PSU Leave of Absence Cheat Sheet

Role of HRASCALS/Supervisors 

· Notify HR if Faculty or Staff takes sick leave for 3 days or more, are out intermittently, have a Workers’ Comp injury or illness, or request unpaid time off for any reason.
· Tell the employee to contact Joanne Clancy at jclancy@pdx.edu or 503-725-3749.
· If leave is approved, ensure employee completes hourly timesheets by the 16th of the month and leave rosters by the 10th for accurate pay and leave balance tracking. Note: If the employee has Short Term Disability Payroll needs to have the timesheet/leave roster on the day they go out on leave. 
· For intermittent Family Medical Leaves (FML) and Oregon Family Leaves (OFL), ensure employee completes hour tracking sheet and submits it to Joanne at end of every month. Supervisor’s signature is required.
· Contact HR with any questions and/or concerns. For example: if employee is running out of sick or vacation pay.
· Maintain positive ongoing communications with employee. 
· Send medical release return-to work to HR. Keep a copy and note any work restrictions.
Role of Human Resources- Benefits/Payroll/ER
· Coordinate leave eligibility and obtain approvals in some cases.

· Send information on leave rights to employees. 
· Offer to meet with any employee regarding the leave process.

· Send written confirmation of leave approval.

· Direct employee to obtain doctor’s certification for medical leaves (except for 12 weeks bonding). 
· Note: Medical reason for leave is confidential. Supervisor has “need-to-know” dates and work restrictions, if any.

· Track use of FML and OFL leaves – determine when time exhausts.
· Obtain “return to work” certification at leave end or if return is intermittent. Supervisor needs to enforce this.
· Comply with wage and hour laws.
· Coordinate with unions. 

· Minimize overpayments and future collections.
· Administer benefit plans – FML protects benefits. Otherwise 80 hour monthly minimum rule applies. Coordinate COBRA notice, if required. 
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