FMLA LEAVE OF ABSENCE

Process Flowchart

(Pleaze refer to the complete FMLA policy for more specific information)

Does the absence gualify far a Leave of Absence of five days ar more (medical, personal, or
administrative 1) and is not considered vacation? If the staff member does not notify the supervsor, it is
the responsibility of the supervisor to determine whether the absence constitutes FMLA qualification.
The supervisor should give notification within 2 days 2, to the staff member. See FMLA form attached.
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Does the staff member qualify far FMLA leave?
Staft member has completed one year of service and has worked 1 250 hours in the
past twelve months at “Wanderbilt prior to start of leave.
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Staft member, who meetis) FMLA requirement(s), has requested or made reason known for leave. Only
in lirnited cases can the weeks of leave be taken on an intermittent or reduced schedule. (Flease
consult with Employee Relations for determination) All usage will be counted toward the 12-week
maximurm.  Staff member must discuss leave with superdisaor at least 30 days prior to beginning of leave
or as soon as practical®. An FMLA time utilization form must be submitted monthly for approval by the
manager and forwarded to HRRER for processing. The time utilization form is available on the HR web
page: Staff handbook/F LA,
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1 s cministrative Leave iz = general leave status, which may be paid or unpaid. Reasons for administrative leave include:
possible exposure to a cortagious disease, work area closed, jury duty, internal review or investigation, or investigation of an
external event such as a criminal arrest.

2If zupervizor becomes aware after staff member iz out on leave or has returned from leave, the supervizor has two days from
the date that they became aware to notify staff member that the time aweay from work will count tovrds the 12 weeks maximum

3 Any leave or combination of leaves, may not exceed six months inany twelve month period, unless atherwise required
by lawe . Al leaves run concurrently . & staff member who has a spouse that alzo works at Vanderbilt will be allowwed to take or
& combined total of 12 weeks of leave under the FMLA in any rolling twelve month period, athough In certain instances more
leave may be available. Please consult with Employes Relations regarding these situations.
Qualifying absences of less than five days will alzo be courted as FMLA leave time as appropriate, athough no farmal
leave of absence need be requested.
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Does staff member have FMLA leave time available?

fanager should call Human Resources Records Management for FRLA leave
availability.

Refer ta Man-FMLA
process flow. Refer to
Mote 3.
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s FMLA leave appropriate?

a. for own serious health condition, or

b. for care for staff member's spouse, parent, ar child with a serious health
condition, or

c. the birth, adoption, or foster care placement of a child # {leave must be completed by the first year
anniversary of the child's birth or placement.)

Has medical certification been provided? [(Employee has 15 days to provide)

This should include date the serious health condition began, probable duration of condition, statement
that staff member is unable to perform the functions of hisfher job. If leave is reqguired in the care of
spouse, child, ar parent, has statement been provided by the family member's physician that the staff
member is required to care for the family member with an estimate of the tirme that hefshe is needed to
take care of the family member. The form for medical cerdification is available on the HR web page: Staff
Handbook/FWLA. (This farm should also be used for cerification of family member's illness) % Far
fuestions about recertification, call Employee Relations.
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Supervisor has sent written notification to staff member prior to beginning of FRLA leave, within two
days following leave start date, following supervisar becoming aware of leave qualifying event ar as soan
as possible. Supervisor's notification should indicate start date for leave and approximate end date.
The 12 rmmoanth rolling calendar is measured backward from the date the staff member uses FRLA [eave.
The form for notification is available on the HR web page: Staff Handbook/FRALA. If wou learn of the
event after the employee is on a leave or when the employee returns, please consult Employee
Relations.

I
continued

4 Pregnancy and childkirth are alzo covered under the Tennes%e Maternity Leave Act. State law allowes hith
mother up to four months off for pregnancy and childkbirth after certain conditions are met, inclusive of FMLA. Consult
Employees Relations to make a determination.
5 wWihen medical ceHification is required, the medical certification form is prepared by the staff members physician, it must be
submitted to the Occupational Health Department for a medical determination. If a medical gqualifying event is determined, a
note will be forwwarded by Occupational Health to the manager authorizing the medical leave application. At no time should
medical certification be retained in the department file. If the staff member does not provide medical cedification within 15
days, consult with Employee Relations for appropriste action.
Staff on approved FhLA leave will continue to receive benefit coverage under Yanderhilt's health care plan at the
level and under the conditions that such coverage would have been provided if the staff member had continued
wearking. Staff on paid leave will have premiums paid through payroll deduction. Staff on unpaid leave will submit
monthly premium payments to cover their portion of the premium in the same amount a3 if the staff member was working.
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Is staff member required to use paid time off for FMLA if staff member is out on FRLA leave?

