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I. POLICY
It is the policy of Regions Hospital to be actively involved in assisting the employee during the term 
of inability to work and to assist all injured employees in returning to productive work. This policy 
reduces overall workers’ compensation costs and helps the injured employee to once again become a 
productive worker.

Applies to all Regions Hospital employees.

1. A Regions Hospital Employee/Injury/Illness/Blood and Body Fluid Exposure Report Form 
should be completed by supervisor/designee and employee jointly. This form must be 
completed within 24 hours of the injury and sent to Employee Health and Wellness 
immediately.  Copies will be sent to the Workers’ Compensation office and to the injured 
individual’s department.

2. If the injury requires medical attention or advice, the Nurse Careline is the first contact point, 
unless the injury requires immediate medical attention.  If the injury requires immediate medical 
attention, the employee should seek care in the Emergency Department and call the Nurse 
Careline within 24 hours.

Employee injury/illness or blood/bodyfluid exposure requiring less immediate medical attention 
should first call the Nurse Careline.  The Nurse Careline at 952-883-5484 is available 24 hours a 
day, 7 days a week.  The Nurse Careline can provide advice and help direct the employee to 
receive medical care at Regions Employee Health and Wellness, HealthPartners Occupational 
Medicine or with a personal healthcare provider.
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Note:  Even though the employee has the option of seeking treatment from their regular treating 
doctor, they must follow the above procedure and may be requested to submit themselves to 
examination by Occupational Medicine/ Employee Health physician or other designated 
physician if requested by the workers’ compensation staff and at reasonable times thereafter for 
follow up.

All work-related injuries involving lost work time must be reported to the workers’ 
compensation office immediately by calling (651) 254-2273.

Workers’ Compensation, to the extent that it qualifies, will be designated as FMLA leave and 
will run concurrently with FMLA leave.  Consistent with applicable law, FMLA leave will also 
run concurrently with any unpaid leave available under state law for the same purpose.  The 
Workers’ Compensation office will forward employee information to Worksite Health so that a 
determination can be made if the lost work time is eligible as FMLA.  Worksite Health will be 
responsible to notify the employee of the approval/denial of workers’ compensation leave as 
FMLA.

3. An active role will be taken by the Workers’ Compensation Coordinator, the supervisor, the 
physicians and the employee to implement a return-to-work program as quickly as possible.  
Light duty assignments and job modification will be provided to help and support the returning 
employee when needed and when possible.

4. When appropriate, the Workers’ Compensation Coordinator, in conjunction with our third party 
administrator (TPA) will assign a Qualified Rehabilitation Consultant (QRC) to assist with a 
return to work program.

5. Administering the workers’ compensation program will be done by the Workers’ 
Compensation Coordinator.

6. Guidelines for lost time and status:
a. Lost time will be paid in workers’ compensation benefits as mandated by the State of

Minnesota.

b. Employees may choose to supplement the Workers’ Compensation benefit with accrued time
(PTO or Extended Sick Leave) in an amount that combined with the workers’
compensation benefit would be equal to the regular weekly wage.  Employees who choose
not to use accrued time to supplement workers’ compensation benefits will not otherwise be 
eligible to use accrued time until they return to work at Regions.

c.  Employees who are out on a leave due to workers compensation, remain responsible for the 
employee share of medical, dental and other group insurance premiums.  Employees may 
choose to have Regions place their share of the premium payments in arrears.  In that case, at 
the employee’s option, Regions will advance payments on the employee’s behalf and the 
employee’s share of the regularly scheduled premiums will go into arrears and be deducted 
from the employee’s paycheck upon returning to work.  Employees who do not request to have 
their premiums held in arrears, are required to submit the employees share of premium 
payments during their workers compensation leave on the same schedule as the payments 
would otherwise be due for continuation of coverage under COBRA (typically monthly).



Employees requesting leave will receive a form titled “Employee Notice and Consent 
Regarding Benefits During Leave” from Worksite Health.  Employees must return the 
Employee Notice and Consent Regarding Benefits During Leave within 15 days of receipt to 
Worksite Health.  Employees who do not provide written consent on the Employee Notice and 
Consent Regarding Benefits During Leave form will default to the method of paying premiums 
directly to Regions while on workers compensation.

d. Employees who are receiving Workers’ Compensation benefits and working in a light duty 
assignment, will accrue PTO if they meet the same timecard hours threshold as for active 
employees.

e. Employees will accrue credited service hours only for time worked or for accrued time used.

f. In the event an employee absence due to a work related injury does not qualify for Workers’
Compensation solely because of a statutory waiting period (currently three (3) days), the 
employee may use their accrued PTO and/or Extended Sick Leave up to a maximum of the 
statutory waiting period. 

g. As with all personnel policies, the Hospital reserves the right to modify, revoke, suspend,
terminate, or change this policy/procedure in whole or in part, at any time, with or without 
notice; however, no change will be made that conflicts with mandated state workers’ 
compensation laws.

