NON-FMLA LEAVE OF ABSENCE

Process Flowchan

Has staff member met guidelines for requesting a leave of absence?

(Planned leave must be discussed with supervisor at least 30 days prior to beginning of leave or as soon

as possible if event is unfareseeable.)
upervisar should confirm if
@ Mo leave is appropriate or leave
should be denied.

Yes
h

Has supemisor confirmed that the staff member is not eligible far FMLA leave?

=taff member has notcompleted one year of service andfor has  potwaorked 1,250 hours in the past
twalve months or has exhausted leave under FRLA. 1

N Manager should refer

? ta FMLA flowchart.
Yes
¥

te-threstaffrrrermbrer oo tardirmg
Good Standing: Has not been involved in farmal PIC in the last six months.

1. Personal Available when a staff member gives birth or has a child placed for adoption or foster
care in their home. This leave must be taken within the first year anniversary of child's birth or
placement. A female staff member may be entitled to leave under the Tennessee Maternity Leave

Act
for up to 4 months for pregnancy and child birth. (Before denying leave for PIC, pregnancy or child
birth, consult Employee Relations). Personal leave may also be for educational opportunities, travel,
or care of a family member in situations not covered by the FrLA 2

2. Medlcal Due to serious health condition that renders staff member incapable of performing
functions

of his/her job; hefshe may also be eligible to take medical leave to care for spouse, child, or parent
who has 5 serous medical condition 3

caontinued

!

If & staff member iz not eligible for FMLA leave and has a work-related injury or iliness, they may be eligible far o medical leave
uncer Mon-FRLA leave.

Zuch leave iz &t the dizcretion of management. Perzonal leaves are not granted far engaging in employment outzide of
Yanderhilt or pursing an independent business venture. Leave time under this provision cannot exceed the six manth
miaximum time available under any combination of leave granted in any rolling 12 month period.

Staff member must submit medical cedification in support of the reguest. Time avway from work may not exceed six weeks in
their first 12 months of service at YWanderhitt.
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Does staff member have a medical qualifying event or work related injury?

This certification should include the date of the onset of the medical qualifying event, probable duration
of condition, statement that the staff member is unable to perfarm the function of hisfher job, 4

onsult with Emplayee
Mo Relations prior ta denying a
l[Eave.

Yes

Is staff rmember out on Mon-FRLA [eave?

otaff member must take all accrued time available to himsher prior to taking any portion of the time away

as unpaid leave. 8
Consult with Employes
Ma Relations about
ernployment status.

Yes

Will the staff member's position be held while on Man-FMLA leawe?
(Consult with Employees Relations priar to filling position)

(A1 If 12 weeks of FMLA leawve have been exhausted and if additional leave is granted, “anderbilt will
attermpt to reinstate staff member into an available position, but there is no guarantee. If the staff
member refuses to accept another position which is offered ar refuses to interview for such,
Yanderbilt will consider this a waluntary resignation.

(B) If the staff member did not qualify for FMLA leave, a comparable position will be available when
returning fram the approved six weeks leave. ® In certain situations, a staff member with a disahility
may quality for additional leave consistent with ADA 7 requirements. Supervisar should consult with
Employee Relations and his/her administrator before denying any leave.
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FNOATE: Ahy feave af combination of leaves may hot excesd sl pmohths in apy twelve pmonth period, dhiess otheiwize reqguived
by law. ANl leaves rih cahcirrentiy,

5 Staff an aporoved legue will continie to receive benefit coverage under anderbiit's hegith care pian at the level and Uhder the
conditions that sich coverage would have beah provided i the stalf member had cantinged warking, Staff on pald leave will
have prerniups paid thronah pavroll dednction. Staff on uhpaid leave Will subealt kmonthiy premineg pavisents to cover thely
COBRA preminm amaunt.

8 Plegze vefer to pote 1 of Non-FIMLA.

TADA: The Americans With Disgbilities Act of 1990,



+

Did staff member return from a leave of absence within required time frame?

Staff member iz expected to return by the end of his/her approved leave. A staff member on leave for a
rmedical condition must receive clearance frorm hisfher health care provider prior to returning to work.

The clearance must address when the staff member can retumn to work and perform hisfher regular

duties ar set forth the restrictions that prevent the staff member fram resuming hisfher regular duties. 8 If
the staff member did not return, the supervisor should call to inguire and consult Employee Relations for
advice on how to end the employment relationship.

Yes

/

Staff member returmns to work within the
required time frame:

Staff rmermber may be eligible to
return to the same or comparable
position dependant upon the length
of leave. The supervisor should
consult with Employee Relations
regarding the staff member's return
to employment and whether a
pasition is comparable,

EMD

continued

—

tirme frame:

Mever on FhALA,

the leave period and was not on FMLA leave,
last day of the approved leave.

F LA an-FhilA

leave.

F LA an-FhilA

time, consult Employee Relations.

Staff member failed to return to work within the required

1. If staff member fails to return to work at the end of

employment ceases, as a resignation, effective the

2. If the staff member fails to return to wark at the end
of the leave period and such failure is not due to a
continuing health condition of the staff member or an
eligible family member, the staff member will have to
repay “anderbilt for employer portion of the Health
Coverage premiums paid while the staff member
was on Mon-FMLA leave. Employment ceases as a
resignation effective the last day of the approved

3. If staff member fails to return to work and failure was
due to a continuing health condition, or if the staff
member had been on FMLA leave for a part of that

EMD

2 MOTE: Staff who have medical leave that extends beyond six months may be eligible to apply for long term disakilty  benefits.
Staff member should contact the Benefits Office in Human Resource Services faor more infarmstion.



You may call Employee Relations for information regarding FMLA.



