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Not ice of Change in Em ploym ent  Status 

Purpose of the Form  

• Use this form  to not ify PERSI  about  a change in an em ployee’s em ploym ent  status. Subm it  it  for any em ployee 
who is term inated from  your Transm it tal Report  of Em ployee Deduct ions.  

• Also subm it  the form  for em ployees who become ineligible for PERSI  m em bership because they drop below 20 
hours per week ( less than ½ - t im e cont ract  for teachers) , even if they cont inue em ploym ent  with you. 

I nstruct ions 

• Com plete the form  in blue or black ink. 

• Read “About  Form  RS109,”  at tached. 

• I f you are an elect ronic reporter, PERSI  needs this form  only when a m em ber ret ires. 

 

Em ployee I nform at ion 

Nam e –  First , Middle , Last  Socia l Security N um ber 

Mailing 

Address 

Street  or  P.O. Box  

 

City   

 

Sta te  Zip Code 

Dayt im e Phone N um ber ( include area code)  Em ail Address 

Em ployer Em ployer Num ber 

Em ployee Posit ion Tit le  

 
Regular  Salary  

$_____________ per ____________ 

 

Reason for Change in Em ploym ent  Status 

Check one of the following choices. 

 Resignat ion/ Term inat ion . Term inat ion date or cont ract -end date ______________________ 
(Not  the date of the final paycheck.)  

 No longer eligible for PERSI  m em bership, but  st ill em ployed. Effect ive date ________________________ 
(Separat ion benefit  payable only if term inat ing  em ploym ent .)  

 Leave of absence w ithout  pay . Effect ive date ___________________ 
I f for m ilitary leave, date of expected return _______________________ 
I f for disabilit y/ m edical leave, also com plete all item s under Disability/ Medical below. 

 Disability/ Medical (also com plete Final Report  of Salary on page 2) . 

 Date last  physically on the job __________________    Date sick leave ent it lem ent  ends __________________ 

 Date em ployer-paid short - term  disabilit y ends _____________________ 

 Related to Workers’ Com pensat ion?     Yes       No 

 Return from  Leave of Absence .  Effect ive date  ___________________ 

 Expirat ion of term  of office for e lected and appointed officia ls. Date of last  day in office ______________ 

 Death . Date of death ____________________ 

 Ret irem ent . Term inat ion date or cont ract -end date _______________________. 

 Com m ents:  _______________________________________________________________________________ 

__________________________________________________________________________________________ 
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Not ice of Change in Em ploym ent  Sta tus -   cont inued 

Nam e –  First , Middle , Last  Socia l Security N um ber 

 

Final Report  of Salary 

Payoffs t ied to term inat ion are not  subject  to PERSI  cont r ibut ions, and should not  be included on this form  or the 
Transm it tal Report  of Em ployee Deduct ions. Such payoffs include vacat ion and sick leave payoffs, cont ract  payoffs, 
overt ime, and longevity pay. 

The final report  of salary will be shown on the t ransm it tal report  for the m onth of ___________________________ 

in the am ount  of $________________, which consists of $_________________ regular salary and the addit ional  

am ount  of $ _________________. 

Explain what  the addit ional am ount  is for:  ___________________________________________________________ 

_____________________________________________________________________________________________ 

 

Unused Sick Leave 

Required for em ployees who are ret ir ing from  public school dist ricts and state agencies. Calculate the conversion 
am ount  to be credited to the em ployee’s unused sick leave account  for paym ent  of insurance prem ium s. 

Public School 

Dist r icts 

Cert if icated Em ployees: 

Days of sick leave accrued after 7/ 1/ 1976  _______________  ×   0.5  ×   Daily Rate  

of $________________  =   __________________ 

 

I f full t im e with 4 day work week, com plete the following:  

Prior year total cont ract  am ount :  $ ______________     Total work days in cont ract :  ____ 

Current  year total cont ract  am ount :   $ ______________     Total work days in cont ract :  ____ 

Non- Cert if icated Em ployees: 

Hours of sick leave accrued after 7/ 1/ 1976 ________________ x 0.5 x Hourly Rate  

of $________________  =   __________________ 

State Agencies 

Hours of sick leave accrued _________  ×   0.5  ×   Hourly Rate  

of $________________  =   __________________ 

 

Em ployer Cert if icat ion 

Signature  Date  

Tit le  
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About  Form  RS1 0 9  

I nstruct ions 

Com plete the Form  in Blue or Black I nk 

Electronic Report ing 

• Com plete this form  only when an em ployee ret ires.  All other term inat ions are reported elect ronically on the 
Transm it tal Report  of Em ployee Deduct ions. 

