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Leave & Workers’ Comp Specialist & Leave & Workers’ Comp Asst.

Employee and Retiree Service Center (ERSC)
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Personal Illness
Illness in Immediate Family
Workers’ Compensation
Child Care/Adoption  
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What are the FMLA protections?
 Job security – position held for 12 work weeks (60 duty days)
 Benefit protection – benefit coverage at same cost as active employee for 

12 work weeks (60 duty days)

 Is every employee eligible for FMLA protection?
 To be eligible for FMLA protection, an employee must be employed by 

MCPS for at least one year and have worked 1250 hours in that year.
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Personal Sick Leave 

 430-1A submitted to your supervisor

If the leave is planned, leave forms 
should be submitted at least a week 
prior.  

Example: Scheduled doctors visit or 
Dentist appointment for yourself

Illness in Family

 430-1A submitted to your supervisor

If the leave is planned, leave forms 
should be submitted at least a week 
prior.  

Example: Scheduled doctors visit or 
Dentist appointment for your family 
member. 

* Leave under 5 days does not require a doctors note, unless requested by supervisor
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Sick Leave over 5 days 

 430-1 Leave Request (Requiring 
ERSC Authorization), signed by 
Supervisor

 440-35 Physicians Certification

 440-40S or 440-40M Return to work 
Evaluation
 Will need to be submitted PRIOR to 

returning 
 440-40S –SEIU members
 440-40M – MCEA members

Child Care Leave

( Paid from Available Sick Leave)
 430-1 Leave Request-
 Options: 
 60 Duty Days- only paid for 6-8 weeks 

depending on delivery type/how much 
available leave

 6-8 Weeks (just for recovery period of 
the mother) 

 Just a few weeks/days

 440-35 Physicians Certification-
 Mothers Physician completes the form in 

section 3

By contract all MCPS employees must submit leave forms for absences that are 5 
consecutive duty days or more, except Annual and Personal leave 
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430-1 Requirements: 

• Complete Employee 
Information in Section 
1, including your 
Employee Id#

• Beginning and End 
date of expected leave, 
matching the 
physicians certification

• Type of leave you are 
requesting

• Employee Signature 
and Supervisors 
signature required
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440-35 Requirements: 

• Complete Employee 
Information in Section 1

• Physician completed section 2, 
with beginning and end dates 
and diagnosis 

• If Illness in Family leave is 
requested, family members 
physician will complete 
section 3, with beginning and 
end dates and diagnosis

• Physicians signature is 
required

Dos & Don'ts: 

• Employees 
should not 
complete this 
form

• ERSC cannot 
accept this form 
with any cross-
outs, whiteout or 
alterations
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440-40S Requirements: 

• This form is for SEIU members

• Complete Employee information 
in section 1, including employee 
id number

• Physician completes section 2 
stating if you are cleared full duty, 
with restrictions or not a all

• If being cleared with restrictions, 
activity table in Part 3 must be 
completed by physician.

• Employee should submit to ERSC 
prior to returning to position- if 
possible 3 days prior to return 
date

Dos & Don'ts: 

• Employees 
should not 
complete this 
form

• ERSC cannot 
accept this form 
with any cross-
outs, whiteout or 
alterations
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 440-40M Requirements: 

• This form is for MCEA members

• Complete Employee information in section 1, 
including employee id number

• Physician completes section 2 stating if you are 
cleared full duty, with restrictions or not a all

• If being cleared with restrictions, activity table in 
Part 3 must be completed by physician.

• Employee should submit to ERSC prior to returning 
to position- if possible 3 days prior to return date
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 SEIU  & MCCAP/MBOA members
 Report  CCP (Child Care with pay) for 

the 6-8 weeks recovery period, 6 weeks 
regular delivery; 8 weeks C-section.

 Report CCN (Child Care without pay) 
starting after the 6-8 weeks recovery 
period.  

 Employees cannot be paid more than the 
6-8 weeks recovery period even if they 
have the available leave.  

 12-month employees may use their 
Annual leave after the recovery.

 Child Care leave does not require a 
Return to Work Evaluation form if the 
employee has been out past the 6-8 
weeks recovery period.

