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Filing a Leave Request or  
Short-Term Disability Claim

1. Contact your manager or supervisor to provide details on when and how long you expect to be away from 
work. You must follow your department’s usual call-in rules; simply “calling in sick” does not initiate your 
protected leave, or any claim for short-term disability/wage replacement.

2. Contact Unum toll-free at 877-352-8818. Be prepared to provide Unum with what is outlined on the next 
page. If you are unable to give notice, another adult such as your spouse, parent, adult child or friend may 
notify Unum on your behalf.

3. If you want to save one regularly scheduled work week of PTO while on an approved Short Term 
Disability claim, you should notify Unum during the intake process or at any other time during the 
approved Short Term Disability period.

4. If you want to make any benefit changes while you are on protected leave, go to the MaineHealth
Benefits Portal at mainehealth.bswift.com and click on “Life Events.”

Once your leave or claim has been called in, you can access information, view updates or make changes to 
your open claims by: 

• Visiting Unum.com/claims

• Downloading the Unum app on your smart phone

• Calling 877-352-8818

To open a leave or short-term disability claim call 877-352-8818, Monday–Friday, 8 a.m.–8 p.m. 
Short-term disability policy # 565711

For more information on MaineHealth’s disability plans, go to the MaineHealth Benefits Portal 
at mainehealth.bswift.com.

https://secure.bswift.com/default.aspx?abbrev=mainehealth
https://services.unum.com/_fwLogin/fw_default.aspx?ReturnURL=http://services.unum.com/&
C8RXH
Cross-Out

https://secure.bswift.com/default.aspx?abbrev=mainehealth


INFORMATION NEEDED TO SUBMIT A REQUEST FOR LEAVE OR 
SHORT-TERM DISABILITY CLAIM

Please be prepared to provide the following information when you make your leave request or 
short-term disability claim request. If someone else makes the call on your behalf, the following 
information will need to be provided:

• Your name and social security or employee ID number

• Complete mailing address and phone number

• Date of birth

• Marital status

• Occupation (or job title)

• Manager’s name and phone number

• A brief description of your medical condition including cause of the illness or injury, the date of the

injury or the beginning of the illness

• Your last day worked and your first day absent from work

• The date you expect to return to work (if you know), or the actual date if you have already returned

to work at the time you call

For disability claims you will need to provide the following additional information:

• Physician’s name, address, fax and phone number

• Whether the injury or illness is work-related

• The dates of your first visit, your most recent visit and your next scheduled visit with your physician

• Work restrictions or limitations advised by your physician, if any

FRAUD WARNING

We take fraud very seriously. If you, with intent to defraud or knowing that you are facilitating a fraud 
against Unum or MaineHealth submit an application or file a claim containing a false or deceptive 
statement, Unum and Mainehealth will assert all legal and equitable rights against you and pursue 
all legal and equitable remedies we have against you. 

Unum Group
1 Fountain Square
Chattanooga, TN 37402

Unum is a registered trademark and marketing brand of Unum Group and its insuring subsidiaries. Services provided 
by subsidiaries of Unum Group.
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