1 Return the form  to PERSI . 

2 Enter the reason for the change in em ploym ent  in the Rem arks sect ion of the Transm it tal Report  of Em ployee 

Deduct ions. 

Paper Report ing 

1 Com plete this form  for the following em ployees:  

• Em ployees who are term inated on the Transm it tal Report  of Em ployee Deduct ions.  

• Em ployees who becom e ineligible for PERSI  m em bership because they drop below 20 hours per week ( less 
than ½ - t im e cont ract  for teachers) , even if they cont inue em ploym ent  with you. 

2 Return the form  to PERSI . 

3 Enter the reason for the change in em ploym ent  in the Rem arks sect ion of the Transm it tal Report  of Em ployee 

Deduct ions. 

School Dist r icts 

1 For full t im e cert ificated em ployees with a 4 day work week you m ust  enter the pr ior year cont ract  am ount , 
current  year cont ract  am ount  and the num ber of work days for each cont ract  in the spaces provided. 

 

I m portance of the Form  

PERSI  cannot  pay benefit s unt il RS109 is received from  you, the em ployer. The form  cert ifies the em ployee's 
term inat ion date and reason for change, which are necessary to calculate benefit s. Form  RS109 also helps ensure 
that  PERSI  does not  pay a benefit  to an em ployee who cont inues working. 

 

Determ ining Term inat ion Date 

PERSI  needs a term inat ion date to pay benefit s. The term inat ion date is the last  day for which an em ployee is 
ent it led to receive pay, not  the date of the final paycheck. For exam ple, if an em ployee’s last  day at  work is 
March 10, but  the final paycheck is not  paid unt il March 22, the term inat ion date is March 10.  

For school dist r icts, the last  day of school is not  the term inat ion date but  the cont ract -end date. For m ost  school 
dist r icts, the cont ract -end date is August  31. 

Hire and term inat ion dates determ ine eligibilit y for m em bership in PERSI  and m onths of credited service. I f an 
em ployee has achieved PERSI  eligibilit y (norm ally 20 hours or m ore per week for five consecut ive m onths) , PERSI  
looks at  the hire date and term inat ion date to determ ine if the em ployee was em ployed at  least  15 days in a 
calendar m onth, allowing the em ployee to receive a m onth of credited service. 

• Exam ple: The em ployee term inates on June 14. The em ployee is not  employed for 15 days in June and is not  
eligible to receive a m onth of credited service for June. 

• Exam ple: The em ployee term inates on June 14 and receives a final paycheck on June 30. The em ployee is not  
em ployed for 15 days in June and is not  eligible to receive a m onth of credited service for June. Enter June 14 on 
the RS109. Do not  enter the date of the final paycheck. 

Paym ent  for annual leave  affects the term inat ion date only if it  is paid out  as if the em ployee is taking annual leave 
instead of working. I f annual leave is paid out  in a lump sum , the term inat ion date does not  change. 

• Exam ple: The em ployee’s last  day on the job is Fr iday, May 12, and the em ployee takes 10 days of annual leave 
start ing Monday, May 15. This m oves the last  day in pay status to Friday, May 26, and the em ployee receives a 
m onth of credited service for being em ployed m ore than 15 days that  m onth. 

