
 

Military Leave Policy 

CSX Policy Owner:  VP Chief HR & Diversity Officer 

Effective Date:  September 1, 2015 

Revision Date:  February 2017 

   

Summary of Most Recent Revisions 

Return to work physical requirement.  A physical will now be required for employees returning to work after more than 6 months of military 

leave, versus prior threshold of more than 90 days. 

Objective 

CSX and its subsidiaries (“CSX”) have a long-standing commitment to supporting employees who have or are currently serving in the Armed Forces.  As part of this commitment, 
CSX complies with the Uniformed Services Employment and Reemployment Rights Act (“USERRA”) which  provides leave and certain reemployment rights for veterans, reservists, 

National Guard members, and others serving in the United States Armed Forces.  It is CSX’s policy that no employee or prospective employee will be discriminated against because 
of their membership in or obligation to perform service in the United States Armed Forces. 

This Military Leave Policy (the “Policy”) is designed to provide employees serving in the United States Armed Forces with information and procedures regarding requests for 
leave, pay differential, continuation of certain benefits, and returning to work from  a military leave of absence, including periods of mobilization, training, and state of emergency 
duty.  Employees should also refer to the Employee Resource Guide for Military Leaves of Absence. 

Contacts 

For questions regarding this policy, contact CSXConnect at (800) 633-4045 or via email at CSXConnect@csx.com.  

Highlights 

The following describes key elements of the Policy: 

 All active contract and non-contract employees who are employed by CSX and who are in the reserves, National Guard, or serving in the United States Armed Forces, 

whether voluntarily or involuntarily are eligible for military leave. 

 Active employees are eligible for pay differential for certain periods of training and mobilization. 

 In general, an employee may perform service in the uniformed services for a cumulative period of up to five (5) years and retain reemployment rights. 

Common Terms Used Throughout This Policy 

Employee Resource Guide means the CSX Employee Resource Guide for Military Leaves of Absence that contains additional information about this Policy and can be found on 

the Employee Gateway. 

Form DD214 means the document issued to military service members upon discharge from active duty in the United States Armed Forces. 

Mobilization means assembling troops for active service in the United States Armed Forces. 

Pay Differential means the difference between an employee’s basic CSX earnings and basic military earnings while in active service. 
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Supporting Documentation means military orders, Form DD214, letter from commanding officer, or other documentation verifying the employee’s period of military service.  All 
documentation must include the employee’s name and six-digit employee ID number. 

Training means active or inactive military annual training and/or guard duty. 

USERRA means the Unformed Services Employment and Reemployment Rights Act.  

Important Sources of Information 

 CSXConnect – (800) 633-4045 or CSXConnect@csx.com 

 Employee Resource Guide  for Military Leaves of Absence - CSX Employee Gateway 

 Employee Assistance Program (“EAP”) – (800) 657-3366 CSX EAP 

 Employer Support of the Guard and Reserve – www.esgr.com  

 Railroad Retirement Board – (877) 772-5772 or www.rrb.gov  

 Social Security Administration – (800) 772-1213 or www.socialsecurity.gov  

 Uniformed Services Employment and Reemployment Rights Act – www.dol/userra  

 U. S. Department of Defense - www.defense.gov/   

 Veteran’s Affairs – www.va.gov  

Policy 

CSX is committed to complying with its obligations under USERRA and any similar state and local laws. CSX will provide a leave of absence for those employees serving in the 

United States Armed Forces called to active duty service, state of emergency service, funeral honors duty, time spent being examined to determine fitness to perform service, for 
periods of training for reservists and members of the National Guard, or any other type of protected service.  Leave for the uniformed service is unpaid unless the leave is eligible 
for pay differential or the employee elects to use any accrued vacation or other applicable paid leave.  Subject to certain exceptions underUSERRA, there is a five-year limit on the 
cumulative length of time a person may be absent from active employment for either voluntary or involuntary active service.  This includes active duty training, inactive 
duty training, and full-time National Guard duty.  Upon completion of military service, employees returning to work must follow certain return to work procedures within the time 

periods set forth in this Policy. 

Notifying CSX of Need for Military Leave 

Employees who must be absent from work for military reasons should give advance verbal or written notice to their manager or supervisor; or follow existing mark-off procedures, if 
applicable.  While written notice is preferred, employees should provide notice as soon as they have knowledge of their upcoming military service unless giving such notice is 
prevented by military necessity or is otherwise impossible under the circumstances. 

Checklist for Reporting a Military Leave of Absence 

Employees are responsible for providing notification to their manager/supervisor when called to military service.  The following procedures should be followed to report an absence 
under this policy. 
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All Employees 

 Inform their manager or supervisor, preferably in writing or with supporting documentation, of the dates ordered to serve.  

 Employee’s with supporting documentation should fax or email it to the Military Leave Administrator at (904)-245-3951 or Military_Administration@csx.com. 

