FMLA -  Frequently Asked Questions

Q: 
Do I need to turn in any paperwork for my leave?

A:
Yes, you need to complete a Leave of Absence Form for any time off that is 4 or more days in length.  If the leave is for medical reasons (either for yourself or family member), the treating doctor needs to complete a Physician’s Certification form.  You can download these forms from our website or pick them up at the Human Resources Office.

Q. 
What is the Family Medical Leave Act (FMLA)?

A:
The Family and Medical Leave Act (FMLA) is federal legislation adopted to provide up to 12 weeks of unpaid leave in a rolling 12-month period.  The two significant benefits of this leave are: 1) your job is protected and; 2) medical, dental and vision benefits are continued as before the leave (i.e., without additional cost to you beyond the employee contribution you were already making, and any deductibles, copayments, or the like required under your plan).  Although FMLA is an unpaid leave, employees must first use all their available paid leave during the 12-week period. Please review the entire FMLA policy or contact Human Resources for additional information.

Q: 
What types of leaves are covered under FMLA, and who is eligible?
A:
Leaves are granted for:  (1) birth of a child, care of a newborn, or the placement or anticipated placement of a child with the employee for adoption or foster care; (2) care of a family member with a serious health condition (legal spouse, child under age 18, child over 18 that is incapable of self care because of mental or physical disability, biological parents, but not in-laws); (3) for the employee’s own serious health condition that makes the employee unable to perform the functions of his or her job; (4) care for needs of family member called to active duty; or (5) care for a family member who is injured or ill recovering from an injury or illness suffered while on active duty (legal spouse, son or daughter (can be over age 18).  

The Washington State Family Care Rule also provides protected leave for parent-in-laws and grandparents.

Q:  
May I take intermittent leave?
A:
Yes, leave may be taken on an intermittent (hourly) basis.  You may also qualify for a part-time leave if the documentation supports that you have a serious health condition that prevents you from working full-time.  The Human Resources Office will review certifications to determine if intermittent or part-time leave is qualified under the FMLA.

Q: 
How much maternity leave do I receive?

A:
The amount of maternity leave needed, to cover your disability period, is recommended by your doctor.  The typical disability period is 6 weeks post delivery, or up to 8 weeks for a C-section.  In addition to any disability period recommended by your doctor if you have been employed for one year or more, and work 1,250 hours in a year, you qualify for an additional 12 weeks of leave under the Family Medical Leave Act (FMLA).   However, any FMLA leave that you have used in the past rolling 12-month period will be counted against this time.  How much pay you receive during your leave is based on your paid leave balances (sick leave, personal leave, vacation, or short-term disability for faculty).  

Q: 
How does parental leave work if both parents are employed at GU?

A:
According to FMLA rules, parents’ leave is limited to a combined 12 weeks. Therefore, the 12 weeks could be taken all by one parent or split between the two, but the total is limited to 12 weeks.   The maternity disability leave period does not count toward this limit. 
Q:
What should the first steps be when an employee wants to utilize FMLA?

A:
The Manager should inform the employee to complete the Leave of Absence (LOA) form and contact Human Resources.  Once the Human Resources department is notified, a meeting will be set up between the Manager, employee and Benefits Manager to review the leave process.

Q:
What should the employee or Manager tell the rest of the staff when an employee is out on leave?

A:
Gonzaga respects the privacy of all our employees and so the decision to share information with the staff should be discussed and thought about with the utmost care.  Typically, a Manager can share that an employee is out on a Gonzaga approved leave of absence and we ask you respect the employee’s privacy.  

Q:
What should the Manager do to coordinate work while the employee is on FMLA?

A:
The Manager should look to internal resources to see if there are opportunities for cross training and development of other employees to assist while the employee is on Leave.  If there is an opportunity for a temporary worker to assist while the employee is out on leave the Manager can contact the Employment and Compensation Specialist at ext. 5996.  If the employee is a Faculty Member, the Dean’s office will work with Human Resources to coordinate the temporary hiring process.

Q:
How should the Manager and employee track FMLA absences?

A:
The Manager should utilize the FMLA tracker form to indicate days the employee was out on leave.  Before going out on leave, the employee should complete his/her time card to the best of his/her ability and leave with the Manager.

Q:
What should be done for non-FMLA absences?

A:
For non-FMLA absences, the employee should complete their time card with the appropriate code.

Q:
What happens to my benefits while on FMLA?

A:
Gonzaga will maintain the group medical and dental coverage for an employee on FMLA on the same terms as if the employee continued to work.  If the employee is on a paid status, deductions will be taken from their paycheck.  If the employee is on an unpaid status, the employee will need to make arrangements to make the payments to continue the insurance.  This information is given to the employee with their Rights and Responsibilities Notice. The employee may also be required to make payments to continue their life and long term disability insurance while on an unpaid status. 


If pay adjustments are made while the employee is on leave, the changes will be made while the employee is on a paid status.  If the employee is on an unpaid status, the changes in pay will be made upon the employee’s return to active status. 


Employees are required to use available paid leave such as sick, vacation and personal leave before going on an unpaid status. 