Attachments:   FMLA Poster, U.S. Department of Labor
            Employee Notice and Consent Regarding Benefits
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LEAVE OF ABSENCE (LOA)
Employee Guide

Pay While on Leave

You are required to use any available PTO and other accrued benefit hours (accrued balances of time off 
hours, including PTO, holiday, old or frozen vacation, extended or frozen sick leave) when on an unpaid leave 
of absence for any reason, except for Workers’ Compensation (See Injuries While On Duty Policy RH-SF:30).  
If all accrued benefit hours are exhausted while on leave, the remainder of the leave is unpaid.

Leave of Absence and Insurance Benefits

You have the opportunity to continue your medical, dental and other group insurance coverage during approved 
leaves of absence for up to 6 months. During the first 6 months of approved leave Regions will in most cases 
continue to contribute the employer contribution to your benefits.  The employee must make arrangements per 
the following sections to make payment for the employee’s share of the premiums.  You must provide written 
consent on the attached Employee Notice and Consent Regarding Benefits During Leave Form.    

Employees on an extended leave of absence (beyond 6 months) may be eligible for COBRA continuation 
coverage and will be responsible to elect COBRA coverage and are responsible for payment of the employee’s 
share of the premiums paid directly to the COBRA vendor.  Regions’ COBRA vendor will mail directly to your 
home instructions for electing COBRA continuation coverage.  

Under certain circumstances when Regions ceases to make employer contributions to your insurance coverage, 
such as when your employment terminates, employees are responsible for payment of the COBRA premiums in 
full. 

Paid Leave and Insurance Benefits

Active employees are responsible for paying the employee’s share of the premiums for medical, dental and 
other group insurance coverage.  While on leave for any reason, you remain responsible for your regular 
benefits premium payments that are typically payroll deducted.  As long as you are receiving pay for any 
accrued benefit hours, the regularly scheduled premiums will continue to be deducted from your Regions 
paycheck for your medical, dental and other group insurance coverage.

Unpaid Leave and Employee Insurance Premium Payments

If you are no longer receiving a paycheck from Regions Hospital while on leave, but you want coverage to 
continue, you remain responsible for your portion of the insurance premiums during unpaid leave, even if 
Regions has agreed to continue to make the employer’s contribution.  You have two options for premium 
payment while on leave during the first six months: consent to having your premiums go into arrears or pay 
your premiums directly to Regions during your leave.   

You must return the Employee Notice and Consent Regarding Benefits During Leave within 15 days of receipt 
to Worksite Health.  Employees who do not provide written consent on the Employee Notice and Consent 
Regarding Benefits During Leave form will default to the method of paying premiums directly to Regions while 
on leave.

If you have any questions contact the Regions Hospital HR Service Center at 651-254-4700. 



Arrears for Premiums

For any period of unpaid leave during the first six months, you may choose to have Regions place your share of 
the premium payments in arrears. In that case, at your option Regions will advance payments on your behalf, 
and your share of the regularly scheduled premiums will go into arrears and be deducted from your paycheck 
upon returning to work from a leave of absence.   

Arrears means that the money you owe for your share of benefits premiums (medical, dental and other group 
insurance coverage) will be tracked and you are responsible for paying back these premiums when you start 
receiving a paycheck again from Regions Hospital. If you choose this option, scheduled premiums will 
normally be doubled upon your return to work until you have paid all payments in arrears. 
 
For example, if 6 pay periods are missed for benefit deductions, upon return from LOA, the next 6 pay checks 
will have double benefit deductions until the outstanding balance is reduced to zero.  If your deduction for 
medical premiums is usually $132.00 per pay check, it will be $264.00 per pay check for the next 6 pay checks.  
After the 6th pay check the health premium will go back to $132.00 per pay check.

Payment of Premiums During Leave (no arrears)

Employees who do not request to have their premiums held in arrears are required to submit the employee’s 
share of premium payments during unpaid leave on the same schedule as the payments would otherwise be due 
for continuation of coverage under COBRA (typically monthly).  If your premium payment is more than 30 
days late, your coverage may be cancelled after 15 days’ notice to you.  If Regions pays your share after the 
payment is missed, Regions may recover the premium from you.  

Regions may also recover its share of premiums paid on your behalf if you fail to return to work after the leave 
is exhausted or expires, unless the leave was an approved FMLA leave and your failure to return is due to a 
reason which would otherwise entitle you to FMLA, or is due to other circumstances beyond your control.

Short Term Disability (STD)

Leaves of absence due to pregnancy or to your own medical condition when you are also enrolled in the STD 
plan, requires that you file a claim with The Standard (The Standard Insurance Company) by calling 1-800-378-
2395.  If you are eligible to receive STD benefits from The Standard, and you are being paid for accrued time 
off hours (PTO) from Regions Hospital, you may be receiving pay from both The Standard and Regions at the 
same time.  You are not required to receive more than 100% of your pay while receiving both STD and PTO.  If 
you would like your PTO to be pro-rated while you are receiving STD benefits, please contact the Regions 
Hospital HR Service Center at 651-254-4700.