• Exam ple: The em ployee’s last  day on the job is Fr iday, May 12, and the em ployee takes any rem aining annual 
leave as a lum p sum  paym ent . The term inat ion date is May 12, and the em ployee is not  eligible for a m onth of 
credited service because em ployed for less than 15 days that  m onth. Do not  take cont r ibut ions on this lum p sum  
paym ent . 
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School Dist r ict  Personnel Benefits Start  Date 

School dist rict  personnel who receive salary over 12 m onths m ay leave em ploym ent  in May or June but  are paid 
through August  31. (This date m ay vary depending on individual cont ract -end dates) . PERSI  cannot  pay benefit s to 
these em ployees unt il they are out  of pay status, even if they have not  actually worked since May or June. Teachers 
on 12-m onth cont racts are considered act ive m embers during the sum m er, earning m em bership credit . Teachers on 
nine-m onth cont racts receive nine m onths of service. Teachers m ay ret ire in May or June if their  cont ract  is paid off 
early, but  they will not  then receive service credits for the t im e m issed between their  ret irement  date and August  31. 

 

Addit ional I nform at ion About  I tem s on the Form  

Em ployee I nform at ion 

Regular Salary . You can use the hourly,  m onthly, or yearly equivalent  of the em ployee’s salary. 

Reason for Change in Em ploym ent  Status 

No longer eligible for PERSI  m em bership, but  st ill em ployed. I f em ployees drop below 20 hours per week 
( less than ½ - t im e cont ract  for teachers) , they are no longer eligible for PERSI  m em bership. However, unless they 
term inate employm ent , they are not  eligible for benefit s. Effect ive date is the date the em ployee begins working 
less than 20 hours per week ( less than ½ - t im e cont ract  for teachers) . 

I f the em ployee starts working 20 hours or m ore per week (½ - t im e cont ract  or m ore for teachers) , you m ust  add 
the m em ber to your Transm it tal Report  of Em ployee Deduct ions. Subm it  a new Applicat ion for Mem bership 

(RS102)  if you do not  report  elect ronically. 

Leave of absence w ithout  pay . When em ployees go on a leave of absence without  pay, the last  day for which 
they were paid determ ines whether they receive service credit  for that  m onth. To determ ine when service credit  
starts again, PERSI  needs the date the em ployee returns from  leave.  

• I f the em ployee goes on leave of absence and returns the sam e m onth, PERSI  determ ines by the leave and 
return dates whether the m em ber is an eligible em ployee who worked 15 days that  m onth. 

• I f the leave of absence is the result  of a workers’ com pensat ion injury, the em ployee cont inues to earn service 
credit  during workers’ com pensat ion leave as long as he or she receives full salary from  a com binat ion of 
workers’ com pensat ion and the em ployer. 

• Som et imes an em ployee goes on a leave of absence with the expectat ion that  he or she will later return to 
work, but  never does return. The correct  final date in pay status is the last  date for which the em ployee is 
paid, not  the date it  is determ ined that  they will not  be returning. This is especially im portant  if the em ployee, 
at  the t im e that  he or she term inates, is eligible to ret ire (age 55 for general m em bers, age 50 for police or 
PERSI  firefighter m em bers) . The em ployee m ay be eligible to receive ret roact ive benefit s for the m onths he or 
she was on leave of absence. 

Return from  leave of absence . You m ust  subm it  a form  RS109 or form  RS102 (Applicat ion for Mem bership)  
when an em ployee returns from  leave. You m ust  also include the em ployee on the Transm it tal Report  of 

Em ployee Deduct ions. 

Expirat ion of term  of office for e lected and appointed officia ls. The effect ive date is the last  day in the 
office, not  the term inat ion date or date of final paycheck. An elected official is not  ret ired unt il the first  day of the 
m onth after the official was in office. An elected official is considered in office unt il the replacem ent  is sworn in.  
For exam ple, if the official did not  work during the m onth of January, he or she is st ill in office unt il the 
replacement  is sworn in. 

Ret irem ent . PERSI  m em bers are eligible to ret ire the first  of the m onth following their  term inat ion date or 
cont ract -end date. FRF m em bers m ay ret ire on the day following their  term inat ion date. 

Unused Sick Leave 

To avoid delaying the processing of ret irement  benefit s:  

1 Send PERSI  an est im ate of the em ployee’s sick leave hours on the or iginal form  RS109. 

2 Send an am ended form  RS109 with the final sick leave accrual, if it  is different . Write Am ended on the top of 
the am ended form . 

 


