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All permanent, full-time employees are eligible for Employer-Paid Short-Term 
and Long-Term Disability (STD and LTD) coverage through the Standard 
(excludes Sworn Police and Fire).

Follow the steps below for filing a Disability Claim with The Standard

1. Confirm that you are a permanent full-time employee 
eligible for disability benefits (excluding sworn fire and 
police).

2. Request a disability claim packet from your department's 
Payroll Personnel Assistant or find it in the Life and 
Disability booklet.

3. Complete and sign your part of the claim form beginning 
on the bottom of page 2 titled ‘TO BE COMPLETED BY 
EMPLOYEE’.

4. The Employer Statement is completed by HR Return-to-
Work (RTW) electronically through the Standard’s online 
portal.
⚬ The Standard only accepts the Employer Information 

through the secure online portal. It is not required to 
be completed prior to submitting your claim packet.

5. Ask your physician to complete the Attending Physician's 
Statement. This will determine your disability period. 

6. Sign and date the Authorization, and send it, along with 
the claim forms, to Standard Insurance Company at PO 
Box 2800, Portland, OR 97208 or via Fax at 800-378-6053.
⚬ For medical privacy, do not send the completed claim 

packet to your department or HR.
7. Inform your department Leave Coordinator or 

Administrative Officer you have filed a claim. You will 
receive a Non-Pay Status form and instructions for 
continuing insurance premium payments.

8. While on leave, please keep your department informed of 
any changes to your disability claim. If your disability lasts 
longer than expected or if your expected return-to-work 
date changes, please notify your department.

For further assistance contact HR-RTW at cityoflongbeachhr-rtw@longbeach.gov

9. Your disability benefits usually stop 

when you return to work. Be sure to notify 

the Standard immediately when you plan 

to return, or have returned to work.

10. For questions regarding your claim, 

you can contact the Standard directly at 

800-368-2859.

Q: Do I have to exhaust sick leave accruals to qualify for 
disability benefits?
A: Yes, if eligible, you must only exhaust sick leave accruals.

Q: If approved by the Standard, how do I receive 
payment(s)?
A: The Standard issues live checks directly to your address.

Q: Am I on a protected leave if my claim is approved?
A: Yes, if your claim is approved by the Standard, you are on a 
city-protected leave. You will only be responsible for the 
employee portion of your benefits. You still must complete a 
Non-Pay Status Form and submit it to your department PPA 
for processing.

Q: How does my disability leave affect my CalPERS service 
credit?
A: Any unpaid time is not counted towards CalPERS service 
credit. CalPERS – Leave of Absence webpage provides 
information on how taking a leave of absence impacts 
retirement benefits: 
https://www.calpers.ca.gov/page/life-events/leave-of-absence 

Q: How do I know if I qualify for Buy-Up insurance?
A: You may be eligible for additional disability insurance 
coverage (buy-up) if you fall under the “All Other Members” - 
Class 4. To determine if you qualify, please refer to the 
disability classes listed in the Life and Disability booklet. You 
can sign up for additional disability insurance (buy-up) when 
you first start with the City or during Open Enrollment.

Be aware of payment limitations.

Other benefits received may reduce the amount of Disability 

benefits due. Per the Standard’s policy, the benefits include 

sick leave, Worker’s Compensation, State Disability, Social 

Security, and Retirement.

To avoid possible overpayments, be sure not to utilize City-paid 

accruals while receiving disability benefits through the Standard.



1. Provide the employee with a disability claim packet as soon 
as possible upon notification of their impending disability 
leave and exhaustion of sick leave accruals.
⚬  An employee can start the claim process as early as 4 

weeks before their sick leave runs out.
2. Be prepared to answer any questions the employee has 

about the disability claim process. 
⚬  Refer to the Life and Disability booklet for details on 

employee specific disability class and benefit percentage.
3. Provide the employee with a Non-Pay Status form and 

instructions for continuing insurance premium payments. If 
their disability claim through the Standard is approved, it is 
considered a protected leave, and they will only be 
responsible for employee portion of insurance premiums.

4. The Employer Statement is completed by HR Return-to-Work 
(RTW) electronically through the Standard’s portal.
⚬ Send the information for the Employer Statement to 

cityoflongbeachhr-rtw@longbeach.gov

Department Leave Coordinators and 

Administrative Officers do not have the 

authority to sign STD/LTD claim forms 

on behalf of the City.

5. HR-RTW may contact you for further 

information to assist the disability claims 

examiner with their claim processing. 

Be aware of payment limitations.

Other benefits received may reduce the amount of Disability 

benefits due. Per the Standard’s policy, the benefits include sick 

leave, Worker’s Compensation, State Disability, Social Security, and 

Retirement.

All permanent, full-time employees are eligible for Employer-Paid Short-Term 
and Long-Term Disability (STD and LTD) coverage (excludes Sworn Police and 
Fire) through the Standard. 

