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Disability 
 



Eligibility 

An Employee is eligible to apply for a disability if he or she: (1) becomes physically or 
mentally incapacitated and unable to perform the duties of his or her assigned position for 
over 60 days and (2) had completed 2 years of service at the time of disability, unless the 
disability is the result of an accident. 
 
Once eligibility has been determined, the employee must request an  Application for 
Disability from the employer. This form should be filled out and submitted immediately, 
unless it is certain that the disability will be less than 60 days. 
 
The benefit cannot begin more than 30 days before the date SURS receives the application, 
unless the Board of Trustees determines there was good cause for missing the filing 
deadline. 
 
The first page of the disability application includes directions for completing the 
application process (Fig.1). 
 

Fig. 1    

 
 
Employer Responsibilities    
 
Forms Required
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1. Application for Disability  (Employer Section; 2 pages) 
2. Employer Summary Request Report  (2 pages) 
 
Application for Disability 

SURS will send each employer/agency a supply of Disability Applications. The disabled 
employee will request this application from his or her employer.   
 
The employer must fill out the Employer Section of the application (Figs. 2 and 3). If it is 
filled out completely and correctly, without any estimated dates, SURS will not require any 
additional documents from the employer in order to process the claim.   
 

Fig. 2 
 

 
 

 
 
 

Fig. 3 
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All required information must be included in the Application for Disability Benefits before 
a disability claim can be finalized. The following section includes directions and examples 
on how to fill out the Application for Disability and Employer Summary Request Form.       
 
 
 
 
 
 
 
 
 
Employers MUST complete the following on the Application for Disability: 
 
Employer Section Part 1.   (Fig. 4)  
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1.     Name of University, College, or Agency. 
 
2.     Full name of the employee applying for disability. 
 
3.     Social Security number of the employee. 
 
4.    The last day the employee physically worked. 
 
5.    The day the employee became disabled. 
 
6.    Last day paid:  Last day paid is the date when all sick leave and vacation (if used)  
         has been paid out.                      
 
7.    The beginning and ending dates for the last pay period for which the employee   
        will receive pay.                    
            
 
8.    Check box that applies (SURS requires that this be answered). 
 
9.    Basic monthly earnings is the rate the employee received on his/her last day              

worked, and includes the effective date for this rate.  Monthly basis is the number of 
months worked in a year.  This includes percent of time and status of employment by 
checking the box which applies.        

 
10.  Check box that applies, and if Yes, explain (Indicate if any part of this is paid for by 

the employer).    
           
11.   Check box that applies, and if Yes, explain (List the accommodations).  
 
12.  Check the box that applies and if Yes, include the date they returned to work. 
  
13.  Check box that applies and if Yes, or disputed, include information requested. 
 
14.  Check the boxes that applies and if Yes, include all the information requested. 
 
15.  To be completed in full by the individual responsible for filling out this application. 
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Employer Section Part 1  
 
 Fig. 4 
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Employers MUST also complete the following: 
 
Employer Section Part 2  (Fig. 5) 
 
This section must be filled out and signed by the claimant’s supervisor. 
1 through 8:  Complete these sections based on the employee’s job description. 
 
      Fig. 5 
 

 
 

 
 
 
 
 
Remember: 
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Read all directions carefully. Do not separate any pages. The application includes three  
sections: Employer, Claimant, and Physician.  
 
When the Employer Section is complete, return the application to the employee. The 
remaining portion of the application will be the employee’s responsibility to complete.   
 
Once the application is completed in full, the employee must mail this application to 
SURS, intact.  If the application is incomplete, SURS will return it to the employee.  
 
Employer’s Summary Request for Disability:  (Fig. 6) 
 
The Employer Summary Request Report is a computer-generated form that SURS will 
send only if more information is needed because it was missing or not completely known 
when the Application for Disability was filled out.  An example would be when the 
employer can only estimate the last date paid on the application.    
 
 
 
Fig. 6        
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Fig7. 
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If you receive this form, make sure all the following information is filled out completely 
and accurately before returning it to SURS (Fig. 8). 
 
 
Part B Employer Information     
  
1) Employment Status:  Indicate academic, staff, or police/firefighter. 
2) Actual Last Day Worked:  The last day the employee physically worked. 
3) Percent of Status on Last Day Worked: Percent of time employee worked prior to 

disability.  This is the percent of time the employee worked in relation to the full time 
standard.    