 MCEA members

 Report CCP (Child Care with pay) for 6-8 
weeks recovery period, 6 weeks regular 
delivery; 8 weeks C-section.

 MCEA member are allowed to extend their 
paid leave up to 10 weeks if they have the 
available sick leave.

 Report CCN (Child Care without pay) for 
the remaining time of their leave.

 Child Care leave does not require a Return 
to Work Evaluation if the employee has been 
out past the 6-8 weeks recovery period.

 Verify dates on the Leave Request matches 
dates on Long-Term Teacher Substitute 
Assignment form 455-17.
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 An employee comes into the office claiming they are injured.  Get the following 
information from the employee. Call Corvel ASAP.

 Complete name (include middle initial, Jr., Sr., etc.)

 Home address, city, state, zip code, county, and telephone number
 Date of birth and social security number
 Date of hire, job title, full time/part time, wage information
 Union member

 Name and address of supervisor
 Date, time, location, and nature of the injury (be specific)
 Name of medical treatment provider

 Type of safeguards or safety equipment provided.  (Could this injury have been 
prevented)
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 Early reporting allows the claims professional to investigate the incident and make 
a proper compensability decision as soon as possible

 Late reporting creates “red flags” and causes potential issues with timely 
investigation

 Delays in reporting cause delays in medical treatment for the injured employee

 Early reporting allows the claims professional to determine what type of physician 
is most appropriate for the injured employee to receive treatment with (i.e., 
occupational health, orthopedic physician, neurologist, etc)

 The claims professional is able to assist the injured employee in locating a 
physician if the claim is reported early.  The benefits of treating in-network vs. out-
of-network (treating in-network allows salary continuation at 100% and out-of-
network receives 66 2/3) can be thoroughly explained so the employee can make a 
decision who they would like to treat with. (The network status of the physician 
does not impact medical treatment, only indemnity benefits.)
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 Call Corvel to report the injury.  You can report it on the Web site at www.MCSIP.org
(password required) or call 888-606-2562.  

 To obtain a password contact Pearl Monroe at PMonroe@mcinnovations.com

 Please report the claim ASAP (the same day or within 24 hours at the latest).  
Reporting claims late results in delays.

 Give the injured employee the claim number so they can give the claim number to 
the medical provider. 

 If 911 is called contact the Leave Department at 301-517-8100 with the employee’s 
name and details of the injury.
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 Initial medical treatment does not have to be 
approved.  First visit only.

 If the employee needs to see a Specialist they 
can access the list of in-network doctors on: 
http://www.corvel.com/ppo-lookup/
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In- Network

 Physician participates with CorVel’s
network 

 If claim is approved, Employee would 
receive 100% net pay of lost time, up 
to 1 year from date of injury 

 Employees sick leave is NOT used, 
until after 1 year from date of injury*

 Employees benefits would NOT be 
affected

Out-of-Network

 Physician does NOT participate with 
CorVel’s network

 If claim is approved, Employee would be 
reported as sick until all available sick 
leave has been exhausted

 Employee would use all sick leave

 Employees who do not have any available 
sick leave, would be paid directly by 
CorVel at the 66 2/3 % rate. 

 Employees benefits could be affected
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 Report the injured employee as SCK unless you have received an email from ERSC 
instructing you to report WCP.  

 If you do receive an email from ERSC instructing you to report WCP, this means the 
claim has been accepted by Corvel. Submit PACS corrections to the Leave 
Department for past payrolls that were reported as SCK-WCP.

 If you have an employee who is out on Child Care leave, please contact the Leave 
Department to confirm how to report the employee’s leave.  

 If an injured employee or employee out on medical leave is out for 60 duty days or 
longer, ERSC will be placing the employee on long-term leave. The employee  will 
no longer show on your payroll screen. 

 If an employee is out on medical leave you will report them as SCK for the leave of 
absence.  Attach a copy of the Leave Request 430-1 with the timesheet.
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 Links to your union contract for information about your annual, personal, and sick 
leave

 SEIU- Leave at a Glance document and sick leave bank information

 Leave of Absence- academic, bereavement, child care, professional, and workers’ 
compensation.

 Health Plan rates when on unpaid leave

 Information about returning from leave

 Workers’ Compensation Leave Policies and Procedures and link to MCSIP
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