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Supervisor Review

Supervisor Approves

1. Supervisor receives notification for Employee EILB application review via email.
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1. Supervisor clicks the long link appropriate for their web browser and OnBase will display the application in your web browser.


1. System displays the application for Supervisor review
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4. Supervisor certifies an acceptable attendance record for the employee by checking the box next to “Employee has an acceptable attendance record”. 
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5. Supervisor recommends employee for EILB membership by selecting the first radio button. 
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6. Supervisor approves application by signing (typing) their name into the Approving Supervisor field. 
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7. Click the Save button at the bottom of the form. 
8. You may now close your web browser window. 
 
Supervisor Denies
1. Follow steps 1 – 3 above
4. Supervisor who denies an employee’s membership application should not check that the employee has an acceptable attendance record.
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5. Supervisor does not recommend employee for EILB membership by selecting the middle radio button. 
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6. Supervisor denies application by signing (typing) their name into the Approving Supervisor field. 
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7. Click the Save button at the bottom of the form. 
9. You may now close your web browser window.
10. The application is electronically sent to the Agency EILB Coordinator for review. 
 
Supervisor Gets Application from AN EMPLOYEE THAT DOES NOT/NO LONGER REPORTS TO THEM
1. Follow steps 1 - 3 above.
4. Supervisor indicates application is not from their employee by selecting the bottom radio button. 
[image: ]
5. Click the Save button at the bottom of the form.
6. You may now close your web browser window. 
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Extended lliness Leave Bank (EILB) Annual Enroliment

Effective Membership Date: January 1st
This section must be completed by all applicants

Select the appropriate box and complete the employee section before submitting:

Appliation Type *
© New Membership. O Donation upon retirement O Donation upon leaving state senvice

Number of hours m scheduied to work each week * 1]
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Applicant must donate at least one sick, vacation, or personal day.
Minimum # of hours | need to donate: 8

Number of hours | wish to donate: *

Vacation Hours|

SickHous [
Personal Hours[g— |

Short-term and long-term disability plans and other sources of compensation will affect a member's eligibility to
‘withdraw time from the EILB. (Please see your EILB Coordinator if you have any questions concerning how such
benefit programs interact with EILB).

I certy that | have checked my available eave balances, | have read and understand the Extended liness Leave Sank
Reguiations, and that, o the best of my knowledge, | am eligibe to enrolln the EILB at tis time. *

EILB Website
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‘This section must be completed by the employee's supervisor no later than July 31, 2015
Defintion of Acceptable Atiendance Record:

‘You are being asked to cery that each applicant for membership has an acceptable atiendance record. This certifation will mean
that you have reviewed the total sik Ieave usage of each applizant, have determined that all absences due to sickness were.
sufficiently documented where appropriate, and that this documentation will be open {0 inspection at HRD's request.

‘Some examples of cases that would require close review are: a high fotal sick leave usage not otherwise protected by the FMLA 2
patter of sbsences before or afer holidays of on Mondays and Fridays, regardiess of whether or not totsl usage is high; o a history
of writen or oral warings for sck leave misuse or abuse.

) Employes has an cceptable attendance record
Ireommend the above employese for EILB membership

O 190 not recommend the above employee for EILS membership.
O This s not my employee
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‘Employee has an acceptable atendance record
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‘recommend the above employee for EILB membership
1do not recommend the above employee for EILB membership
© This i not my employee
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recommend the above employee for EILB membership
o mot recommend the above employee for EILB membership
© This i not my employee
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‘recommend the above employee for EILB membership
o mot recommend the above employee for EILB membership
® This is not my employee
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ACTION REQUIRED: Extended Iiiness Leave Bank Application for your Review

To MMattRenz

You have an Extended lliness Leave Bank (EILB) membership application from a reporting employee that requires your
input. Please click the link below to review the employee’s application and to make a recommendation regarding membership

eligibity.

Internet Explorer 9 and above use this ActiveX Link:
https://massituT1.onbaseonline.com/1500AppNet/docpop/docpop.aspx?clienttype=activex&docid=661

Other Browsers use this link
https://massitUTL onbaseonline.com/1500AppNet/docpop/docpop.aspx?clienttype=htmi&docid=661

PLEASE DO NOT REPLY TO THIS EMAIL. If you have questions regarding the EILB open enrollment process, please contact the
MassHR Employee Service Center at 617-979-8500.

Questions regarding EIL8 withdrawal should be addressed with your Agency EILB Coordinator in your local HR/Benefits office.
Alist of the current Agency EILB Coordinators can be found HERE.

If you would like to know more about the EILB program, or to read Frequently Asked Questions about EILB, please visit the
Human Resources Division’s (HRD) EILB website HERE or go to www.mass.gov/hrd/eilb.