   Example:  Normally, a Building Services worker position works 40  
                                   hours per week.  A Building Services worker working  28 
                           hours per week would be 70%. 
4) Actual Last Pay Date:  Last day includes all sick leave and vacation paid, if used. 
5) Actual Disability Leave Begin Date:  The day following the last day paid. 
6) Ending Date of the Last Payroll Period:  The final payroll reported to SURS.  The last 

date of the pay period for which the employee will receive pay. 
7) Monthly Rate of Pay on Last Day Worked:  The amount earned each month as of the 

last day worked. 
8) Effective Date of the Monthly Rate of Pay:  The date the monthly rate went into effect. 
9) Number of Months Normally Worked in a Year:  Indicate 12, 9, or other.  (If “other”, 

please explain.) SURS disability benefits will be paid over the same amount of months. 
10) Indicate if employee became disabled while on leave or on vacation. 
11) Is claimant able to perform the duties of his/her position?  Indicate yes or no.  By 

Illinois Statute, SURS is required to obtain the answer. 
 
Part C Other Benefits 
 
If any “other” benefit is relevant, enter the amount of the benefit, mode of payment of the 
benefit, (monthly, annually, etc.)  and the beginning and ending dates of the policy period. 
 
12) Workers Compensation:  Document all information regarding a Worker’s 

Compensation claim, including if it is being disputed. 
13) Employer Paid Insurance Contract:  Any disability insurance that is paid all or in part 

by the employer. 
14) Salary Continuance:  Seldom applicable.  Identifies monies payable to an employee 

other than earnings, sick leave, or vacation payments. 
15) Other:  Any benefits that do not fall into any of the categories previously listed. 
 
Part D Return to Duty 
 
16) Return Date:  First day employee returns to duty. 
17) Percent of Return to Duty:  The percent of time the employee is returning to work in 

relation to the full-time standard (See example in Part B, number 3). 
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isability Leave Event:   (Fig.9) 

ince a disability would represent a change in the employee’s work status, the employer 
ould create and submit a Disability Leave event on the SURS Employer Website (Fig. 9). 
his information will still need to be entered on the Disability Application. 
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Fig. 9 
 

 
 
 
 

1. Verify and update the Member Information screen (Membership, page 6, figure 1). 
2. Select the Type of Leave from the drop down menu. 
3. Status Effective Date is the date that the employee’s disability began. 
4. Last Payroll Period is the last date of the last payroll period in which the employee 

worked. 
5. Estimated Return Date is the date that it is anticipated the employee will return from 

leave. 
6. Percent of Current Status is the employee’s status on the date the leave began. 
7. Percent of Leave is the percent of time the employee will be on leave. 
8.   Benefits Applied for should indicate if the employee has or has not applied for 
      disability benefits with SURS. 
 
If benefits are being applied for, include: 
9.   Last Day Worked is the date the employee last worked. 
10. Last Day Paid includes all sick leave and vacation (if used) paid. 
11. Rate Of Pay On Last Day is the monthly rate of pay earned each month as of the last 
day worked. 
12. Number of months is the number of months the employee is paid over. 
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Return From Disability Leave: 
 
Return From Leave At Part Time 
Employees allowed to return to work part-time will have their disability payment reduced 
by the amount of their earnings in excess of the actual disability benefit they are receiving 
every month from SURS.  (Fig. 10 and 11)  The employer must send a Report of Status or 
Return From Leave Web event to SURS indicating the day the employee has returned to 
work, and at what percent of time.  
 
 Return From Leave At Less Than 100% 
 If an employee is returning from leave at less than 100% time a Report of Status  form  
(Fig. 10) must be completed and submitted to SURS (Note: Reporting an employee 
returning from leave at less than 100% cannot be reported on the SURS Employer 
Website).  
 
Fig. 10  
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The three sections indicated below are the only sections necessary to complete on the 
Report of Status.  Fill in all necessary sections, and mail the report back to SURS. 
 

 
Fig. 11 
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Return From Leave At 100% 
 
A Return From Leave event should be created on the SURS Employer Website when 
returning an employee from a Disability Leave at 100%. (Fig. 12 and 13) 

 
 
 
Fig. 12 
 

 
 
 
 

1) Verify and update the Member Information Screen (Membership, Page 6, Fig. 1). 
2) Status Effective Date is the date that the employee returned from leave. 
3) Monthly Pay Rate is the monthly amount received by the employee upon return 

from leave. 
4) Pay Duration  is the number of months over which the employee is paid. 
5) Percent of Current Status should reflect the actual percent of time worked upon 

returning from leave. 
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Fig. 13 
 

 
 
 

On the Return Information screen, enter the Percent Current Status as the same 
percentage as in step 5 on the previous page.  This identical information is entered 
on two separate screens because it is a two step process to change the member’s 
status to active and to return the member from leave. 
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An Employee Has Recurrance 

    
 
 

If an employee returns to work for less than 30 calendar days and becomes disabled due 
to the same cause, it will be considered a recurrence of the previous disability. In this 
case, the employee will not be required to meet another 60-day waiting period.  
 
