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1.0 INTRODUCTION




treatment 2 or more times by a health care provider or under the supervision of a health
care provider within 30 days of the start of incapacity; or (ii) treatment by a health care
provider on at least one (1) occasion within 7 days of the start of the incapacity which
results in a regime of continuing treatment under the supervision of a health care
provider;

3. Any period of incapacity due to pregnancy, or for prenatal care;

4. Any period of incapacity due to a chronic serious health condition requiring periodic
visits of at least twice a year for treatment by a health care provider;

5. A period of incapacity which is permanent or long-term due to a condition for which
treatment may not be effective, during which the employee (or family member) must be
under the continuing supervision of, but need not be receiving active treatment by a
health care provider; or

6. Any period of absence to receive multiple treatments by a health care provider or under
the supervision of a health care provider, either for restorative surgery after an accident or
other injury, or for a condition that will likely result in a period of incapacity of more
than 3 consecutive calendar days in the absence of medical intervention or treatment.

4.2 Intermittent and Reduced-Schedule Leave

Intermittent or reduced schedule leave is leave at varying times for the same qualifying
condition. Intermittent leave or reduced schedule leave may be available if the need for leave is
GXH IR DQ HPSOR\HH{V VHULRXV KHDOIK FRQGLILRQ RU DQ HPSOR\HH{V LPPHGLDIH IDPLO\ PHPEHUIV



A member of the Armed Forces (including a member of the National Guard or Reserves) who is
undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is
otherwise on the temporary disability retired list, for a serious injury or illness; or veteran who is
undergoing medical treatment, recuperation, or therapy, for a serious injury or illness and who
was a member of the Armed Forces (including a member of the National Guard or Reserves) at
any time during the period of 5 years preceding the date on which the veteran undergoes that
medical treatment, recuperation, or therapy.

4.4 Serious Injury or IllIness

For a member of the Armed Forces (including a member of the National Guard or Reserves), an
injury or illness that was incurred by the member in the line of duty on active duty in the Armed
JRUFHV RU IIKDW H[LVIHG EHIRUH IIKH EHJILQQLQJ RI WKH PHPEHU{V DFILYH GXIN\ DQG ZDV DJJUDYDIHG E\
service in line of duty on active duty in the Armed Forces) and that may render the member
medically unfit to perform the dulllHv RI \KH PHPEHU{V RIILFH JUDGH UDQN RU UDILQJ RU

For a veteran who was a covered service member of the Armed Forces (including a member of
the National Guard or Reserves), an injury or illness that was incurred by the member in line of
duty on actLYH GXI\ LQ WKH $UPHG )RUFHV RU IKDIl H[LVIHG EHIRUH WKH EHJLQQLQJ RI WKH PHPEHUIV
active duty and was aggravated by service in line of duty on active duty in the Armed Forces)
and that manifested itself before or after the member became a veteran.

4.5 Key Employees

$Q HPSOR\HH ZKR TXDOLILHV DV D 3NH\ HPSOR\HH" PD\ EH GHQLHG UHWIRUDILRQ RI HPSOR\PHQ!l DI{HU
D SHULRG RI )O/$ HDYH LI KROGLQJ WKH HPSOR\HH{V SRVLILRQ ZRX0G FDXVH iKH FRPSDQ\ JULHYRXV
HFRQRP\ LQIXU\ % 3NH\ (PSOR\HH™ LV DQ HPSOR\HH ZKR LV VDiDULed and is among the highest
paid ten percent of the work force within 75 miles of the place where the employee reports to
work. Upon requesting FMLA leave, and employee will be notified by the University of his/her
VIDIXV DV D 3NH\ HPSOR\HH" LI iKHUH LV D possibility that the University may deny reinstatement
after leave.