Usage of paid time off: (a) for own or family member's serious health condition muost first use, in order,
all accrued sick time, haliday, personal days, and vacation time befare going on unpaid status; (b) for
birth or adaoption, ar foster placement of a well child, must use all accrued holiday and vacation time
before going on unpaid status (may not use sick time for care of & well child) . In each instance a PAF
must be submitted if employes is going into an unpaid status. © NOTE: If receiving workers'
compensation benefits for an injury or occupational disease, may supplement those benefits with
accrued sick, holiday, and vacation time to maintain full salary.
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WYill the staff member's position be held while they are on FMLA leave?

Same or comparable position, must be held far a maximum of 12 weeks while on approved FMLA leave.
Supervisor should consult with Ermployee Relations for comparable position determination.

Mo Consult with Employes Relations.
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How long does staff member have before hefshe returns from a leave of absence?

Staft member is expected to return by the end of hisfher approved leave. A staff member on leave for a
medical condition must obtain medical clearance from hisfher health care provider prior to returning to
wark, The clearance must address when staff member can return to woark and perform hisfher regular

duties or set farth the restrictions that prevent the staff member fram resuming his/her regular duties. ®
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T Al accruals will cease in the pay period subsequent to employes going into an unpaid status and will restart the pay period when the
staff member returns.

2 Consult Employvee Relations and the Opportunity Development Center prior to making a determination on whether an emploves can
return ta work weith restrictions. Vanderhilt adheres to the Americans With Dizabilties Act of 19390,
MOTE: Exempt staff time away from work for FMLA izsues will be tracked against FMLA leave.
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otaff member, with approval of his/
her superisor, may apply for a
personal leave, in writing, or a
medical leave of absence for up to
six months (inclusive of FMLA).
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otaff member has applied far and
been appraved far additional leave
for up to six months inclusive of the
FMLA. At the end of the maximum
leave period available (six months),
the staff member must return to
work 10

¥

If additional leave was granted, and
if the staff member is ready to
return to employment, Yanderhilt
will attermpt to reinstate the staff
member in an available position for
which hefshe may be gualified. M
However, there is no guarantee of
employment.
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Staff member does not meet the
eligibility requirements for a
personal ar medical leave for up to
six manths (inclusive of FMLA).
Staff member has been on formal
PIC within last six months and/or
medical cerification was not
available.
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=taff member must return to
wark at end of original leave
period or hefshe will be considered to
have waluntarily resigned from
“anderbilt.

0 Statf who have a medical leave that miay extend beyond six months are eligible to apply for long-term dizabilty benefits.

Staff should cortact the Benefits Office in Human Resource Services for more information.

" The Americans VWith Disabilties Act must be considered when reinstating a staff member to a position when the staff
metnber returnz to work with some type of restriction. Conzultation with Employves Relationz and the ODC iz required

inthese situstions.
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Wwas a position held during staff member's leawve?
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Staff mermber is reinstated. Position not held.

Frocess ends. Complete PAF
to return staff rember to active
status.
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Wy'as staff member offered another position
consistent with staff member qualifications?
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Staff mermber is reinstated.
Frocess ends. Complete PAF to
return staff mermber to active
status.

1z Supervizors should consult with Employes Relations prior to termination.
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Staff member refused ta
accept an comparable
position ar refused to be
interviewved for a
comparable position. This
action is considered by
“anderbilt as a voluntary
resignation. The effective
date of the resignation is
the last day of the
approved leave. 12
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If the staff member fails to
return to “anderbilt within
the approved leave period,
the staff member may be
required to repay
“anderbilt for the Health
Coverage premiums paid
while the staff member was
on the FRLY leave.
Please consult with
Benefits Office for
determination.




You may call Employee Relations for information regarding FMLA at 322-
7259



