
 
 

Leave of Absence Step-by-Step Guide  
 

Below is an overview of the steps that occur when a team member initiates a 

leave of absence with The Hartford: 

 

1. Beginning October 3, 2022, New Hanover Regional Medical Center team members 

contact The Hartford directly at 1-800-549-6514 or account.thehartford.com to 

initiate a leave of absence (LOA) request and begin the intake process. If a team 

member is not capable of contacting The Hartford personally due to a medical 

condition, the team member’s leader or a family member can contact The Hartford 

directly on behalf of the team member. 

2. The Hartford sends the team member the Initial LOA packet. 

3. The Hartford processes the request for eligibility and reviews for further 

documentation requirements. If the request is not eligible for LOA, The Hartford will 

send out Americans with Disabilities Act (ADA) medical paperwork to the team 

member to complete. 

4. Once approved, the team member is notified in writing by The Hartford. The Novant 

Health People & Culture leave team and leader are notified via email.   

5. If the team member is approved for intermittent FMLA leave, the leave team will 

send an FMLA Employee/Leader Agreement form to be completed by the leader and 

team member and returned to the leave team.  

6. The leave team sends the determination approval letter and time coding instructions 

to the leader.   

7. The leave team enters the leave status in PeopleSoft (Novant Health) or Infor GHR 

(NHRMC). The team member’s system access will deactivate until they return from 

leave. 

8. While on an unpaid leave, a benefits arrears letter is sent bi-weekly to the team 

member. The team member can pay the arrears during the LOA or a payment plan 

can be set up upon their return to work. 

9. The leave team sends the team member instructions regarding their benefits while 

on a leave. If the team member is transitioning to a non-benefited status, the leave 

team will contact the team member by phone to discuss benefit impacts and 

COBRA. 

10. The leave team sends a re-enrollment package prior to the team member’s return to 

work if on a non-benefited LOA.   

11. To return to work, the team member must contact Employee Occupational Health for 

clearance and notify The Hartford of the return date. 

12. If approved for accommodations, the Leader Acknowledgement must be completed 

by the leader and team member and returned to the leave team.  
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