-

Short-Term Disability Leave Process >

ConocoPhillips

The Short-Term Disability (STD) process may apply when an employee is unable to work due to a personal, non-occupational illness or injury that results
in an absence of 40 or more consecutive scheduled work hours.

To be eligible for STD income replacement benefits, the initial 40 hours of absence must be recorded as PTO-Sick to satisfy the STD waiting period; and
an Employee Health Report (EHR) completed by the employee’s treating physician must be timely submitted and approved by ConocoPhillips Health
Services (COPHS).

Required Steps

Step 1: Notify Your Supervisor
You must notify your supervisor of your absence as soon as possible, but no later than 24 hours after the first missed workday.

Step 2: Report Your Absence to HR Connections

If you are absent, or anticipate being absent for three (3) or more consecutive workdays, you may report your absence by:
e  Submitting a Workday Help Case, or
e  Contact HR Connections (If calling, a message may be left at 877-812-7547)

Timely reporting helps ensure appropriate coordination of benefits and leave protections, where applicable.

Step 3: Submit Employee Health Report (EHR)

An EHR must be submitted to ConocoPhillips Health Services (COPHS) via:
e Email: healthservices@conocophillips.com, or
e Fax: 918-662-6873

The EHR must be received no later than 40 scheduled work hours after the start of your absence.
e Failure to provide a timely and complete EHR may result in delays or denial of benefit payments.

Step 4: Providing Ongoing Medical Updates
If your absence continues:
e An approved EHR is required every 30 days following the initial certification, unless otherwise specified by COPHS.
e The EHR requirement remains in effect until COPHS determines you are medically clear to return to work without restrictions.

Important Notes and Reminders
e PTO - Sick should be recorded until STD eligibility requirements are met. STD benefits begin only after all provisions of the Plan are satisfied.
e Rotator/42-hour work week schedules follow the same process, with a 42-hour threshold for both the waiting period and EHR submission
requirement.

The short-term disability benefit is provided through the ConocoPhillips Disability Plan, which is a component plan of the ConocoPhillips Employee Welfare Benefit Plan (Plan). This information is intended as a general guide only. Benefits and eligibility for
coverage are determined under the specific provisions of the official Plan documents, which includes the Summary Plan Description. If there is a discrepancy or conflict between this information and the terms of the official Plan documents, the official plan
documents will control. ConocoPhillips reserves the right to amend, change or terminate any of its health and welfare benefit plans, any underlying insurance contracts or any other programs, at any time and without notice, at its sole discretion, according to
the terms of the applicable plans, programs or any underlying insurance contracts.


https://www.myworkday.com/conocophillips/wdhelp/helpcenter/create
https://conocophillips.sharepoint.com/sites/HR-Home/SitePages/HR-Connections.aspx?isSPOFile=1&xsdata=%3D%3D&sdata=VXNtVURwZU1iUTRTNzRpSllwM1pZNEt5NWNhbE5pQWdLaXNqdlZkMi8xRT0%3D&ovuser=b449db5e-a80a-48eb-a4c2-3c88bb78353b%2CStephen.Duncan%40conocophillips.com&TeamsCID=90241465-6a16-42bd-bcad-e772e17c5cbb&OR=Teams-HL&CT=1778792682739&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiI0OS8yNjA0MzAxOTIwNyJ9&linkOpenTime=1778792682746
https://hrcpdocctr.conocophillips.com/Documents/HR-documents/EHR.pdf
mailto:healthservices@conocophillips.com
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