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Keep your timekeeper informed of your employee’s status and what needs to be input while the employee is on leave. UNUM will notify you of the status of an employee’s leave and the HR Leave Team will inform you of the Short Term Disability (STD) elimination period. 
Managers should key the appropriate leave codes in Kronos. STD and Paid Parental Leave are tracked in Workday. 
Input PTO into Kronos during the STD elimination period or if there is no paid leave approved. The employee has to the choice to use PTO if approved for STD, including during the elimination period before benefits begin. If the employee is out of PTO, you may key the time as unpaid. 

Do not input PTO during periods approved for STD benefits. The leave team inputs supplemental PTO into Workday during the benefit period.

Employees should email leave@virginia.edu to supplement their STD benefits with their own PTO.

If an employee is on FMLA, Medical Leave, or Personal Leave without STD or Parental Leave benefits, per the Leaves of Absence policy, managers should key PTO in addition to the leave code.
The Leave Team inputs STD and Paid Parental Leave status into Workday which drives pay for these periods. You will not see entries in Kronos except for when employees are on Working STD.
Please refer to the Kronos guide or reach out to the Kronos team for technical assistance with the Kronos system. 
If any employee has exceeded their paid time off balance, and they are out on a leave for their own illness or to care for an ill family member, they can apply for PTO Donations. The leave team will notify the employee and manager of next steps.
If your employee has not returned to work after the end of their leave approved by UNUM, they can work with the department for additional time off needs apply for a Personal Leave to be approved by the supervisor. 
Respond to requests from UNUM or HR in a timely manner so that the employee’s leave or benefits are approved or extended. 
Exempt employees’ pay is impacted by their leave status in Workday. If an exempt employee misses a full day of work, PTO or unpaid leave should be entered. If they are working but still on a leave status, please reach out to leave@virginia.edu.
Please refer to the UNUM Manager FAQ for additional information about managing an employee while on leave approved by UNUM. To check the status of your employee’s leave with UNUM, you can email amcclientliaisons@UNUM.com.
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