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Whenever a TRSL-covered employee applies for disability retirement, the 
employer(s) will be responsible for providing information and certifications 
TRSL needs to process the member’s application and, if approved, to 
promptly and accurately compute the applicant’s disability retirement 
benefits. This index has been created to assist employers and provide 
instructions whenever an employee submits an application for TRSL 
disability retirement. 

Disability application process 
All TRSL disability retirement applications must be reviewed and approved 
by the State Medical Disability Board (SMDB). The application process 
requires information from the member, the employer, and the member’s 
physician(s). Approval or denial by the SMDB must occur within 120 days 
of the date of receipt of the disability application. 

Each member who meets minimum eligibility requirements and wishes to 
apply for a disability retirement must apply online through Member Access  
or submit a completed Application for Disability Retirement (Form 12), to 
begin the disability application process.  

Detailed information on disability retirement eligibility, additional member 
forms & documentation requirements for the disability application process, 
and how disability benefits are calculated are discussed in our member 
brochure, Disability Retirement.

If the disabling condition prevents the member from signing documents, 
TRSL will permit the agency head whose authorized signature is on file to 
sign the member’s name on the disability application. For these situations, 
TRSL will also require the signature of the agency head on the application. 

Employer’s role: While it is ultimately the member’s responsibility to 
submit all of the required disability retirement application forms and 
relevant medical documents, there are certain forms and documentation 
that the employer will have to provide. 

Both employers and members can submit requested documentation 
pertaining to the member’s disability application (such as completed 
Worker’s Compensation certification letter and supporting forms/
documents (Form 12A, 12B, 12C and/or medical records) directly to our 
Claims section at claims@trsl.org.

DISCLAIMER: Disability retirement applicants who elect to submit 
sensitive medical records or supporting disability-related forms/
documents by email (or request their employer to do so on their behalf) 
do so of their own accord! The Claims email address is only monitored 
for incoming disability–related forms and documents. Any questions 
should be emailed to web.master@trsl.org or contact TRSL by phone to 
speak to a retirement analyst.  

http://fluxconsole.com/files/item/202/16976/12.pdf
http://fluxconsole.com/files/item/202/20798/disability_WEB.pdf
mailto:claims%40trsl.org?subject=
mailto:web.master%40trsl.org?subject=
https://www.trsl.org/contact_us
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Form 12A

Whenever a TRSL member applies for disability retirement, the member’s 
direct supervisor who monitor’s the applicant’s daily activities must 
complete and sign the Disability Report by Supervisor (Form 12A). 
Information requested on the form should be complete and made to 
the best of the supervisor’s knowledge about the employee’s disabling 
condition and how it affects the applicant’s performance of his/her job 
duties.  

In cases where the employee’s supervisor in unavailable to complete the 
form, the employing agency’s authorized signer may complete the Form 
12A to the best of their ability.  

http://fluxconsole.com/files/item/202/16977/12A.pdf
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Job description

If the disability applicant is not a teacher, TRSL requires a copy of the 
member’s official job description to be included with the member’s 
disability application forms. Members will frequently request a copy of the 
job description from the employer. 

EXAMPLE: Official Job Description for a Non-Teacher Disability Retirement 
Applicant
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Worker’s Compensation certification form

If a disability applicant indicates he has received or is currently receiving 
Worker’s Compensation during his TRSL-covered employment in Section 2 
of the disability application (Form 12), the employer will be sent a Worker’s 
Compensation certification form to complete.  

NOTE: If the applicant is a 2011 or 2015 Retirement Plan member 
(not an Original Plan member), a Worker’s Compensation certification 
form will be required to determine disability eligibility.
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EXAMPLE: Worker’s Comp Certification Letter

The employer must answer all questions on the certification form and 
return the completed form with the employer representative’s signature or 
the Worker’s Compensation representative’s signature to TRSL by fax, mail, 
or email (claims@trsl.org). 

mailto:claims%40trsl.org?subject=
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If the member made contributions to TRSL while on worker’s compensation 
benefits, the employer must ensure the correct type of member 
contributions (sheltered vs. unsheltered) has been reported to 
TRSL during the applicable time period.  Refer to Index 4.0 for complete 
details and instructions regarding contribution reporting during periods of 
workers’ compensation.  

