How To Report
A Short Term Disability Claim

Under The University of Scranton’s
Group Disability Plan for Staff & Faculty

Its easy!...

Just call CIGNA's toll-free nusnber to speak with one of our knowledgeable
Customer Intake Representatives who will walk you through the process.
We will take all the information over the phone. Just diak:

1-800-36-CIGNA or 1-800-362-4462

Or, if you prefer, you can access the on-line claim form through CIGNA's.
wehsite, The direct tink is https//dmswebintake group.cigna.com

- of you can reach the form through www.CIGNA.com. To submit a
disabiity clairn, go to the bottom right comer of the Popular Links
menu and click on “Subrmit 4 Disability Claim "

‘When Do I Report a Ciaim?

& (all the CIGNA hotline listed above or log onto CIGNA.com as soon
as you know you will be cut of work becansse of an iliness or njury
for more than 3 days in a row. Please contact us no later than your
3rd day out of work. so work can begin on your claim.

4 Remember even though you contact CIGNA, you rmust stilt cail your
supervisor on or before your first day out of work to report how long

you expect 1o be absent.

¢ Of course, always seek appropriate medical attention immediately.
Your health and safety always come first.

What Information Will CIGNA Need?

You showld he prepared to provide information on the following:

#  Your name, address, phone nurnber, birth date, Social Security
nunber, and e-mail address; if applicable.

& The reason you are filing this claim — iflness or injury.

& A description of your illness, symptoms, and/or diagnosis, including
the date the sympioms first appeared, and whether or not you had
this illness or symptoms before. We will also need to know if you
have filed, or have plans to file, a worker's compensation claim.

%  Information regarding any visits you have made to a doctor,
hospital or clinic for this claim. We will need, among other things,
the narmes, addresses, zip codes, phone and fax rumbers, along
with information about your healthcare provider.

¢ Employment inforrration, including iterns such as your date hired,
job title and job description, and information on benefits you are
receiving from Social Security, Unemployment, State Disability, etc.

{Once you have provided all required information, you will receive an

acknowledgment package by mail. This package will contain important

information and forms related to your claim.

What Happens Next?

4 After you report your claim to s, you will need to complete a
Disclosure Autharization Form. You will receive this form in the
ail from CIGNA. This form gives your Doctor permission to
release your medical information to us.

¥  ACIGNA Case Manager may contact you to answer your questions
and discuss the claim process, or to obtain any additional
information that is required. This person will be responsible for
managing your claim and will be your main contact for any
questions you may have.

@ The CIGHA Case Manager will contact The University of Scranton
for a description of your job requirements and will also contact
your doctor for medical reports. This information will help us
determine how long you may be out of work and the benefits you
may be ehgible to receive.

What Happens If My Claim
Is Approved?

@ fyour claim is approved, you will receive an approval letter that
shows the date you are expected to return to work and provides a
telephone nuraber to call if you have questions about your
Coverage,

#  CIGNA will coordinate payment of your benefits with The University
as soon as possible.

4 CIGNA will aiso tell The University of your claim approval and
your anticipated retur-to-work date.

¥< Chip bere and carry with you for easy reference.

How To Report A Disability Claim
@ Seek appropriate medical attention immediately.

& Advise your manager as soon as possible,
preferably on or before your first absence.

&  (all the CIGNA hotline below, as soon as possible.

— or —
Access our website at:
bitps//dmswebiniake.group.cigna.com
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What If My Claim Is Denied?

¢ Ifyour claim is denied, you will receive a letter providing specific
reasons for the denial and an explanation of how {0 appeal the
denial. Upon receipt of the lester, you should contact your
supervisar to schedule your return to work.

@ CIGNA will notify The University that your claim has been denied.
Therefore, even if you plan to appeal the decision, you should
contact The University. ’

What Can I Expect While

I'm Out On Disability?

Our goal is to help you get well and return to work as quickly and as
safely as possible. During your disability, CIGNA will call you
periodically to distuss your progress and may work with you, your
physician and The University to explore transitional work arrangernents
that could help speed your return. This could inclide job modifications
or work schedule changes. The University may also contact you
‘regularly to check on your progress and to offer support.

9 Clip bere and carry with you for easy reference.

Please provide the following information when calfing to file 1

a disability claim:

@ Your name, address, phone number, birth date, date of hire, Social
Security Number and employer’s narne, address and phone mumber

4 The date and cause of your disability, as well as your anticipated refurs:-
to-work date. If your disability is due to pregnancy, provide the actual o
expected date of delivery. -

@ The narne, address and phone number of each doctor you are seeing or
have seen for the disability causing your illness or injury.

This program is underwritten and/or administered by Life

What If 1 Can't Return To Work
When My Disability Benefits End?

¢ Call your CIGNA Case Manager to discuss the situation. Your Case
Manager will help you better understand your options.

@ Also, call your supervisor to keep them informed of your progress at
all times.

What Should I Do When
I'm Ready To Return To Work?

When you are ready 1o refurn o work, call your supervisor to fet them
know the date you will be retuming. Also, please call your CIGNA Cese
Manager to let him or her know when you expect to be back at work.

Have A Question About Your Claim?

Call 1-800-36-CIGNA(24462). This number is operational hetween 7:00
am. and 7:00 p.m. Central Time. If you call qutside this time frame,
please feave a voicemail message and a representative will respond the
niext husiness day.

|Short-Term Disability coverage is provided by The Uni-
versity of Scranton, with Life Insurance Company of
\North America providing certain Administrative Services.

Long-Term Disability Insurance products and
services are provided by the CIGNA underwriting
subsidiary(ies) shown, and not by CIGNA
Corporation itself. “CIGNA" is used to refer to these
subsidiaries and is a registered service mark.
Long-Term Disability Coverage is underwritten by:
Life Insurance Company of North America

1601 Chestnut Street

Philadelphia, PA 19192
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