
 

Key 
Continually Monitor 
Electronic Transfer 
Physical Movement  
Loopbacks  
Connectors 
   (multi-step function) 

Y 
Info 

Correct? 
N 

HRA 

Benefits 
(HRE) 

Supervisors 

Agency 

Medical Leave                   
April 2019 

Monitor 
Tracking 
Updates 

Check Leave 
Balance 

Refer to LWOP 
Checklist 

Review Step Increase 
date – Adjust on P1 if 

needed 
 

Resign or Retire - 
Write P1 401 or 402  

LeavePro – Is it a 
Work-Related 

Injury? 

Return to Work 
Pay Period 

Enter into 
Tracking 
System 

Determine 
Leave Code 

Discuss EE 
Leave Time 

Write P1 
846 & 271 Engage 

Supervisor 

Identify Correct 
Leave Code & 

Resources 

Follow 
Donated 

Leave Process 

Dept Level 
Approval 

Send Resources 
(no collection 

letter) 
N 

Benefit 
Impact? 

Y 

Collect 
Premiums 
following 
collection 

process (as 
needed) 

Refer  
to Iowa 
Benefits 

N 
P1s done in 

prior PP to pay 
zero balance? 

Y 

Write 
P1 520  

 

Discharge – 
Consult with PO 

Write 
P1 
846 

Zero 
Out 

Leave 

Write 
Timesheet 
(HRA or 

Designee) 
Send 

Insurance Ltr 
& Resources 

* END *  
846 

N 
Send 8-
wk Ltr 

Y 
Write P1 502 

Code 57 
 

Re-Ck 
LeavePro 

 

Medical Leave 
without Pay 

Pre-Audit 
(Comp) 

Employee 

P.O. 

Monitor/ 
Tracking 

8-Week 
Letter 

Benefit Impact 
Determination 

Current Pay 
Period 

 

Benefit Impact 
Determination 

8-Week 
Letter 

Update Status/ 
Determine Last Step 

Determine Premium 
Required & Collect 

Approving LWOP 

Check 
Timesheets 

Y 
Payout Leave 

Balance on 
Timesheet 

N Approve 
Timesheet 

Write P1 
501 54 

PA 
Approval 

(HRA) 

Consult 
with PO on 

8-wk Ltr 

Review 
Life Events 

Matrix 
Define  

Resources  Consult 
on 8-wk 

Ltr 
 

Follow 
Guidance 
from PO 

Send 8-wk 
Ltr (or 

Supervisor) 
  

Pay Period 
Following 

 

* END *  
846 

Monitor 
Tracking 
Updates 

Less than 
FT? 
N  Y 

EE Return 
to Work 

FT? 
     N  Y 

Terminate? 
 

LTD Term – 
Write P1 452 

Send LTD Ltr 
& Resources 

Return to 
Work Form 
to/from EE 

  

Define  
Resources  

Note in 
Iowa 

Benefits 
  * END * 

RTW 
FT  

* END * 
  

Benefit Level 
Approval 

Compliance 
Approval * END * 

  

Receive Insurance 
Ltr & Resources 

Consult 
on 8-wk 

Ltr 
  

Receive 
 8-wk Ltr 

  

Consult 
on 8-wk 

Ltr 
  

Receive 
Copy of 
8-wk Ltr 

  
Provide Medical 

Certification (based on 
Reed Group or 8-wk Ltr 

HRA/PO Consult 
re: Discharge 

Steps 
  

Receive 
LTD 

Resources 

Receive 
Return to 

Work Form 

Receive/Complete/  
Return RTW Form with 
Health Care Provider 

Receive 
Separation 

Form 
  

Cancel 
in Iowa 
Benefits 

  

Medical 
Leave 

Complete 
Separation 

Form 
  

 1 

 3 

 2 

See Intermittent  Leave 