5.0 POLICY

An employee may be eligible for up to 12 weeks of unpaid leave during a rolling forward 12
month period for the following reasons:

1. The birth of a child and to care for such child within one year of birth or placement
for adoption or foster care of a child and to care for the newly placed child within one
year of placement;

2. To care for an immediate family member (spouse, child under 18 years old or 18 and
over that is incapable of self-care, or parent) with a serious health condition;

3. Because of a serious health condition which renders the employee unable to work; or



4. Because of any qualifying exigency arising out of the fact that a spouse, son (of any
age), daughter (of any age) or parent, defined as a covered military member, is on
active duty (or has been notified of impending call or order to active duty) in the
National Guard or Reserves or is a retired member of the Armed Forces or Reserves
and has been notified of an impending call or order to active duty in support of a
contingency operation.

5. Twenty-six workweeks of leave during a single 12-month period to care for a covered
servicemember with a serious injury or illness if the eligible employee is the service
PHPEHUIV VSRXVH VRQ GDXJKIHU SDUHQW RU QH[W RI NLQ OLOLIDU\ &DUHJLYHU /HDYH

5.1 Eligibility

To be eligible for FMLA Leave under this Policy, an employee must have worked at SLU for at
least 12 months and must have worked at least 1,250 hours during the 12-month period prior to
the commencement date of any leave requested under this Policy. Eligibility will be determined
as of the date the leave commences. Employees who work at a site at which fewer than 50
employees are employed within a 75-mile radius are not eligible for leave under this policy.
When a request for FMLA is made, the University will advise of the emplo\HH{V HILJLELOLI\ DQG
KH HP SOR\HH{V ULJKIIV DQG UHVSRQVLELOLILHV

5.2 Documentation Supporting FMLA Leave:

Your reason for leave must be covered under FMLA and you must provide a completed FMLA
Certification of Health Care Provider Form supporting the need for the leave for your own
serious health condition or the serious health condition of a family member. A request for
reasonable documentation of family relationship verifying the legitimacy of FMLA leave may
also be required. You will have up to 15 days to return a completed Certification form following
receipt of the form from the University. If you fail to provide timely certification after being
required to do so, the University may deny your request for leave under FMLA. If the
Certification Form is incomplete or insufficient, you will be given written notification of the
information needed and will have 7 days after receiving such written notice to provide the
necessary information. If there is reason to doubt the validity of the medical certification, a
second opinion, at the expense of the University, may be required. The opinion of the third
healthcare provider, which the University and you jointly select, will be the final and binding
decision. A request for Active Duty Leave must be supported by the Certification of Qualifying
Exigency for Military Family Leave form as well as appropriate documentation, including the
FRYHUHG PLOLIDUN PHPEHURV DFILYH GXIN\ RUGHW  $ UHTXHVI IRU OLOLIDUN &DUHJLYHU ZHDYH PXVIl EH
supported by the Certification for Serious Injury or Iliness of Covered Service member or
Veteran form as well as any necessary supporting documentation.

5.3 Recertification
In the following circumstances, the University may, in its sole discretion, require recertification

of the qualifying reason for FMLA: 1) where the employee needs more leave than the original
FHUILILFDWLRQ UXVILILHG ~ ZKHUH FLUFXPVIDQFHV DQG IDFIV FDVI GRXEN RQ IKH HP SOR\HH{V QHHG IRU



FMLA,; or 3) when the need for FMLA extends beyond 6 calendar months. In these situations,
the employee will have 15 days in which to provide a completed Recertification form.

5.4 Military Family L eave

5.4.1. Qualifying Exigency Leave: $ 3TXDILINLQJ H[LIHQF\" UHIHUHQFHG DERYH XQGHU 3Active
Duty Leave” UHIHUW IR WKH IRWRZLQJ circumstances:

1.

2.

Short-notice deployment: to address issues arising when the notification of a call or order
to active duty is 7 days or less:

Military events and related activities: to attend official military events or family
assistance programs or briefings;

Childcare and school activities: for qualifying childcare and school related reasons for a
child, legal ward or stepchild or a covered military member;

&RYHUHG PLOLYDUN PHPEHUTV SDUHQW &DUH RI WKH FRYHUHG PLOLIDUN PHPEHUTV SDUHQW LI iKH
parent is incapable of self-care;

Financial and legal arrangements: to make or update financial or legal affairs to address
the absence of a covered military member:

Counseling: to attend counseling provided by someone other than a health care provider
for oneself, for the covered military member, or child, legal ward, or stepchild of the
covered military member;

Rest and recuperation: to spend up to 15 calendar days for each period in which a covered
military member is on short-term rest leave during a period of deployment
Post-deployment activities: to attend official ceremonies or programs sponsored by the
PLOLWDUN IRUXS IR~ GD\V DIWHU D FRYHUHG PLOLYDUN PHPEHU{V DFILYH GXIN\ WHUPLQDWHV RU IR
address issues arising from the death of a covered military member while on active duty.

