
Need to File a Short Term Disability/
Paid Family Leave or FMLA Claim?

See page 2 for more details on what to expect during the approval process.

AUTHORIZING THE RELEASE OF YOUR MEDICAL INFORMATION 

The release of medical information to Matrix is critical for the 
evaluation of your request for Medical or Family Care Leave. 
To facilitate this release, Matrix will provide you with a “Medical 
Authorization” form within 24 hours after you report your claim. 

u ���Matrix will contact your provider directly within 24 hours to 
obtain medical certification. 

u ��Your provider may also ask you to sign their specific 
authorization form as well. If they do, please sign it. This 
release authorization will expedite the processing and 
payment of your claim (if applicable). 

u ��If proper written medical documentation is not received 
from your provider within 15 days of your request for 
leave, your leave may not be approved. Detailed medical 
information is required. 

u ���It is important that you follow up with your provider  
and Matrix to make sure your healthcare provider has  
sent the proper disability documentation to Matrix  
within the deadline. 

u ���It’s also helpful that you ask your provider to be as specific 
as possible when certifying the number of hours per month 
that you will have to miss work. 

INFORMATION YOU’LL NEED TO REPORT A LEAVE OF ABSENCE

Depending on the type of leave, you will be asked to provide 



WHAT TO EXPECT NEXT

Benefit 
eligibility is 
confirmed.

Within five business days, you will be notified, in writing, confirming you are or are not eligible for the 
requested leave of absence benefits (based on hours, service and disability enrollment, if applicable). 

Medical 
information,  
if applicable,  
is obtained.

If you filed a disability claim, your physician (or that of your immediate family member for Family Care leave) 
will be contacted to discuss your (or your family member’s) medical information, treatment plan, prognosis, 
and functional abilities. Your Matrix Integrated Claims Examiner may also contact you to discuss the following:

u The information you initially reported.

u �Your medical condition, including the impact it has on your ability to do your job and your treatment 
plan.

u The evaluation procedures under this program.

How often your Matrix Integrated Claims Examiner contacts you will depend on your individual 
circumstances and the expected duration of your absence from work. Periodically, your provider will be 
contacted to discuss your current medical condition. Additional medical information may be needed in order 
to continue benefits under the disability programs.

Initial decision  
is made.

Once all the pertinent information has been obtained, Matrix will make an initial determination regarding 
your leave of absence request.

u �For STD/PFL and LTD claims, a decision will be made upon receipt of the information and will be based 
on the Plan definition of disability.

u �For Medical and Family Care claims, a decision will be made within three business days of receipt of all 
the information and will be based on the objective medical information provided by the physician.

Additionally, the decision may be based on other factors such as:

u Activities you can and cannot perform.

u The circumstances of your condition, treatment plan, and prognosis.

u The requirements of your job and your ability to perform the job. 

Important 
notes about 
STD/PFL  
benefits

STD/PFL benefits are payable when you are unable to perform the essential elements of your job on a 
full-time basis (as determined by Matrix) due to an illness, injury or pregnancy. In addition, you must be 
receiving appropriate care and treatment from a qualified healthcare provider on a continuing basis. If your 
STD/PFL claim is approved, benefit payments will be issued by Matrix Absence Management. 

HOW TO REPORT INTERMITTENT ABSENCES

If your leave is intermittent, you will need to report your missed time to Matrix. To submit your intermittent time for an approved/
open intermittent leave, you can use any one of the four easy reporting options listed below.

Online 

Go to  
www.matrixabsence.com 
to create an eServices 
account and then submit 
your intermittent time.

By Phone 

Call (877) 202-0055 to 
access Matrix’s Interactive 
Voice Response system. 

Using an iPhone App

Go to  
www.matrixabsence.com 
to create an eServices 
account. Then, search 
for “eServices” in iTunes 
or the app store on your 
iPhone to download the 
free app. The first time 
it launches, you will be 
asked to log in.

Using an Android App

Go to  
www.matrixabsence.com 
to create an eServices 
account. Then, search  
for “Matrix eServices 
Mobile” in the Android 
“play store” or Google play 
site from your Android 
phone to download the 
free app. The first time it 
launches, you will be asked 
to log in.




