
Leave of Absence
Reporting Requirements
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Today’s Objectives

• Define Leave of Absence (LOA)

• Understand the LOA Reporting Process

• Understand the Employer’s and Erisa’s Process &

Responsibilities

• How to Accurately Report an LOA to Erisa

• Recognize Your Leave of Absence Resources
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By the end of today’s session, you will be able to:



What is a Leave of Absence?

An approved leave of absence is an employer 
authorization for an employee to be away from 
work for a period of time. LOA may be voluntary, 
mandatory, paid or unpaid. 

Some examples of leave are:
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• Workers Compensation
• Family and Medical

Leave Act (FMLA)
• Disability
• Educational

• Medical Occurrence
• Military
• Personal
• Sabbatical



The Importance of Reporting LOA
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The fine print: NMPSIA Rule 6.50.10.12 NMAC



The Importance of Reporting LOA
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The fine print: NMPSIA LOA Administrative Practice

NMPSIA’s LOA Administrative Practice along with the 
life and disability carrier Group Policy agreement 
allows an employee to remain on active benefits 
enrollment for up to12 months while on an approved 
leave of absence granted by the employer.  



The Importance of Reporting LOA
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Who is impacted when LOA is not reported on 
time?

How does late reporting affect the employee?
• Possible loss of NMPSIA employee benefits
• Responsible for incurred claims costs
• May be denied Long Term Disability (LTD) benefits or have a life

claim denied

How does late reporting affect the employer? 
• Required to pay benefit premiums (no refunds for late reporting)
• May be responsible for the employee’s incurred claims costs
• Incur costs of hiring staff

Both the employee and the employer are 
impacted when LOA is not reported on time.



LOA Reporting Process and Responsibilities
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Employer’s Responsibilities 

 Communicate with your leave resource
 Confirm internal written approval of the leave request
 Follow your employer’s leave policies

Some policy language examples:
• Cancel all benefits
• Continue employee/employer premium

contributions
• Employee pays 100% of premiums for up to 12

months



LOA Reporting Process and Responsibilities
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Employer’s Process 
Step 1: Collect Information

• Start date
• Expected return to work date

• If unsure of the return to work (RTW) date, report the full 12
months leave allowed under NMPSIA’s administrative
practice

• Reason for the leave
• Determine if the leave is due to disability or medical

condition
• Offer any Life or LTD benefits the employee is enrolled in

Step 2: Monitor for any cancelled NMSPIA benefits



LOA Reporting Process and Responsibilities
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Employer’s Process (continued) 
Step 3: Report the LOA to Erisa on or before the 15th day after notification 

that the leave has been approved

Step 4: Monitor LOA status for up to 12 months and notify Erisa of any 
changes while the employee is on leave

Step 5: Process the employee’s return to work 

• Remind the employee to enroll in any cancelled benefits within
31 days from their RTW date

• Start payroll deductions

Step 6: Timely report the RTW date to Erisa 



LOA Reporting Process and Responsibilities
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Example timeline:



LOA Reporting Process and Responsibilities
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Erisa Responsibilities
Document leave of absence request
• Add a leave code in the employee’s electronic enrollment record

• Viewable in the NMPSIA Online Benefits System> Employer Login>
Inquiry employee lookup> Summary

Monitor LOA status for up to 12 months
• Review the monthly LOA report for expected RTW date or end of 12

months on leave



LOA Reporting Process and Responsibilities
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Erisa Responsibilities (continued)
• Update the employee’s electronic enrollment with information and

changes as they are received from the employer

• When RTW date is reported, the leave code is expired

• After the 12 months of leave and continued benefits enrollment, if the
employee has not RTW:

• All NMPSIA benefits enrollment is cancelled

• Send out a Cancellation of Enrollment notice to the employee and
employer

• Offer COBRA for any medical, dental or vision lost



LOA Reporting Process and Responsibilities
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Erisa Responsibilities (continued)
Life and disability product administration for Standard LTD, Specified 
Disease Benefit (SDB), Accelerated Benefit (AB), Life Waiver of Premium 
(LWOP)

• Receive Standard LTD and LWOP decisions
• Check the enrollment system if the employee is on LOA
• If not on LOA or RTW has not been reported, reach out to employer

for information
• When LOA details or RTW is not reported timely

• The employee will be responsible for any LTD benefit
overpayments

• The employee may owe retroactive premiums or lose coverage
that can only be added through the Evidence of Insurability (EOI)
process



LOA Reporting Process and Responsibilities
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How to Report a Leave of Absence to Erisa
Option 1: (Best practice)
Enter the information in the NMPSIA Online Benefits System>
Employer Login>Report LOA tab 

