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SHORT TERM DISABILITY AND LONG-TERM DISABILITY INSURANCE POLICY
Purpose: 
To outline the process and procedure for utilizing short- and long-term disability insurance during a leave of absence
Procedure for Short Term Disability Leaves of Absence:

1. An employee who takes a leave of absence from work for their own medical condition may be eligible to collect payment from State and/or employer provided group short term disability (STD) insurance

2. Each medical leave consists of two components: 1) a leave of absence from work related duties and responsibilities (i.e. time off) and 2) possible monetary compensation for time away from work.  
3. The need for a medical leave will be indicated by the employee’s medical provider. A short-term disability leave may be granted for non-work-related medical conditions (illness or injury) that require time off from job duties for medical procedures, recuperation, etc.
4. The time away from work may be protected by applicable state and federal leave laws, including the FMLA. Check your state for applicable laws. Any protected leave will run concurrently with short term disability payments. 
5. Some States, (California, Hawaii, New York, New Jersey, and Rhode Island), have State operated short term disability programs. If the employee works in one of these states, check your state laws for applicability. The employee will file a claim with the appropriate state office. Our company short term disability insurance will supplement a state program, if the insurance benefit exceeds the state program maximum benefit.
6. In all other cases, short-term disability PAYMENTS will be made by our short-term disability carrier. They will determine eligibility for payments 
7. The newly passed Families First Coronavirus Response Act (FFCRA) mandates 10 working days (80 hours) of paid sick leave for employees at qualified businesses (those with under 500 employees). This may coordinate with STD payments, if applicable.
8. Group short-term disability payments, if granted, are available beginning on THE 8TH DAY OF ILLNESS OR INJURY AND MAY CONTINUE UP TO 90 DAYS, DEPENDING ON THE DISABILITY AND MEDICAL CERTIFICATION.    

9. Employees MAY/ARE REQUIRED to use any available earned time off for time not covered by short term disability payments, except in the case of maternity/adoption for which time the employee may take unpaid in accordance with the [ENTER STATE] MATERNITY LAW.  The employee should indicate his/her preference regarding paid or unpaid time off when notifying Human Resources of his/her disability.

10. An employee who experiences any illness or non-work-related injury LASTING, OR EXPECTED TO LAST, EIGHT DAYS or more should notify Human Resources immediately to discuss available benefits and complete a short-term disability application, if applicable.

11. The employee will complete the employee portion of the application, have their physician and HR complete their respective portions and fax the entire application packet directly to INSURANCE, our short-term disability insurance carrier.  Upon receipt of the application, an INSURANCE claims representative will contact the employee to indicate receipt and notify him/her of any other information required to evaluate the application.  

12. The outcome of the claim will be communicated to the employee in writing by INSURANCE.  In addition, the INSURANCE representative will forward a copy of relevant correspondence to the HUMAN RESOURCE DIRECTOR at COMPANY.  

13. The employee will be required to supply INSURANCE with any and all requested information on an on-going basis.  Failure to comply with these requests may jeopardize the continuation of short-term disability benefits.
14. Upon the start of the employee’s short-term disability leave, he/she will be put on “leave of absence” status. While on this status, an individual is excused from work duties, but remains the employee of COMPANY and is eligible to maintain his/her benefits (i.e. health, dental, etc.) if on a job protected leave, as if he/she were an active employee.  Therefore, employees on leave of absence status will be required to pay COMPANY for any typical employee paid insurance premiums.  These premiums can be paid on a weekly or monthly basis.  Checks should be made out to COMPANY and delivered to the HUMAN RESOURCE DIRECTOR for tracking and processing.  While on leave of absence status, the employee may not accept work elsewhere.

15. The employee will be responsible for “checking in” with the HUMAN RESOURCE DIRECTOR at least monthly to notify him/her of the status of the employee’s disability leave and possible return to work date.  If the HUMAN RESOURCE DIRECTOR does not hear from the employee, he/she may contact him/her to discuss status.