EXAMPLE: Worker’s Comp Certification Letter completed by the employer
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Disability approval process 

TRSL will notify both the member and employer if the SMDB approves the 
member’s disability retirement application.  The member must terminate 
employment immediately unless he is exhausting leave or is on medical 
sabbatical leave.  The member has the option to exhaust sick/annual leave 
(including “extended sick leave”) after approval by the SMDB, but he may 
not be physically working. 

If the member does not terminate TRSL-covered employment and 
continues to actively work after SMDB approval, TRSL will cancel the 
disability application and the member must re-apply. 

Certification of termination date

Upon approval by the SMDB, the employer will initially be notified to 
provide certification of the member’s termination date or (if applicable) the 
date the member will exhaust all leave.  

The termination date (or last day of approved leave) should be updated 
in EMIS by authorized employer personnel with approved access.   See 
the “online terminations” section of Index 4.0 for instructions on how to 
process online terminations. 

PEND DISAB status update (EMIS)

If the member’s disability retirement application has been approved by 
the SMDB and the employer has certified the termination date, the TRSL 
processing analyst will update the member’s status in EMIS to reflect 
“PEND DISAB” to note the member’s pending disability retirement. 
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Acknowledgement letters

Both the employer and the member will receive an acknowledgement letter 
within one week of receipt of a member’s completed Form 12 application.  

For the employer, this acknowledgement letter provides notice to the 
agency of the employee’s desire to retire under disability provisions.  
Employer certifications and member requests for additional information 
needed will be requested via separate request letters. 

EXAMPLE: Acknowledgement Letter

NOTE: Disability applicants who are also eligible for service retirement will 
have an additional statement about service retirement eligibility
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Employer request letters

TRSL will request the employer to certify certain types of information 
whenever a disability application is received.  Upon SMDB approval, TRSL 
will also request additional information to be certified by the employer 
so that the member’s disability retirement benefit can be finalized. These 
information requests are referred to as Employer request letters and will be 
mailed to the employer. 

NOTE: Agency authorized signers may not certify their own records. 

Each letter will identify the member (disability applicant), the date TRSL 
received the member’s disability application, and the information TRSL is 
requesting from the employer.  

The letter will have a stamp in the upper right portion as DISABILITY and 
indicate 1st Request, 2nd Request or Final Request.  

Request letters marked DISABILITY should be given priority since 
disability applicants frequently exhaust all accumulated leave 
(sick/annual) while waiting on a determination by the State 
Medical Disability Board (SMDB) and/or employer certifications.  

Timeline

Employer request letters for any outstanding certifications or employer 
information needed will be sent using the following timeline: 

1. 1st request – sent within one week of receipt of the member’s disability 
application. 
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2. 2nd request – sent approximately 30 days after the 1st request letter if 
outstanding information/certification(s) is still needed.

3. Final request (warning letter) – sent approximately 30 days after 
2nd request letter if TRSL has not received previously requested 
information/certifications.  

NOTE: Once a Final request is sent, the employer will have only 30 days to 
submit the requested certifications. This 30-day deadline will be noted on 
the final request letter.
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Thirty (30) days after the final request (warning letter) is sent, TRSL will 
process the member’s application with the information on file.  If the 
applicant’s disability application is approved by the SMDB and TRSL receives 
additional information (employer certifications) after the member’s  
retirement benefit is finalized that results in an overpayment of benefits 
to the member, TRSL will adjust the member’s benefit and charge the 
employer for the amount of the overpayment, as per LSA R.S. 11:888. 

EXAMPLE: Employer Request Letter for Disability Application

http://www.legis.la.gov/Legis/Law.aspx?d=75936
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EXAMPLE: Employer Request Letter for Disability Retirement Approved by 
the State Medical Disability Board (SMDB):
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Action to be taken

Employers should respond to all request letters by providing the requested 
information in a timely manner. 