Department Steps for Assisting Employees with Disability Claims
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9/2024

For further assistance contact HR-RTW at cityoflongbeachhr-rtw@longbeach.gov

Q: How do I know what disability class an employee falls 
under?
A: Please refer to the disability classes listed in the Life and 
Disability booklet. Employees who are members of the LGA, 
IBEW, IAM, CPA, or AEE MOUs are classified as “All Other 
Members” - Class 4. Only employees in this category are 
eligible for buy-up disability insurance.

Q: When is an employee eligible for disability benefits?
A: Employees are eligible to apply for disability benefits the 
first day of the calendar month following 30 consecutive days 
as a permanent full-time employee.

Q: How do I code an employee on STD/LTD?
A: An approved disability claim through the Standard is a city-
protected leave. Code the employee ‘AL’ if the leave is less 
than 30 days, and ‘LA’ if the leave is more than 30 days. If an 
employee is expected to return after less than 30 days, but 
extends their disability benefits, you must process a time 
correction and code ‘LA’. 

Q: How do employees out on leave pay for insurance 
premiums?
A: While on a protected leave in a non-pay status, employees 
may continue their benefits by self-paying their monthly 
premiums for each plan in which they are enrolled. They are 
responsible only for the employee portion of their individual 
selections to maintain coverage. Employees off work in a 
non-pay status for more than 30 days will be enrolled in a 
direct billing account with the City’s third-party administrator 
Health Equity | WageWorks.

Q: Does an employee with a Worker’s Compensation 
claim qualify for disability benefits?
A: An employee is only eligible for LTD benefits once their 
worker’s compensation claim has ceased payments 
(Temporary Total Disability - TTD).

To avoid possible overpayments, be sure not to utilize City-
paid accruals while receiving disability benefits through the 

Standard.



EMPLOYEE INFORMATION

FIRST AND LAST NAME

DATE OF BIRTH

SEX ASSIGNED AT BIRTH

PREFERRED GENDER

JOB TITLE (ATTACH JOB DESCRIPTION/EFJA)

DATE EMPLOYED

LAST ACTIVE DATE OF WORK

HAS THE EMPLOYEE RETURNED TO WORK?

WORK LOCATION

LOCATION NAME (IF APPLICABLE)

STREET ADDRESS, CITY, STATE, AND ZIP CODE

WORKER'S COMPENSATION

IS THE DISABILITY WORK RELATED?

HAS THE EMPLOYEE FILED A WORKER'S COMPENSATION 

CLAIM?

CLAIM NUMBER

CLAIM EXAMINER PHONE NUMBER

CLAIM EXAMINER FIRST AND LAST NAME

SALARY AT TIME OF DISABILITY

HOURLY RATE

DATE OF LAST INCREASE (ADJUSTED HOURLY)

EARNINGS PRIOR TO INCREASE (ADJUSTED HOURLY)

ACCRUALS/DISABILTIY COVERAGE

LAST DAY SICK LEAVE WAS PAID/PAYABLE

HAS SICK LEAVE EXHAUSTED?

LAST DAY OF COMEPNSATION

DISABILITY COVERAGE EFFECTIVE DATE

INFORMATION FOR THE STANDARD’S EMPLOYER STATMENT

Fill out and submit to cityoflongbeachhr-rtw@longbeach.gov 



RESOURCES FOR FILING AN ONLINE CLAIM

THROUGH THE STANDARD

F

THE STANDARD

DISABILITY CLAIMS

In addition to the City’s Employee Assistance Program (EAP), the Standard 

offers EAP services as well. The program offers up to three counseling 

sessions for each issue that each eligible person wants to address. EAP 

support is immediate, personal, confidential, and available when you need 

it most. Their professionals can help with referrals to support groups, a 

network counselor, community resources or your health plan. 

EMPLOYEE ASSISTANCE PROGRAM

1. GATHER

INFORMATION TO 

FILE YOUR CLAIM

2. GO TO

LOGIN.STANDARD.COM

TO FILE YOUR CLAIM

3. FOLLOW UP AND

TRACK WITH YOUR

CLAIM NUMBER

• Your group Disability 

Insurance policy numbers: 

448651-E (STD)/448651-F 

(LTD)

• First date you were unable

to work

• Medical provider‘s name

and contact information

• Follow the steps to create

an account, set up identity

verification and connect it

to claim filing

• Answer the questions to

complete your Employee

Statement

• After you submit your

claim, you’ll receive a claim

number immediately

• Upload other completed

required forms if you have

them

• Log in anytime to check

your claim status

CONTACT EAP 

24 HOURS A 

DAY, SEVEN 

DAYS A WEEK

888.293.6948

HELPFUL 

LINKS

STD CLAIM PACKET

LTD CLAIM PACKET

POLICY NUMBERS

STD: 448651-E

LTD: 448651-F

CONTACT THE STANDARD

(800) 368-2859

REVIEW DISABILITY BENEFITS ENROLLMENT AT:

STANDARD.BENSELECT.COM

Get text alerts on the status

of your STD or LTD claim. Text the 

Standard at 53284.

https://login.standard.com
https://standard.benselect.com/
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