16. At the conclusion of the employee’s short-term disability leave, he/she should contact the HUMAN RESOURCE DIRECTOR to discuss options and company policy regarding return to work or disability extensions.

17. When an employee is capable of returning to work, he/she should notify the HUMAN RESOURCE DIRECTOR at least two weeks in advance and supply a physician’s statement clearing the employee for his/her return to work stating any necessary work restrictions.  If the leave was protected under FMLA or other State leave laws, upon an employee’s return to work, he/she will be reinstated to active status in the same or similar position with no impact on seniority, compensation, or other benefits.  Once the HUMAN RESOURCE DIRECTOR is contacted, she will notify the employee’s supervisor.  The supervisor may contact the employee to discuss schedules and staffing needs.

18. In the event that the employee’s disability continues for more than 90 days, the employee will remain on leave of absence status and may be eligible for long-term disability benefits.  

Procedure for Long Term Disability Leaves of Absence:
1. Eligibility for all long-term disability insurance payments is determined by INSURANCE, our long-term disability carrier.

2. A long-term disability leave may be granted for non-work-related medical conditions (illness or injury) that extend beyond 90 days in duration. State short term disability program may run longer than 90 days. Check your state laws if the employee works in a state that provides STD benefits.
3. Each long-term disability leave consists of two components: 1) a leave of absence from work related duties (i.e. time off) and 2) possible monetary compensation for time away from work.  

4. Long term disability payments, if granted, are available beginning on the 91st day of disability and may continue to the end of the disability or age 65, whichever comes first.  Any own occupation limitations or other limitations indicated in the insurance contract will apply as appropriate.    

5. Correspondence regarding long-term disability benefits takes place with the insurance provider.  Before short-term disability benefits terminate, employees should contact their INSURANCE claims representative to determine how to apply for long term disability benefits.  The claims representative will send the employee all the necessary forms and review required information necessary for long-term disability consideration and benefits.   If the paperwork is requested and completed in a timely fashion, there should be no interruptions in benefits.

6. All paperwork requested by the claim’s representative should be completed and returned to INSURANCE directly.  INSURANCE will make all decisions regarding eligibility.

7. The outcome of the claim will be communicated to the employee in writing by INSURANCE.  In addition, the INSURANCE representative will forward a copy of relevant correspondence to the HUMAN RESOURCE DIRECTOR.  
8. The employee will be required to supply INSURANCE with any and all requested information on an on-going basis.  Failure to comply with these requests may jeopardize the continuation of long-term disability benefits.

9. While on long-term disability, the employee will remain on leave of absence status and may not accept work elsewhere.

10. The end of the month at the conclusion of the employee’s job protected leave, benefits (i.e. health, dental, life, etc.) will terminate and if eligible, the employee will be able to elect COBRA.  COBRA will allow for the continuation of health and dental insurance at group rates.  Employees will be required to pay 102% of the monthly premium cost on a monthly basis to continue their health and/or dental coverage.  Information regarding COBRA benefits will be sent directly to the employee’s home via certified mail.  Benefit termination will not jeopardize any on-going disability claims (i.e. claims already on file with INSURANCE).

11. If the employee is capable of returning to work within six months of the initial short-term disability leave, he/she will be responsible for notifying the HUMAN RESOURCE DIRECTOR at least two weeks in advance and to supply a physician’s statement clearing the employee for his/her return to work stating any necessary work restrictions.

12. If the disabled employee is unable to return to work within six months, he/she will be responsible for contacting the HUMAN RESOURCE DIRECTOR to discuss leave policies.

13. In the event that the employee’s disability continues beyond six months and he/she is unable to return to work, the employee may continue to collect long term disability benefits.  However, employment with COMPANY will be reviewed and a decision made on terminating employment in accordance with state and federal laws.  

14. Employees terminated as a result of an extended disability will be eligible for rehire and are encouraged to apply for any available opportunities upon their clearance to return to active employment.   
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