Train and Engine Employees 

CSX Transportation Train and Engine service employees should also provide the Crew Dispatcher with the following information when marking off for military leave: 

 Dates ordered to service or training;  

 Reason for military duty; 

 Duration of military duty, if known; and 

 Branch of service, name and contact information for Commanding Officer, if known. 

Managers or Supervisors 

 Advise employees of procedures for reporting absences; and 

 Ensure employees adhere to the policy guidelines for reporting absences 

Military Leave Pay Differential 

CSX will provide pay differential for certain types of military leave.  The types of military leave eligible for pay differential are: 

 Training – Up to 15 days per year for annual training and guard duty; 

 Involuntary mobilizations – Up to five (5) years for involuntary mobilizations including but not limited to, Global War on Terror, national disasters, state emergency duty, 

and border control. 

Pay differential is not considered creditable compensation under the Railroad Retirement Board, therefore Tier II taxes are not withheld from pay differential. 

CSX does not provide pay differential for any other type of military leave including service for ceremonial functions, parades, inaugurations and other voluntary functions and 
services.  Employees who voluntarily enlist for active duty service are not eligible for pay differential.  

Required Supporting Documentation 

Training 

In order to determine eligibility to receive pay differential, employees must provide the following supporting documentation to the Military Leave Administrator: 

 Copy of military orders or memorandum of training period; and 

 Leave and Earnings Statement (“LES”) for the period being claimed. 

Involuntary Mobilization 

Employees requesting pay differential while on or returning from an involuntary mobilization must provide the following supporting documentation to the CSX Compensation and 
Benefits department: 
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 A copy of the mobilization orders; and 

o A letter from the commanding officer confirming the military leave is involuntary, if not stipulated in the mobilization orders; and 

o Submission of military LES on a quarterly basis. 

Calculation of Pay Differential  

Contract Employees 

Pay differential for contract employees is determined by taking the daily rate of pay on the last job worked and multiplying by 21.75 (average business days in a month).  The period 

during which an employee is deployed for active military duty will count toward qualifying hours required to qualify for vacation in the calendar year the employee returns to work 
from military leave.  These qualifying hours will be applied once the employee has returned to work and provides a copy of the Form DD214.  Employees in a furloughed or 
suspended status at the time of training are not eligible for pay differential.  Employees will not receive pay differential if receiving pay for hours worked during a military leave. 

Management Employees 

Pay differential for management employees is calculated by comparing the employee’s base pay to their monthly base military pay.  Base pay for management employees is an 

employee’s regular rate of compensation received for a given work period, excluding any other payments or allowances such as incentive compensation, incentive awards, merit 
lump sums, spot awards and other similar items. 

Additional information:  An employee may use accrued vacation or other paid leave in lieu of pay differential.  However, an employee may not receive both pay differential and 

vacation or other paid leave for the same period.    

Pay differential is processed on a monthly basis and the amount payable cannot be determined until all required supporting documentation, including the employee’s six- digit 
CSX employee ID number, has been received. 

Supporting documentation should be emailed, faxed or mailed to: 

CSX Compensation and Benefits  
ATTN: Military Leave Administrator, C905  
500 Water Street  
Jacksonville, FL 32202  
Fax: (904) 245-3951  
Email:  Military_Administration@csx.com 

Absent extenuating circumstances, employees must submit requests for military pay differential within 45 days of returning to work. 

The CSX Employee Resource Guide contains additional information regarding pay differential.  

Continuation of Benefits 

Employees may continue certain benefits while on a military leave of absence, including health and welfare benefits, life insurance benefits, and 401(k) contributions and loans. 
The Employee Resource Guide contains information regarding these benefits. 

Healthcare Benefits  

Contract Employees 

Healthcare benefits will continue through the end of the fourth month following the month in which an employee last performed compensated service.  Employees may elect to 
continue medical, dental, and vision benefits beyond this period for up to an additional 24 months while mobilized.  In order to begin this process, employees must contact the 
Military Leave Administrator at Military_Administration@csx.com within 31 days from the first day of their deployment. 

Management Employees 

Healthcare benefits will terminate at the end of the month in which an employee is mobilized for military service. Employees may elect to continue medical, dental, and vision 
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benefits for up to five (5) years during mobilization by contacting the Military Leave Administrator at Military_Administration@csx.com within 31 days from the first day of 
deployment.  Benefits will be reinstated once the Military Leave Administrator is notified that the employee has returned to work. 

Life Insurance Benefits 

Contract Employees 

CSX-paid basic life and accidental death and dismemberment (“AD&D”) insurance benefits will continue through the end of the fourth month following the month the employee last 
performed compensated service.  Coverage will be automatically reinstated upon the employee’s return to active employment. 

Management Employees 

CSX-paid basic life and AD&D insurance benefits will continue for up to five (5) years while mobilized for active duty military service. 