5.4.2. Military Caregiver Leave: An employee also may be eligible for Military Caregiver
Leave to care for a spouse, son (of any age), daughter (of any age), parent or next of kin who is:
1) a current member of the armed forces, including the National Guard or Reserves, and who is
undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is
otherwise on the temporary disability retired list, for a serious injury or illness, which is incurred
in the line of duty (or for a pre-existing injury or illness which is aggravated in the line of duty)
and that renders the service member medically unfit to perform the duties of his or her office,






Employees requesting intermittent or reduced leave should consult with their supervisor to
schedule medical care at a time that does not unduly disrupt the operations of the department.
The employee must follow the call-in procedure when using intermittent leave and must report
that they are taking certified FMLA leave when calling in to their supervisor and FMLASource.
Employees will be required to provide certification and periodic recertification supporting the
need for FMLA leave.



6.2 Employer Responsibilities

When an employee requests leave, the University, through its vendor partner FMLASource, will
inform the employee whether he or she is eligible for FMLA. If the employee is eligible for
FMLA leave, the employee will be given a written notice that includes details on any additional
information he or she will be required to provide. If the employee is not eligible under the
FMLA, the University, through its vendor partner, FMLASource, will provide the employee with
a written notice indicating the reason for ineligibility.

If leave will be designated as FMLA-protected, the University (through its vendor partner) will
inform the employee in writing and provide information on the amount of leave that will be
FRXQWHG DJIDLQW IKH HPSOR\HHV - or 26-week entitlement.

Certain states require employers to provide greater or different job-protected leave than that
provided under the federal FMLA law and to family members of persons in the military. When
applicable, the University complies with all such state and military family leave laws. When
leave provided under one of these laws is covered by the federal FMLA, it also shall count
IRZDUG IIKH HP SOR\HH{V IHGHUD0 ) O /'$ HQILIGHPHQI DQG DV )O/$ /HDYH XQGHU WKLV 3ROLF\  7KHVH
family and military family leave laws vary by state, and the employee should contact their
Supervisor if the employee has questions about them.

7.0 PROCEDURES

7.1 Request for Leave

All leave requests should be submitted to lIKH 8QLYHUWLINTV YHQGRU SDUIQHU ) O/ $6RXUFH
www.fmlasource.com or call 877.GO2.FMLA (462.3652). When submitting a request for
leave, the employee must provide sufficient information to determine if the leave might qualify
as FMLA leave, and also provide information on the anticipated date when the leave would start
as well as the duration of the leave.

If the leave is foreseeable (e.g., birth or placement, planned medical care, etc.), the employee
must provide Saint Louis University with at least 30-days advance notice of the need for leave.
If the circumstances prevent the employee from providing the 30- days advance notice, then the
employee should provide as much notice as possible (ordinarily the same or next business day).
In the case of active duty leave an employee is not required to provide more than 30 days
advance notice. If an employee fails to give the required notice for foreseeable leave with no
reasonable excuse, the employeefV (HDYH PD\ EH GHID\HG until the employee provides adequate
notice of need for the leave. Employees should make every reasonable effort to schedule
medical treatments so as not to disrupt the ongoing operations of the department.

7.2 Pay, Benefits, and Protections
Employees must concurrently exhaust any workers{ compensation benefits, accrued sick time,

accrued vacation time, or banked holiday time, or any other form of applicable paid leave for
FMLA leave. All substituted paid leave that is being concurrently exhausted will be counted


http://www.fmlasource.com/




condition, the emp

10


http://www.slu.edu/x40826.xml
http://www.slu.edu/x40874.xml
http://www.slu.edu/x40854.xml
http://www.slu.edu/x40853.xml