• Enter Social Security Number (SSN)
• Date Leave Started
• Date Expected to Return
• Type of Leave
• When done, click “Submit” button

Review the “How to Report LOA” video at nmpsia.com



LOA Reporting Process and Responsibilities
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How to Report a Leave of Absence to Erisa



LOA Reporting Process and Responsibilities
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How to Report a Leave of Absence to Erisa
Option 2: (Email securely)
From the NMPSIA Online Benefits System>Employer Login create an email to 
your Erisa Benefits Representative  

A. Select the “Feedback” tab and choose “Send New Message”
• Include the employee’s SSN and name, the date the leave started,

the date expected to return to work, and the type of leave
B. Access the employee record through the “Inquiry” tab and choose the

“Send Message” link in the upper right-hand corner
• Include the date the leave started, the date expected to return to

work, and the type of leave



LOA Reporting Process and Responsibilities

17

How to Report a Leave of Absence to Erisa
Option 2.A: 



LOA Reporting Process and Responsibilities
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How to Report a Leave of Absence to Erisa
Option 2.B: 



LOA Reporting Process and Responsibilities
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How to Report a Leave of Absence to Erisa
Option 3: 
Create a secure email to your Erisa Benefits Representative from your 
employer’s email platform

• Include the employee’s SSN and name, date the leave started,
date expected to return to work and type of leave



Recognize Leave of Absence Resources
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Internal Resources

Employer’s leave policies
Designated “leave” specialist or subject matter expert (SME)
Leave approver
• For example: Employer, board or council



Recognize Leave of Absence Resources
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External Resources
Poms & Associates (Poms): (505) 933-6286
• FMLA and policy writing
Cannon Cochran Management Services, Inc. (CCMSI): (505) 837-8730
• Workers Compensation
Erisa Administrative Services, Inc. (Erisa or EASI): (800) 233-3164
• Enrollment, eligibility, premium billing and premium collection processes
• NMPSIA Online Benefits System
• Benefits Representatives
Online based informational resources
• As an example, websites like Fair Labor Standards Act (FLSA), Department of

Labor (DOL), Health and Human Services (HHS)



Recognize Leave of Absence Resources
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NMPSIA Leave of Absence Toolbox

Glossary of Acronyms
Flowchart of Employer Process and Reporting
How to Report LOA Video
Frequently Asked Questions (FAQ)



Recognize Leave of Absence Resources
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NMPSIA Leave of Absence Toolbox
Glossary of Acronyms



Recognize Leave of Absence Resources
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NMPSIA Leave of Absence Toolbox
Flowchart of Employer Process and Reporting



Recognize Leave of Absence Resources
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How to Report LOA Video

https://nmpsia.com/movies/Reporting_LOA_Online.mp4

NMPSIA Leave of Absence Toolbox

https://nmpsia.com/movies/Reporting_LOA_Online.mp4
https://nmpsia.com/movies/Reporting_LOA_Online.mp4


Recognize Leave of Absence Resources
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NMPSIA Leave of Absence Toolbox
Frequently Asked Questions (FAQ)



Erisa Staff Resources
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Kathy Payanes

Account Manager

kpayanes@easitpa.com

Saraphina Scott 
Benefits Representative 
sscott@easitpa.com

Angie Figueroa Perez
Receptionist 
receptionist@easitpa.com

Sarah Malagon 
Benefits Representative

smalagon@easitpa.com

Amy Bonal
Staff Accountant 
abonal@easitpa.com

Chere Garcia

Benefits Representative

cgarcia@easitpa.com

Erisa Administrative Services, Inc.

Santa Fe: (505) 988-4974 | Toll Free: (800) 233-3164, Option 1

Angelina Ortega
Benefits Representative 
aortega@easitpa.com



NMPSIA Staff Resources
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Cyndi Archuleta
Benefits/Wellness Manager 
cyndi.archuleta@psia.nm.gov 
1.800.548.3724, ext. 62940

Kaylei Jones
Benefits/Wellness Coordinator 
kaylei.jones@psia.nm.gov 
1.800.548.3724, ext. 62942

Leslie Martinez
Benefits Analyst

leslie.martinez@psia.nm.gov 
1.800.548.3724, ext. 62941

mailto:Katherine.Chavez@state.nm.us
mailto:Martha.Quintana@state.nm.us
mailto:JonA.Arellano@state.nm.us
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Questions?
Find resources in the 

LOA Toolbox at 
nmpsia.com
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Thank you for your efforts!
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