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Benefits Department
Leave of Absence Checklist
· Employee is absent for 3+ days due to personal or family illness OR employee is absent for 10+ days

· Direct employee to complete LOA forms located on the Intranet or refer the employee to the Benefits Department

· Benefits Department will send email notification to you and Payroll when we are notified of a pending Leave of Absence

· Sign Leave of Absence paperwork and return to Benefits Department signaling that you are aware of the Leave of Absence

· Upon return to work, you will be notified by the Benefits Department of any restrictions – respond to restrictions email as soon as possible
Questions?  Call the Benefits Department Manager, Laura Emslie, at 545-2039

