Southern Illinois University Edwardsville

Employee guidelines – what do to if you are ill or injured
1. Employees should contact their department supervisor immediately.

2. If you have been off work or expect to be off longer than three days due to illness or injury for yourself  or for a family member,  contact the Benefits area in the Office of Human Resources.  We will send you a medical leave packet which will include the following information :
REQUEST FOR LEAVE/FAMILY AND MEDICAL LEAVE ACT (FMLA) –If you are off work for more than 3 days due to an FMLA qualifying event, you may be covered by FMLA.  In order to apply for FMLA, this form must be completed, signed by you and your supervisor, and returned to Benefits in the Office of Human Resources.  Employees who have been off work due to illness or injury for more than 3 days will be required to file for FMLA.  For more information see the link below regarding FMLA leave. 
http://www.siue.edu/humanresources/benefits/fam_medical.shtml (copy URL into a browser)
PHYSICIAN'S STATEMENT - Must be completed and returned to Benefits in the Office of Human Resources. Benefits must receive this in order to verify whether the employee is eligible for FMLA and/or using extended sick leave. 
MEDICAL LEAVE DESIGNATION OF USE OF VACATION FORM – All employees with accrued vacation must complete this form and provide it to your fiscal officer for signature. The fiscal officer should keep a copy and forward the original to Benefits in the Office of Human Resources.  This form instructs Benefits and Payroll staff whether to utilize an employee’s available vacation leave when sick leave has been exhausted.  If an employee is out on sick leave or extended sick leave and has exhausted all available sick leave, the employee may choose to utilize their available accrued vacation, to remain in pay status, or be recorded as “absent without pay”.  Absent without pay means that an employee will not be paid for this time off.   If employees do not complete this form, their vacation time will not automatically be used to keep them in pay status.
3. When received, Benefits will review your Physician's Statement.  A letter will be sent to you with a copy sent to your supervisor indicating whether or not you are eligible for using extended Sick Leave and/or if the leave is covered by the Family and Medical Leave Act. The letter will also state the next date an updated Physician's statement will be required.

4. Employees will remain on payroll records until all of their sick leave and any vacation elected to be used are exhausted.  While employee’s are in a paid leave status (sick or vacation), an employee’s status  displays as  “Active”. Departments will notify the Office of Human Resources when an employee has exhausted all paid leave. The employee’s status will then be changed to “Medical Leave.” Employees will receive a letter from Benefits and copy of the Medical Leave form for their records.  When employees return from medical leave, they will be displayed as “Active” on payroll records.
5. When the doctor releases employees to return to work, the doctor must provide Benefits with a signed release noting the first day an employee is eligible to return to work. If a doctor has listed "restrictions" on an employee’s release, the employee must provide the release prior to returning to work. Benefits, Human Resources, and the department will review the restrictions to determine if the employee will be able to perform their duties according to their job description.  The department will determine if they can accommodate the restrictions. Employees may not return to work with restrictions until and unless the University agrees to accommodate the restrictions.

The University reserves the right to refer an employee for medical examination by a physician of the University’s choice for the purpose of determining the employee’s mental or physical fitness to perform the essential functions of the employee’s position.  The University will assume all responsibilities related to the cost of the examination.

6. Employees who are in a non-pay status will be billed directly by Central Management Services (CMS) in Springfield for their portion of the State insurance.  Premiums billed will be for the same amounts normally deducted from the employee’s paycheck for one month.  Premiums must be paid in order to continue the insurance coverage.  Employees will be instructed by CMS on direct payment procedures.  If employees have elected any additional supplemental insurances, the Benefits department will prepare and mail employees a bill to keep coverage up-to-date.  The bill will include instructions on how and when to submit payment to the Bursar's Office.
If you have any questions concerning sick leave benefits, please contact the Benefits staff in the Office of Human Resources at 618-650-2190.
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