Long Term Disability (LTD)

If you are a regularly scheduled employee working .5 FTE or above at the onset of disability, you are eligible to 
receive LTD benefits after being disabled (as defined under the Plan) for six months regardless if enrolled in 
STD or not.  Payment is 50% of your gross earnings.  You can file a claim with The Standard (The Standard 
Insurance Company) by calling 1-800-378-2395.  



Workers Compensation 

Employees who are out on a leave due to workers compensation remain responsible for the employee share of 
medical, dental and other group insurance premiums. You may choose to have Regions place your share of the 
premium payments in arrears. In that case, at your option Regions will advance payments on your behalf, and 
your share of the regularly scheduled premiums will go into arrears and be deducted from your paycheck upon 
returning to work.  Employees who do not request to have their premiums held in arrears are required to submit 
the employee’s share of premium payments during their workers compensation leave on the same schedule as 
the payments would otherwise be due for continuation of coverage under COBRA (typically monthly).

You must return the Employee Notice and Consent Regarding Benefits During Leave within 15 days of receipt 
to Worksite Health or Regions Workers Compensation Coordinator directly.  Employees who do not provide 
written consent on the Employee Notice and Consent Regarding Benefits During Leave form will default to the 
method of paying premiums directly to Regions while on workers compensation.  

Retirement Loans

If you have taken a loan from your retirement account you are responsible to contact Principal directly to inform 
them of your leave and to make arrangements for continued repayment of your loan during your leave.  You are 
also responsible to notify Principal of your return to work.  Principal works with employees to review the terms 
of the loan including repayment responsibilities.  



EMPLOYEE NOTICE AND CONSENT 
REGARDING BENEFITS DURING LEAVE

Employees must complete this form, sign and return to Worksite Health within 15 days of receipt.

I have received a copy of the Regions Hospital Leave of Absence (LOA) Employee Guide (the “Guide”).  I understand 
that it is my responsibility to read and become familiar with the contents of the Guide, and I have done so.

I understand that I am responsible for paying my portion of the premiums for my medical, dental and other group 
insurance coverage while on a leave of absence, including during any period of unpaid leave.  I understand that during any 
period of unpaid leave in the first six months, I may choose to have Regions place my share of the premium payments in 
arrears and collect payment from me after my leave ends.  Alternatively, I may pay my share of the premium payments 
during unpaid leave on the same schedule as payments would otherwise be due for continuation of coverage under 
COBRA.  I understand that if my leave (with the exception of Workers’ Compensation) extends beyond six months I will 
be provided with the opportunity to elect COBRA coverage and will be responsible to elect COBRA coverage and to pay 
my share of premiums to Regions COBRA vendor in order to continue coverage. 

 I DO consent to have my premiums held in arrears and deducted from my check when I return to work.

By my signature below, I choose and consent to have Regions place my share of the premiums in arrears while I am on 
unpaid leave.  I understand and agree that I am responsible for repaying the premiums in arrears.  I also understand and 
agree that my regularly scheduled premiums will normally be doubled upon my return to work in order to repay the 
premiums in arrears.  I further understand and agree that if my employment ends for any reason before my share of the 
past due premiums has been collected in full, Regions may deduct amounts owed from my final pay to the full extent 
permitted by law, and I remain obligated to repay any remaining balance to Regions.

Employee Signature:  __________________________________ Date: _____________

Employee Name (Printed): __________________________________________ Phone Number: _____________

 I do NOT consent to have my premiums held in arrears during unpaid leave.

I understand that if I do not consent to have my premiums held in arrears, I am required to submit the employee’s share of 
premium payments during unpaid leave on the same schedule as the payments would otherwise be due for continuation of 
coverage under COBRA.  I understand that if my premium payment is more than 30 days late, my coverage may be 
cancelled on 15 days’ notice.  If Regions pays my share after the payment is missed, Regions may recover the premium 
from me and deduct any amounts owed from my pay to the full extent permitted by law, and I remain obligated to repay 
any remaining balance to Regions.
.  
Employee Signature: ____________________________________ Date: __________

Employee Name (Printed): __________________________________________ Phone Number: _____________

NOTE: Regions may also recover its share of health and dental plan premiums paid on your behalf if you fail to return to 
work after the leave is exhausted or expires, unless the leave was an approved FMLA leave and your failure to return is 
due to the continuation, recurrence, or onset of either the serious health condition of you or your family member or a 
serious injury or illness of a covered service member, which would otherwise entitle you to FMLA, or is due to other 
circumstances beyond your control.  

If you want to discuss other payment arrangements for unpaid leaves, you must contact the Regions Hospital HR Service 
Center at 651-254-4700.


