice of your leave, unless doing so is 
impossible, unreasonable or precluded by military necessity. 

 
Contact HR, Leave of Absence team at LOA@choc.org to open a leave of absence case. 

 
Inform HR, Leave of Absence team if you elect to use any accrued PTO hours while on a 
leave of absence. 

 
Decide if you want to maintain your benefit elections while on military leave.  If you wish 
to cancel coverage, you must contact the Benefits Department at benefits@choc.org 
within 30 days of the start of your leave. If you choose to continue your health coverage 
while on leave, you must make premium payments on a monthly basis for your share of 
the cost of your benefits coverages.  WageWorks will mail you an invoice to your home 
at the beginning of each month. 

 
Review your beneficiaries (retirement plan and life insurance) to ensure the names, 
addresses, and phone numbers are current. 

 
Prior to returning to work: 

 
Notify your supervisor when you plan to return to work prior to the expiration of your 
leave. If your leave is being extended, provide supporting documentation to contact 
HR, Leave of Absence team at LOA@choc.org. 

 
For leave exceeding 30 days, provide HR, Leave of Absence team with a copy of your 
release from military duty. 

 
Note: Employees returning from military leave must report to work within the 
timelines set forth by the Uniformed Services Employment and Reemployment 
Rights Act of 1994. 

 
After returning to work: 

 
Submit Benefit enrollment forms to the Benefits department within 30 days of your return 
date to re-elect health plan coverages that you may have cancelled. 
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