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PURPOSE STATEMENT

This quick referenceguide is designed to assist
managers and administratori® understandng the
various types of leave and job protection offered to
staff. This guide is not intended to be all inclusive
Pease refer to the HR website for complete
information.

LEAVE TYPES DISCDI8ETHIS GUIDE:

Medical Leave

Pregnancy.eave

ParentalLeave

Adoption Leave

Family Care Leave

Accommodations for Nodob Protected

Leave Requests

9 linois Victims Economic Security and Safety
Act (VESSA) Leave

1 Military Leave

Military Caregiver Leave

=A =4 =4 -4 -4

=

LEAVE TYPES NOT DESED IN THIS GUIDE:

Paid University Holidays
Vaation Time

Personal Floating Holidays
Incidental Sick Time
2 2 NJ] SN &
Personal Leave
Repatriation Leave (Qatar Only)
Winter Recess

Bereavement Absence
Furloughs

Visa Renewal

Jury Duty

Voting Time

School Visitation

=4 =4 =4 -4 -4 4 -4 -8 -4 -4 -8 A - —n

This guide is forreference purposes only. Any
information provided in the Staff Handbook, SPD, or
Plan Documents takesprecedence over any
information provided in this guide.

] 2YLISY &l GA2Y

DIFFERENCE BETWEEAME AND PAY

There are two important elements of each leave type
describedin this guide: 1) job protection and 2)
income protection. When an individual applies for
leave, a determination will be made as to whether the
leave will be jokprotected and whether there is
income protection during the leaveHere are
examples of leasr types and their associated income
protection:

Leave Type Income Protection Job Protection
Pregnancy Leave|lw 9EGSYRSR {w Ca]
w .t w L[ tNB3IYIlyYy

Medical Leave [w 9EGSYRSR {uh @a[¢AYS

There are situations in which an individual will be
approved for a job protected leave but not for income
protection as well as the reverse of being approved
for income protection but notgb protection. In
situations, where astaff member is approved for
income protection, but not approved for job
protection, the employee and school/unit must work
with the Office of Equity to secure an accommodation
for job protection.

BENEFITS WHILE OMVYE
I QI AQ
PAID LEAY

An individual on a paid leave will continue to have
benefis coverage. The University will also continue to
pay the employer contributiorof benefit premiums
during a leave. If enrolled in the Dependent Care
Flexible Spending Account (DCFSA), this bereefi
frozen until the individual returns from leave. The
Dependent Care FSA can only be used when the
employee is actively at work. Commuter benefits are
temporarily terminated when on a leave of absence.
These can also only be used when the employee is
adively at work. Commuter benefits will be
terminated by Human Resources as soon as
administratively possible. Employees may request to
end the benefit directly through thé@ayflexportal.

Northwestern University] Office of Human Resource8enefits
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The deadline to make changescommuter benefits been releasedThe Benefits Office will manage the

is the 5th of the month prior to the month of use. SYLX 285S0a NBO2NR GAGKAY Yeél.
Please make any necessary changes prior to that department will not need to submit a position

deadline. For additional question on the commuter appointment form.

benefits, visit the commuter benefits page

Employees must reactivate the commuter benefit EXTENDED SITKWE(EST) SALARELIE

upon their return.

Schools and units can recover salary paid to an

UNPAID LEAVE SYLX 2SS G6KSY 0KS SYLX 2&éSSQ:
Extended Sick Time (EST). The HR Extended Sick Pool

An individual on an unpaid leave will be billed for is charged for eligible employsen an approved

benefits coverage via our direct billing provider, leave following the fifth work day (seventh calendar

WageWorks The process of billing is automatic once day), known as the Waiting Period
an employee has been placed on an unpaid leave
status. The employee does have the option to waive
some or all benefits while on an unpaid leave. This is
done inmyHRafter the leave of absence is entered
into the system and processed. The Dependent Care
Flexible Spending Account (DCFSA) is temporarily paid to the employee.The use of the Kronos system
frozen during an unpaid leave of absence, as well. for logging leave time allows this reimbursement
Commuter benefits are temporarily terminated when process to be automated.

on a leave of bsence, paid or unpaid. Similar to paid
leaves, this benefit can only be used when the MONTHLY EMPLOYEES
employee is actively at work. The deadline to make
changes to commuter benefits is the 5th of the month

BIWEEKLY EMPLOYEES

For biweekly employees, the HR Extended Sick Pool
automatically reimburseglepartmentsfor any EST

Shools and units mustequest EST reimbursement
using the Payroll Jonal process. To calculate the
prior. Please make any necessary changes prior to reimbursable anount, pleaseuse theEST Quick Guide
that deadline. For additional questions on the as a referenceA Payroll Journal should be submitted
commuter benefits, visit thecommuter benefits at the end of each month for impactedrmloyees
bage Managers and administrators should be sure to
submit journals within 90 days ohé¢ EST so as to
avoid additional processing steps.

