Note:  Please provide this letter to each employee who has an approved Workers' Compensation claims.

[bookmark: 8ut3oeq23pi2]Dear [enter employee name]:

RE:  Sick or Vacation Leave Authorization Letter
The department has been notified by Octagon Risk Services, the University's Workers' Compensation Administrator, that you are now receiving temporary disability payments. The department needs to know which one of the following three options you would like to select to determine your pay and employment status while you are temporarily disabled for a work-related injury or illness. This form must be returned within 5 days after you have made your selection, or the department will select Option 2 on your behalf.
Option 1:
Use Your Sick and Vacation Leave to Supplement Your Temporary Disability Checks
1. Salary Issues: Under this option, your sick leave and vacation accruals will be used to make up the difference between the temporary disability checks you receive from Octagon Risk Services, and your base pay. Provided you have sufficient leave accruals to supplement the temporary disability checks, you could receive 100% of your salary while you are temporarily disabled for a work-related injury or illness. The department will first apply your sick leave and next use vacation leave accruals. Your temporary disability payments will be deducted from your paychecks. 
2. Benefit Issues: Because you are on regular pay status, your medical, dental and vision care insurance premiums will continue to be paid by the University as they are currently, and you will continue to earn normal retirement service credit. 
3. Leave Accruals: You will earn sick leave and vacation at the normal rate, and you may use it as you earn it. This will continue until you have exhausted your leave accruals. 
4. Extended Sick Leave:  When your sick leave accruals have been exhausted, you will be eligible for "Extended Sick Leave Benefits." The University will pay you 80 percent of your normal salary. On Extended Sick Leave, the University will continue making contributions toward your medical, dental and vision care insurance benefits. You will earn retirement service credit at 80 percent. During Extended Sick Leave, you will accrue sick/vacation leave at the normal rate, however, your leave accruals will be credited to you only when you return to work. If you terminate before you return to work, vacation earned while on Extended Sick Leave will be paid to you. You may receive Extended Sick Leave benefits for up to 26 weeks. When the temporary disability checks cease, Extended Sick Leave benefits will cease also. (Note:  While on Extended Sick Leave, you cannot supplement to 100% pay status.)
5. After Extended Sick Leave is exhausted: After 26 weeks of Extended Sick Leave, if you remain temporarily disabled and are receiving temporary disability checks, you will be placed on a leave of absence without pay, and your Extended Sick Leave will be discontinued. During this leave, your vacation and sick leave will accrue at the normal rate but will be credited to you only when you return to work. You will not earn retirement service credit and you will be required to pay the full cost of your medical, dental and vision insurance premiums directly to the campus Payroll Office. You may be eligible for benefit continuation for at least 12 weeks pursuant to the Family Medical Leave Act (FMLA) if you qualify.  
Option 2:
Sick Leave Only Is Used to Supplement Temporary Disability Checks 
All the provisions listed above are the same terms you would receive under Option 2, except under this option, the department would only use your sick leave to supplement temporary disability checks, and no vacation leave will be used. Only Options 1 and 2 will permit employees to receive Extended Sick Leave benefits.
Option 3:
Use No Leave Accruals – Take a Leave Without Pay
1. Salary Issues: If you have sick or vacation leave accruals but choose not to use them while you are temporarily disabled, you will be placed on a leave without pay. You will receive temporary disability checks from Octagon Risk Services and no salary from the University. 
2. Benefit Issues: You will be required to pay for the full cost of your benefits (medical, dental and vision) to the Payroll Office. You will not earn retirement service credit. You may be eligible under the Family Medical Leave Act (FMLA) to receive continued payment for your benefits for at least 12 weeks.
3. Leave Accruals: You will earn sick and vacation leave at your normal rate, but it will not be credited to you until you return to work. If you separate without returning to work, you will not be paid for vacation accrued while on a leave without pay. 
4. Extended Sick Leave: You are not eligible for Extended Sick Leave benefits. 
I have read and understand my options listed above and elect the following option.
(Please use your initials to indicate which option you wish to select.)
1. [bookmark: y6wvz4fadh57]☐ Use sick leave and vacation leave to supplement temporary disability checks.
2. [bookmark: 4a8nfpnub9x3]☐ Use only sick leave (not vacation) to supplement temporary disability checks.
3. [bookmark: 9k7e0f267l33]☐ Use no leave accruals, take Leave without Pay. Receive only temporary disability checks.
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