
The Standard emails the supervisor of LOA request 
including the leave reason, dates and request 
status and mails the employee a leave packet2
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Employee notifies supervisor of need to take a 
leave of absence (LOA) and contacts The 

Standard to apply for protected LOA

Please note: This is a general 
overview of the process and does 
not reflect all steps in the process.

Employee

The Standard (third party administrator for employee leaves)

Supervisor

Claim is denied 
Employee is not eligible for type of leave or 

medical documentation does not support 
the requested leave

OR
Employee fails to submit complete 

paperwork or ensure health care provider 
sent in health certification by deadline

Employee completes paperwork and 
returns to The Standard by deadline 
(15 days in most cases)*

*Employee sends accrual election form to Leave
  Administration if employee chooses to use accruals

**Employee reports any changes in LOA to
    The Standard and their supervisor

***Leave Administration adds protected leave
      codes to timesheets

The Standard approves LOA if employee is 
entitled to type of leave and medical 
documentation supports the leave request

Employee records time worked for 
intermittent leave following County's normal 
absence reporting processes and reports 
intermittent leave to The Standard**

Supervisor approves the timesheet  per county’s 
established timelines. Supervisor does not have to 

wait for Leave administration to code timesheet.***
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Leave of Absence Process