LONG TERM DISABILITY

Long Term Disability (LTD) provides a mortlelyefit

if a staff member isinable to performtheir regular
job (during the first two years of your disability) or any
reasonable job (after two years of disability) due to
illness or injury The staff membemust be absent
from work for six months of antinuous disabity.
Employees musfile an LTD clairwith The Hartford
beforethe receiving the benefit. For schools and units whdo not use the online

Deployed Funding payroll journad paper payroll

journal formwill need to be subritted to the Payroll

Department Usechartstring20- 1130001 to ch
the salary to the HR Extended Sick Pool.

For schools and units who use the onlibeployed
Fundingpayroll journal, an online journal must be
submitted¢ paper journal forms will not be accepted.
Use theonline journal proceswith chart stringl 2 O -
1130001 to chege the salary to the HR Extended Sick
Pool.

In most cases, all job protection will have expired and
the position will have been released by the time LTD
payments begin. The Benefits Office Wilprovide
notification to the employee that their position has

Northwestern University| Office of Human Resource8enefits


https://www.northwestern.edu/hr/benefits/transit-relocation/commuter-benefits/index.html
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APPLYING FOR LEAVE

In an effort to keep personal health information
confidential for staff, Northwestern has partnered
with The Hartford toreview both leave and income
protection eligibility. Staff who wisto take a leave
must ®ntact The Hartfordvithin 30 days of the start
of a planned leave and within 5 days of the start of an
unplanned leavelindividuals can reach The Hartford
at (888)541-7283 or online (ew the step-by-step

procesof applying for a leave

PEX AND MERIT INCRESNITHLEAVE

While on leave, staff do not need to complete their
annual performance reviews. Once the employee has
returned from leave, the supervisor should work with
the employee to complete the review and set goals
for the upcoming year. The school/unit should wor
with the Compensation Office for the employee to be

assessed fogalary planning

UNLAWFUL ACTS BY ERMFER

FMLA makes it unlawful for any employer to interfere
with, restrain, or deny the exercise of any right
provided under FMLA. It also makes it unlawful for
any employer to discharge or discriminate against any
person for opposing any practice made unlawful by
FMLA or for involvement in any proceeding under o
relating to FMLA.

Schools and units should not ask employees:

1 What condition or specific reason for leave;

1 What is wrong with their family member;

g 1al1 T2NJ R200G2NID&
condition related to FML.

LEAVE ADMINISTRATION

MEDICAL LEAVE

DEFINITION AND LEAVEE

A medical leave isn absence to care for a personal
serious health condition, as confirmed by the
employee'shealthcare provider.

ELIGIBILITY AND MMUM DURATION

A medical leavas an eligible leavanderthe Family
and MedicalLeave Act (FMLA)Staff who have at
least oneyear of service at Northwestern University
ANDwho have worked at least 1,250 ha@uwvithin the
past continuous 12nonths prior to their leave, are
eligible for FMLA to coincide with their medical leave.
FMLA povides certan employees with up to 12
weeks of unpaid, jolprotected leave per year. It also
requires that their group health benefits be
maintained during the leavdf after contacting The
Hartford, an enployeesis determined to be ineligible
for or has exhausted=MLAthey should contact the
Benefits Office to discuss their options. In some
instances, they may be referred to our Office of Equity
to request medical leave as an accommodation under
the Americans with Disabilities Act (ADA).

USE OF PAIDIME

Continuous Leave

Benefits eligiblestaff who have at least six months of
continuous service with Northwestern University are
eligible for Extended Sick Time (EShfome

a il i SAOPGEN By FITARAY 0U00% of the

employee's salary, after satisfying seven day

consecutive wait periodStaff mayuse IncidentaSick

Time (IST), vacation, amakersonal floating holiday
time to coverthe seven day wait periodeST runs
concurrently with FML.