1. Certify sick leave days used for the fiscal year(s) requested online 
through EMIS, TRSL’s secure employer database. (See Index 17.0 for 
instructions pertaining to certification of sick leave.)

2. Certify all of the member’s questionable years online through 
EMIS.  (See Index 6.0 for information on certifying questionable years). 

3. Complete the worker’s compensation certification form if 
requested. 

If the member’s disability retirement application is approved by 
the State Medical Disability Board (SMDB):

4. Certify sick leave days used in current fiscal year and sick leave 
days paid at retirement online through EMIS, even if the amount is 
0.  (See Index 17.0 for more details and instructions.)

5. Complete an online Agency Certification (Form 11B) covering 
the current fiscal year. This form is submitted after the member’s 
termination date and after all earnings and contributions have been 
reported to TRSL.  (See Index 11.0 for details and instructions.)  

NOTE: TRSL may request the employer to provide certification of the 
termination date prior to completing the Agency Certification (Form 
11B) in order to expedite the process of disability retirement payroll set-
up for the approved applicant.

6. Certify annual leave balances (if requested) online through EMIS.  
(See Index 17.0 for instructions on how to certify annual leave.)

7. Submit any other information that may be requested on the request 
letter. 
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Other request letters

Employers may receive the following additional request letters if the 
member’s disability application is approved by the SMDB:

• Questionable Years Letter 

• 10% or 15% Cap Letter

• Agency Certification Discrepancy Letter

Employers should refer to Index 11.0 for examples, descriptions, and 
instructions for each of these letter types. 

Employer checklists

DISABILITY - Member submits Form 12 (and all associated forms & 
documents required)

 Certify all of the member's questionable years.

 Certify sick leave days used for all fiscal years of employment.


Complete the worker's compensation request form (if applicable). 
TRSL will send to employer only if needed.

If the member's disability retirement application is approved by the State 
Medical Disability Board (SMDB):


Certify the member's termination date or date all leave (sick/
annual) will be exhausted

 Certify sick leave days paid at retirement, even if the amount is 0.

 Certify annual leave balances (only if applicable).


Complete an Agency Certification after the member's termination 
date and after all earnings and contributions have been reported to 
TRSL.


Complete 10% (or 15%) Cap Exemption letter (if applicable). TRSL 
will send to the employer only if needed.
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Frequently asked questions

1. Can a member remain on sick or annual leave after being 
approved for Disability retirement?

 » Yes, provided the member is exhausting sick or annual leave and is 
not physically working. The member must terminate employment 
immediately after all leave is exhausted. 

2. Who is responsible for completing the Form 12A, Disability 
Report by Supervisor?

 » The form should be completed by the member’s direct supervisor 
or an authorized signer for the employing agency if the direct 
supervisor cannot complete for any reason. 

3. Can a member substitute or tutor for our schools after being 
approved for disability?

 » Some Disability retirees will convert to a normal Service retirement 
at some point. When that happens, only then do they become 
subject to the normal Return to Work laws. Before service retirement 
conversion, disability retirees may not return to work in the field of 
education in any capacity whether public or private.  
 
The easiest way to determine if a retiree can return to work or not is 
to review the membership status on the Member Summary Screen 
in EMIS. If the status is “DISAB RET” the retiree may not return to 
work with a school in any capacity whether public or private without 
having the TRSL benefit cancelled. If the member’s status in EMIS is 
“RETIRED,” then the retiree will be subject to TRSL’s Return to Work 
laws, including any applicable waiting periods. Please refer to Index 
15 for more information on the return-to-work provisions. 

4. Does our agency need to submit an agency certification (Form 
11B) if we terminated the member prior to their Disability 
application submission?

 » Yes, an agency certification (Form 11B) must be submitted if the 
member was employed by your agency in the current fiscal year 
regardless if they were previously terminated or not. 