 
If the recurrence is less than 5 days, a new Application for Disability will not be 
necessary.  SURS will require a Summary Report or an Employer’s Report of 
Disability  (Fig. 14) 
  
 
If an employee is able to work five or more days, but less than 30, SURS will require 
the completion of a new Application for Disability.   

 
 
 
Fig. 14 
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Employee Responsibilities   

 
Forms Required: 
 
1. Application for Disability  (Claimant and Physician Sections; 5 pages) 
2. Report of Earnings 
3. Recheck Reports 
 
 
1. Application for Disability: 

 
To initiate the disability process, the employee must contact the employer. The process 
does not start at SURS.  SURS will not mail the applications to the disabled employee.   
 
When the Employer section is complete, the employee must complete the Claimant 
Section of the application (Fig. 14). 
 
When the Claimant Section (Fig.15a-b) is complete, the Physician Section (Fig 15c-e) 
must be filled out. It is the employee’s responsibility to bring this section to the 
physician.   
 
If the Physician Section does not include copies of medical reports and 
documentation to substantiate what was reported on the application, a letter is 
sent requesting the information. 
 
Once all three sections of the application are completed, the employee must mail the 
booklet to SURS. SURS will then notify the employee if anything else is needed. 
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Fig. 15a 
 
Claimant Section - Part 1 
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Fig. 15b 

 
Claimant Section - Part 2 
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Fig. 15c 
 
Physician Section  
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Fig. 15d 
 
Physician Section  (cont.) 
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Fig. 15e 
Physician Section (cont.) 
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2.  Report of Earnings 
  
An employee who has been released by the physician may return to work part-time. 
Disability payments will be reduced by the amount of earnings in excess of the amount 
of the disability benefit. If it appears that the earnings will indeed exceed the benefit, 
SURS will send the employee a supply of Verification of Earnings Forms along with a 
letter explaining the procedure they must follow in order to receive the monthly check. 
(Fig. 16)    
 
The disability benefit will be put on hold until the employee sends SURS his/her report 
of earnings. All disability recipients (except those on a monthly hold due to exceeding 
their disability amount) are required to complete the Earnings Card which is sent to 
them every four months. 
 
 
Fig. 16 
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3.  Recheck Report 
 
Employees on disability must periodically submit evidence of their disability. The 
recheck dates vary according to the employee’s disability. SURS will contact each 
employee on issues of rechecks and inform him/her what needs to be done. (Fig. 17) 
 
 
Fig. 17a 
 
Recheck Report  (Page 1) 
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Fig. 17b 
 
Recheck Report  (Page 2) 
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Fig. 17c 
 
Recheck Report   (Page 3) 
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SURS’s Responsibilities 
 
When SURS receives the completed application, the employee’s file will be directed to 
a Disability Process Team Member. If any information is missing or not completed 
correctly, SURS will contact the employee or employer (depending on the type of 
information required).   
 
If member is inelligible (less that two years service credit and not an accident, returned 
to duty before sixty day period expired, or before they are off the payroll) the member 
and employer will be sent a letter. 
 
When all requested information has been received and verified the Disability Process 
Team Member will review the medical documentation and determine, based on this 
information, whether the member is disabled or not. 
 
If the disability is medically approved, the claim will be sent to a Member Service 
Representative to calculate.  The claim can then be processed if all employer 
information has been received (Employer Summary Report, last payroll posted, etc.).  It 
is then forwarded to the Pay Benefits Department for payment. SURS will send the 
employee an Awards Letter outlining the amount of benefit, duration of payment, and 
the date a recheck may be requested.  No action can be taken on a claim as long as 
the employee remains on payroll. 
 
SURS will pay the disability benefit on the last working day of the month and is 
responsible to pay disabled employees accurately and on a timely basis.  
 
If the disability claim is denied, SURS will inform the employee and employer in 
writing and provide instructions as to what steps to take if the employee disagrees with 
the decision.     
 
It is also SURS’s responsibility to monitor and recheck all disability claims on a regular 
basis.  A letter of notification will be sent to the employee when a recheck is being 
requested and the results of the recheck will be sent to the employee and employer.    
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Additional Information 
 
 
1. The disability benefit and application process is the same under the Traditional, 

Portable, and Self-Managed Plans. 
 
2. Employees receiving disability payments will continue to earn service credit. 
 
3. SURS will administer the insurance benefits for employees on disability from a 

State agency only. Disability recipients who have been certified at a 100% 
employment status will be the only ones eligible for insurance benefits through 
SURS.    

 
SURS does not administer the insurance benefits for disability recipients from 
a Community College. 
 
Each school will administer the insurance for its employees on disability for the 
first 6 months. After that, SURS will administer all insurance benefits. All 
employers will be notified as to when the transfer of insurance will occur. 
 
SURS will not take over any insurance files from Central Management Services 
that have discrepancies. Once a discrepant file has been resolved, however, SURS 
will accept the transfer of that file. 
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