If a staff member is not eligible for EST, they must use
their own Incidental Sick Time, Vacation, and
Personal Floating dliday time to receive pay during

5

Northwestern University| Office of Human Resource8enefits


https://www.northwestern.edu/hr/documents/benefits/hartford-flyer.pdf
https://www.northwestern.edu/hr/documents/benefits/hartford-flyer.pdf
https://www.northwestern.edu/hr/for-managers/salary-administration/index.html
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their leave. Once this time is exhausted, the SCHOOL/UNIT RESPCGNEITIES

remainder of the leavés unpaid. )
Continuous Leay

Intermittent Leave

The school/unit should review all leave

EST benefits do not applp intermittent medical documentation provided from The Hartford to ensure
leaves The staff member must use their own staff maintain their eligibility for leave while out of

Incidental Sick Time, vacation, and personal floating ~ Work. If a staff member is not approved for a job
holiday time to receive pay during their intermittent protected leave but requires time off, the employee
medical leave. Once this paid time is exhausted, the  and s&ool/unit should work with the Office of Equity

remainder of the leave would banpaid. For non to request an accommodation. Schools/units should
exempt employes, i KS CEBXRS Yt @ 0S dzinRtignant &er own job protected leave outside of

for unpaid but approved FMLA time off itheir general University policies.

Kronos timecards. Forxempt employees, also use VA GKS (8168 A& | LLNEGSERS
EXA for unpaid but approved FMLA time efich : o

month. The Benefits Officwiill work withthe Payroll responsmlhty to comglte and appove  the
Departmentto havethe2 ft £t 2 g Ay 3 Y2Vy (i KQa LILJBI % e“%(%%aﬁ GAYS OFNRO

adjusted accordingly hyoS GKS f38FH3S KIra SyRSRIZ Al
responsibility to ensure the employee returns to work
STAFF RESPONSIBES$TI on time and is performing their responsibilities as

expected. If a reasonable accommodation is required
in a timely manner. Late or incomplete for_the_ e_:m.ployee_to perform their e;sentlal Jo.b
applications/documentations can delay the approval duties, it is imperative to contact the Office of Equity

LINE OSaao® LG A& ponkidlity ol I T 0 requgs@,@gqg&gwgodﬂgﬁé
ensure The Hartford has all the information required
to substantiate the leave. This includes providing
status updates and updated medical documentation Employee and supervisor should continue to manage
while on leave. the timecard in Kronos. Employee can uiseidental
Sik TiméPFH/VAC to receive pay for time missed
towards leave. Once exhausted:

Staff are required to apply for leave with&@ RHartford

Intermittent Leave

Employees must stay in communication with their
school/unit as well athe Benefits Office during their

leave. They should ensure the school/unit knows 1 BiWeeklyc Use code of EXA in Kronos for

when their leave begins and ends. Staff should not excused unpaid time.

disclose medical information/conditionThey must f  Monthly ¢ Use code of EXA in Kronos for

notify The Hartford, HR Benefits, and the school/unit excused unpaid time. Also report any unpaid

if: the dates of he leave chang&n extension to their time to the Benefit©Officeat the end of each

leave is neededyr if there are any other changes to month. We will work with the Payroll

their leave status. Department(i 2 KI @S (GKS F2ff26Ay

e . paycheck adjusted accordingly.
Selfcertification is required when staff return to

work. See the Return to Work section below. If the employee is taking time towards intermittent
leave and the department is not receiving notification
letters, they will need to contact the Benefi@ffice
for an update.

Northwestern University| Office of Human Resource8enefits
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HR BENEFITS RESPBNSTIES essential functions of their position, they should
contact the Office of Equity prior to their return from

Continuous Leave
S — leave.

The Benefits Office will providechools/units with
leave administration letters provided by The
Hartford. These letters will inform the schools/units
of the status, length, and pay eligibility of the leave.
Any questions regarding the letter or information
provided should be directedtthe Benefit Counselor
who forwarded the letter.

Additionally, the Benefits Office will update the leave

status for staff in myHR as well as complete staff

timesheets during the leave. Departments should not

I R2dzald GKS SyLiz2eS$SqQa 2206 NBO2NR 2NJ dzLlJRI 4GS
timesheets without first contacting the Benefits

Office.

