Employee Leave Information & Process Map




Definitions

Sick Leave is earned time awarded each month based on years of state service.  Sick leave may be used for any actual period of temporary disability caused by or contributed to personal illness or injury, which prevents an employee from performing his or her usual duties. It may be used for medical appointments, illness of immediate family, and death in immediate family.
Family Medical Leave Act (FMLA) allows eligible employees to take up to 12 workweeks of unpaid, job-protected leave for their own serious medical condition or that of an immediate family member.
Short-Term Disability is provided for permanent employees who meet certain state service requirements.  Eligible employees receive a monthly short-term benefit after a waiting period of 60 continuous calendar days.
Long-Term Disability is provided for permanent employees who meet certain state service requirements. LTD payments are payable after the conclusion of the STD period.  Employees approved for LTD benefits must terminate employment as a permanent employee prior to receiving LTD benefits.
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Short-Term Disability (STD)  


If approved, STD "may" last up to 365 days


Long-Term Disability (LTD)


If STD is exhausted, employee may apply for Long-Term Disability (LTD)


Termination of Employment





Qualifying employees who meet the five-year requirement at the time of disability will be covered under the State Employees' Major Medical Plan with the State contributing the cost of employee only coverage


LTD payments are payable after the conclusion of the STD period


Employees on LTD are covered under State Employees' Major Medical Plan,  with the State contributing the cost of employee-only coverage





Employees approved for LTD must terminate employment as a permanent employee prior to receiving LTD benefits



Employee is out five days 


Employee needs to provide a doctor's note


Employee can use accumulated sick leave to cover absence


Employee is out ten days 


HR should be notified to see if employee qualifies for Family Medical Leave (FMLA)


 FMLA 





If the employee will be out longer than 12 weeks & they qualify, they can apply for Short-Term Disability (STD) while on FMLA & during the 60 day waiting period (HR will determine if the employee qualifies for STD)


If approved, FMLA may last up to 12 weeks within a one year span


Employee can use accumulated leave concurently with FMLA


Beneifts Specialist will notify HR Director, Principal, Data Manager, & Finance Officer of projected absence dates due to leave.


