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BENEFIT INFORMATION FOR LAID-OFF EMPLOYEES 
 
This sheet contains general information about benefits for laid-off employees.  These benefits do not necessarily apply to all 
state employees.  An employee who has received a layoff notice must work directly with agency Human Resources/Payroll 
regarding benefits and benefit continuation, including premium rates and other specifics.  Continuation arrangements must be 
made before the last workday to ensure that insurance coverage is not terminated. 
 
SICK LEAVE, VACATION, HOLIDAYS, TERMINATION / SABBATICAL, AND COMPENSATORY TIME 
If an employee is laid off, s/he will be paid for all earned but unused vacation, holidays, term/ sabbatical leave and 
compensatory time.  Vacation time will be prorated based on how much of the year the employee was actually employed.  
Since vacation is given at the beginning of the calendar year with the assumption the employee will be in pay status for the 
entire year, the amount of vacation paid out will be less than the balance the employee currently sees on their leave 
accounting record.  If more vacation has been used than has been accrued, the overdraft will be deducted from employee’s 
final paycheck(s).   
 
Laid off employees have three options to consider regarding sick leave.   
• Laid off employees not retiring can use accumulated sick leave credits to pay health insurance premiums as explained 

under the Health Insurance Premium Paid By Sick Leave section, below. 
• Laid off employees may choose to not access their accrued sick leave.   
• Laid off employees eligible for a retirement annuity or that have more than 20 years of creditable Wisconsin Retirement 

System (WRS) service may elect to convert sick leave to pay health insurance premiums upon retirement (or later). 
 
For persons not receiving an annuity, sick leave will be restored to the employee if reinstated within five years, except for 
any amount used to pay health insurance premiums.  Any sick leave that is not used for health insurance payment or restored 
due to reinstatement within five years will be lost.   
 
RETIREMENT BENEFITS 
WRS contributions and service ends on the date the employee is terminated.  Employees are eligible to take a separation 
benefit from the WRS.  Complete termination of employment is required to obtain a separation benefit payment.  Employees 
are strongly encouraged to read the materials from Employee Trust Funds (ETF) carefully and carefully consider the 
implications before electing a separation benefit.  When accepting a separation benefit, employees forfeit the employer share 
of WRS contributions as well as the associated creditable service.   
 
General employees who are age 55 or older, and protective employees age 50 or older, may choose to retire, and would be 
eligible for both employer and employee contributions toward retirement.  General and protective employees who are under 
ages 55 and 50, respectively, who leave their monies in the retirement system, maintain eligibility for both employer and 
employee contributions upon future retirement.    
 
For any questions regarding retirement benefits, contact the Department of Employee Trust Funds, 801 W. Badger Rd., 
Madison, WI  53713, at (608) 266-3285 (local Madison), or 1-877-533-5020, or visit their website etf.wi.gov. 
 
HEALTH INSURANCE 
While in pay status, an employee’s health insurance premiums are paid in the same month for which coverage applies.  The 
state contribution is available for the first three months of layoff for which premiums have not already been deducted. The 
employee's share for the three months must be pre-paid before the layoff.   
 
Employees who continue their health insurance beyond the initial three-month period must pre-pay both the state's share and 
the employee's share of the monthly premium.  Laid off employees will be sent information on COBRA Continuation by 
agency human resources. Laid off employees can use accumulated sick leave credits to pay premiums as explained in the 
following section.  COBRA Continuation can be used as an option to extend insurance should sick leave credits be minimal 
or when sick leave credits are exhausted.  Insurance payments must be made quarterly at least 30 days before the date of 
coverage.  Failure to submit timely payment will result in loss of coverage.     
 
HEALTH INSURANCE PREMIUM PAID BY SICK LEAVE 
An employee may request that his/her accumulated sick leave credits be converted to dollar credits at his/her highest base pay 
rate in state service, to pay health insurance premiums during the layoff through the Accumulated Sick Leave Conversion 
Credit (ASLCC) program.  In addition, employees with at least 15 years of service are also eligible to convert sick leave 

http://etf.wi.gov/index.asp
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credits under the Supplemental Health Insurance Conversion Credit (SHICC) program.  Health insurance premium payments 
from sick leave conversion are limited to a maximum period of five years from the date of layoff, or until (1) the value of the 
sick leave is exhausted; or, (2) other employment with comparable health insurance is obtained; or, (3) the employee is 
recalled; or, (4) recall rights end.   
 
At the time of reinstatement or recall, any unused dollar credits will be re-converted to sick leave and restored to the 
employee's sick leave account.  If sick leave is exhausted before three years, the employee may continue group health 
coverage under COBRA by paying the full premium. 
 
The use of sick leave during layoff is the record-keeping responsibility of the employer. Subsequently agencies are 
responsible for enrollment and reporting for the laid off employee regarding health insurance. Agencies are also responsible 
for determining employee eligibility for SHICC.   
      
Any employee who wants to have his/her accumulated sick leave converted to pay health insurance premiums must submit a 
written request to the agency human resources office before the date of layoff.  Only the employee's contribution will be 
charged against sick leave for the first three months.  After the first three months, the State's share and the employee's share 
will be charged against the sick leave.  The employee also must notify the agency human resources office if employment with 
health insurance is obtained elsewhere. 
 
LIFE INSURANCE 
Employee life insurance coverage will end the month following the month in which the employee terminates.   
• All employees currently carrying life insurance coverage would be offered the opportunity to convert to a non-group 

policy with Minnesota Mutual, the insurance carrier. 
• Employees with at least 20 years of service may be eligible to continue their group policy directly with the Department 

of Employee Trust Funds.  If eligible, employees would receive a continuation notice. 
 
INCOME CONTINUATION INSURANCE 
Coverage ends on the last day of employment.  Conversion to a non-group policy is available through Aetna, the plan 
administrator.   
 
EMPLOYEE REIMBURSEMENT ACCOUNT (ERA) 
Laid off employees will be offered the opportunity to continue their participation in the ERA program.  While continuation 
does not offer the same tax advantages as active participation in the program, it does allow the employee access to money 
already paid into the plan for which expenses eligible for reimbursement have not yet occurred. 
 
DEFERRED COMPENSATION 
Laid off employees should contact Wisconsin Deferred Compensation Program (WDCP), the plan administrator, within 60 
days of termination to discuss benefit options.   
Contact WDCP at www.wdcp457.org or (877) 457-9327.  
 
OTHER INSURANCE PROGRAMS 
Many agencies elect to participate in agency administered insurance programs.  These include AFLAC Accidental Injury, 
Anthem DentalBlue, EPIC Dental Wisconsin, EPIC Benefits Plus, Vision Service Plan, and Hartford AD&D.  These benefits 
do not include an employer premium contribution.  Complete information for these plans can be found on the ETF website 
under Other Insurance Programs.   
 
Most, but not all, of these plans have continuation options for laid off employees.  Agencies are responsible to provide 
participants with the COBRA notices and contact information so that employees may continue coverage directly through the 
respective vendors.   
 
UNEMPLOYMENT INSURANCE 
Any laid off employee must contact the Unemployment Insurance Office to apply for UI benefits.  If eligible, the amount of 
compensation ranges from $54 to $370 weekly and generally can be paid for up to 26 weeks.   
 
If a laid off employee does not accept reasonable alternative employment, his/her Unemployment Insurance benefits may 
cease.  More information on unemployment benefits can be found by visiting the Wisconsin Department of Workforce 
Development website.   
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