Intermittent Leave

The Benefits Office will omtinuously notify the
department of any updates provided by the Hartford
regarding time off requests, and communicate with
both the employee and their deptments of
intermittent policy to clarify information

RETURN TO WORK

Staff members returning from leave for their own

persond health condition or pregnancynust self

certify that their personal health care provider has

cleared them to return to work iradvance of their

return from leave. To selfertify, the employee must

complete the sekcertification form provided by The

Hartford and submit it to Benefits at

benefits@northwestern.eduin advance of their

return from leave. In addition to the setertification,

in certain cases, Northwestern can require additional

AYF2NXIEGAZ2Y TNRY 0dKS SYLiX 28SSQa KSIf 4K Ol NB
provider before clearing you to return to work (note

schools/units shouldnot request documentation

FNRY (KS SyLX2eSsSpa KSFHfGK OFNB LINRGARSNI

If the employee is subject to restrictions or requires a
reasonable accommodation in order to perform the

Northwestern University| Office of Human Resource8enefits
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PREGNANCMEAVE

DEFINITION AND LEAVEE

A Pregnancyleave isan absence by a pregnant
employee for the birth o child. Leave of absence for
other cild care needs i Family Care Leave of
Absence.

ELIGIBILITY AND MMUM DURATION

A Pregnancyleave is an eligible leave under the
Family and Medical Leave Act (FMLAs leave
would also fall under & NIl K ¢ S a G S Ny iona
Parental LeavéBAPL) policy

Family and Medical Leave Act

Staff who have at least oneyear of service at
Northwestern UniversityAND who have worked at
least 1,250 hows within the past continuous 12
months, are eligible for Family and Medical Leave Act
(FMLA) to coicide with theirPregnancyeave. FMLA
providescertain employees with up to 1®eeks of
unpaid, jobprotected leave per year. It also requires
that their group health benefits be maintained during
the leave. Employees who are not eligible for FMLA
should ontact the Benefits Office to discuss their
options. In some instances, they may be referred to
our Office of Equity to request medical leave as an
accommodation under the Americans with
Disabilities Act (ADA).

Birth/Adoption Parental Leave (BAPL)

Birth/Adoption Parental Leave (BAPL) is four weeks of
paid leave for parents with a newborn or newly
adopted child.To be eligible for BAPL, staff must have
completed one year ofontinuous, fultime benefit
eligible service no later than when the approved BAP
would commence. The continuous, ftilhe benefit
eligible service must be immediately prior to the
leave date. Parttime benefiteligible and non
benefits eligible employment types are not eligible for
BAPL. BAPL should rumcorrent with FMLA but th

four weeks of additional leave can be granted in
circumstances where an erngyee does not have the
full 12 weeks of FML available, or in the event the
newborn is in the NICU.

USE OF PAID TIME

While onPregnancyleave, eligible staff may qualify
for income protection from both Extended Sick Time
(EST) and Birtiddoption Parental Leave (BAPE}aff
members are also able to use any available vacation
and personal floating holiday time to cover any
additional time off following the period of disability

. Awithirktireir #pproved leave periodOnce this time is

exhausted, the remainder of the leaigunpaid.

Income Protection Job Protection

Leave Type

Extended Sick Time

Benefits eligible staff who have at least six months of
continuous service with Northwestern University are
eligible for Extended Sick Time (EST) income
protection benefits. EST pays out 100% of the
employee's salary, after satisfying a seven
consecutive dy wait period. For staff, Incidental Sick
Time (IST), vacation, and personal floating holiday
time can be used to cover the seven day wait period.

If a staff member is not eligible for EST, they must use
their own Incidental Sick Time, vacation, andsoeral
floating holiday time to receive pay during their leave.
Once this time is exhausted, the remainder of the
leaveis unpaid.

Birth and Adoption Parental Lea(BAPL)

BAPL provides an additional four weeks of paid leave
to eligible staff. This benefitays out 100% of the staff
member's salary and would apply after the disability
period. For more information please visit the
Birth/Adoption Parental Leave (BARItg.

Northwestern University| Office of Human Resource8enefits
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STAFF RESPONSIBESTI duties, contact the Office of Equity to request an

) . accommodation.
Staff are required to apply for leave with The Hartford

in a timely manner. Late or incomplete
applications/documentations can delay the approval HR BENEFITS RESPBNSTIES

LINE OS&d& o LG A& ongildlity @0 I T frhe Bén¥fties ONiE2awill Ndbvidé Jschools/units with
ensure The Hartford has all the information required leave administration letters provided by The
to substantiate the leave. This includes providing Hartford. These letters will infar the schools/units
status updates and updated medical documentation of the status, length, and pay eligibility of the leave.
while on leave. Any questions regarding the letter or information
provided should be directed to the Benefit Counselor
who forwarded the letter.