Additional information regarding Optional life insurance coverage can be found in the Employee Resource Guide.  

401(k) Contributions and Loans 

Employees may continue contributions to the applicable CSX 401(k) retirement saving plan during their period of military leave.  Contributions will be payroll deducted based on the 
CSX pay differential.  Employees are permitted to make up missed contributions after returning to work, if returning within the re-employment period prescribed 
under USERRA.  Employees with an outstanding loan balance may be eligible to have their loan payments suspended during their mobilization period.  Refer to the Employee 
Resource Guide for more detailed information. 

Tuition Reimbursement 

If an employee has to cancel a class as a result of being mobilized, CSX will reimburse eligible tuition costs as supported by the Tuition Reimbursement Policy.  Refer to 
the Employee Resource Guide for more detailed information. 

Returning to Work 

Generally, employees are eligible for reemployment protection for up to five (5) years of military leave.  Unless prevented by military necessity or otherwise impossible, employees 
returning from a military leave of absence must notify their manager or supervisor, provide supporting documentation or follow existing mark-up procedures, if applicable, within 
certain time periods determined by their length of military service: 

 Military Duty of 30 days or less:  Following completion of military service, safe travel from the place of service to the employee’s residence and expiration of eight hours of 

rest; employees should return to work on the first calendar day of the first full regularly scheduled work period. 

 Military Duty of 31 days or more but less than 181 days:  Employees should return to work no later than 14 days after completing their military service.   

 Military Duty of more than 181 days:  Employees should return to work no later than 90 days after completing their military service.  

To prevent delays in initiating regular pay, all employees returning from military leave who have not already submitted documentation to receive pay differential should 
submit supporting documentation, including Form DD214 verifying the employee’s period of military service. This information should be sent to: 

CSX Compensation and Benefits  
ATTN: Military Leave Administrator, C905  
500 Water Street  
Jacksonville, FL 32202  
Fax: (904) 245-3951  
Email: Military_Administration@csx.com  

Return to Work Physical 

All employees who are off on military leave for more than six (6) months must have a physical before returning to work.  If the employee is held out of service for a Return to Work 
physical, they will be compensated for the number of business days they are held out of service, until qualified, up to a maximum of 15 business days.  All employees should contact 
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the Nurse Medical Manager to schedule the Return to Work physical at (904) 359-1500. Employees should send an email to the CSX Military Leave Administrator 
at Military_Administration@csx.com to confirm initiation of this process. The CSX Military Leave Administrator will confirm the time-period the employee was held out of service and 
process payment for up to fifteen (15) business days. 

Return to Work Checklist 

Upon release from military service, employees should follow these procedures.  Unless prevented by military necessity or otherwise impossible employees should return to work 
within the specified time frames above.  

Employees 

 Contact your manager/supervisor to advise of your release from service; 

 Fax or email a copy of your Form DD214 to (904)  245-3951 or Military_Administration@csx.com; 

 If you were off on military leave for more than six (6) months you must contact a Nurse Medical Manager in the Medical Department to schedule a return to work physical at 

(904) 359-1500; 

 CSX Transportation Train & Engine service employees - once cleared by the Medical Department (if applicable), should contact Crew Management for further instructions. 

 Non-Operating contract employees - once cleared by the Medical Department (if applicable), should contact their manager and timekeeper for further instructions. 

 Management employees - once cleared by the Medical Department (if applicable), should contact their manager and the appropriate Human Resources Business 

Partner before reporting to work. 

Managers or Supervisors 

 Ensure you receive notice from the Medical Department that employees who were off on military leave for more than 90 days have been medically qualified to return to 

work. 

 Managers of management employees – Notify the CSX Military Leave Administrator and your Human Resources Business Partner of the employee’s actual return to work 

date. 

Contact Information and Questions 

Direct questions regarding this Policy to CSXConnect at (800) 633-4045 or via email at CSXConnect@csx.com.  

Enforcement 

Violations of this policy will be addressed pursuant to CSX disciplinary practices and other actions that CSX deems appropriate.  Employees who violate this policy may be subject to 
discipline, up to and including termination of employment. 

Information provided in this Policy is for internal CSX use only and should not be communicated to, or duplicated for, any outside party without written permission from 
the Law Department. 

Any exceptions to this Policy must be approved by the VP Chief HR & Diversity Officer or designee. 

 

mailto:Military_Administration@csx.com
mailto:Military_Administration@csx.com
https://csxgateway.csx.com/hpb/Contacts/hrcontacts/Pages/HR-Contacts-List.aspx
https://csxgateway.csx.com/hpb/Contacts/hrcontacts/Pages/HR-Contacts-List.aspx
https://csxgateway.csx.com/hpb/Contacts/hrcontacts/Pages/HR-Contacts-List.aspx
mailto:CSXConnect@csx.com

