
Sick Leave Certification Process
Employee is NOT minimum retirement age (MRA)

Does employee 
have 20+ years?No Yes

Is employee a 
public official? Yes Does employee 

have insurance? Yes

No No

No Term due to 
disability? Yes Submit sick leave 

certification

1. Issue
Continuation -
Conversion
Notice (ET-2311)
Submit sick leave
certification

No
Does employee 
have insurance? Yes No

Does employee 
have insurance? Yes

No action needed 
from employer, but 
employee loses sick 

leave

1. Issue
Continuation -
Conversion
Notice (ET-2311)

2. Sick leave is lost
unless employee
returns to state
service within
reinstatement
period

Is employee 
eligible for special 

enrollment?

1. Issue
Continuation -
Conversion
Notice (ET-2311)

2. Submit sick leave
certification

No

Submit sick leave 
certification
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Sick Leave Certification Process
Employee is minimum retirement age (MRA)

Does employee 
have insurance?No Yes

No
Is employee eligible 

for special 
enrollment?

Yes

Request  Group Health 
Insurance Application/ 
Change Form (ET-2301) 
from employee if they 

would like to enroll

Does employee 
have 20+ years of 

service?
Yes

No action required from 
employer, but employee 

loses sick leave

No 1. Term contract due to
retirement

2. Submit sick leave
certification

3. Issue Continuation -
Conversion Notice
(ET-2311)

Note: employee does not 
need immediate annuity

No Term due to 
disability? Yes

1. Term contract due to
retirement

2. Submit sick leave
certification

1. Issue Continuation -
Conversion Notice
(ET-2311)

2. Submit sick leave
certification

June 16, 2022

https://etf.wi.gov/resource/group-health-insurance-applicationchange-form
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