Employees must stay in communication with their
school/unit as well asie Benefits Office during their
leave. They should ensure the school/unit knows  Additionally, the Benefits Office will updated leave

when their leave begins and ends. Staff should not  status for staff in myHR as well as complete staff
disclose medical information/conditionThey must timesheets during the leave. Departments should not

notify The Hartford, HR Benefits, and the school/unit | R 2 dza GKS SyLXz2eS8SqQa 220
if: the dates of tle leave change, an extension to their timesheets without first contacting the Benefits

leave is needed, or if there are any other changes to  Office.

their leave status.

Selfcertification is required whe gdaff return to RETURN TO WORK

work. See the Return to Work section below. Staff members returning fronkeave for pregnancy
must selfcertify that their personal health care
SCHOOL/UNIT RESPBEITIES prOVider has cleared them to return to work in

advance of their return from leave. To se#ttify, the
employee must complete the setkrtification form
provided by The Hartford andibmit it to Benefits at
benefits@northwestern.eduin advance of their

The school/unit bkould review all leave
documentation provided from The Hartford to ensure
staff maintain their eligibility for leave while out of

work. If a staff member_ IS n_ot approved for a job return from leave. In addition to the setkrtification,
protected leave but requires time off, the employee in certain cases, Northwestercan require additional

and school/unit shoulavork with the Office of Equity AYF2NNIEGAZY FNRY 0K S SYLX 2 &
to request an accommodation. Schools/units should

not grant their own job protected leave outside of
general University policies.

provider before clearing you to return to work (note
schools/units should work with their HR Business
Partner and the Benefits Office to obtain any
L yiAt GKS fSFGS Aa b LILINE FEHTENEIN): x5 §KS RSLI NIVYSYHQa
responsibility to complete and appve the

A o ) ~ s If the employee isubject to restrictions or requires a
SYLX 2eSSQa UAYSaKSSuao

reasonable accommodation in order to perform the
essential functions of their position, they should
contact the Office of Equity prior to your return from
leave.

Once the leave has ended, it is the school/@nit
responsibility to ensure the employee returns to work
on time and is performing their responsibilities as
expected. If a reasonable accommodation is required
for the employee to prform their essential job

Northwestern University| Office of Human Resource8enefits
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PARENTALEAVE should run concurrent with FMLA but the feweeks
of additional leave can be granted in circumstances

where an emjpyee does not have the full eeks
of FML available, or in the enethe newborn is in the
AParentalleawe isanabsence by aemployee for the NICU.

birth or adoptionof a child. Parental leave is for the

parent not giving birth. See Pregnancy leave for leave | ySg OF PAID TIME

pertaining to the birth parentLeave of absence for
other child care needs is family care leave of
absence.

DEFINITION AND LEAVEE

While onParentalleave, eligible staff may qualify for
income protection from both Birth and Adoption
Parental Leave (BAPL) as well as their own vacation

and personal floeng holidays. Once this time is
exhaused, the remainder of the leavis unpaid

ELIGIBILITY AND MMUM DURATION

A Parentalleave would fall undethe Family and
a S |:VQ AOI [ S I @S I (v)l.’l 6 Ca [ I Leave Type Income Protection Job Protection

i ; : Parental L 5SS1a . !t
Birth/Adoption and Parental Leave policy. R ; ﬁgig% X e l[(‘” MHTIESS

Family and Medical Leave Act

Staff who have at leasbne year of service at Birth and Adoption Parental Leave

Northwestern UniversityAND who have worked at

least 1,250 how within the past continuous 12 Benefitseligible staff with at leasbne year offull-
months, are eligible for Family and Medical Leave Act ~ time, benefi'&eligible_ Continuous_ servi(_:e; at
(FMLA) to coincide with theiParentalleave. FMLA Northwestern University may qualifjor additional
provides certain employees with up L2 weeks of paid time through our Birth and Adoption Parental
unpaid, jobprotected leave per year. It also requires Leave (BAPL). BAPL provides an additional four weeks
that their group health benefits be maintained during of paid leave to eligible staff. This benefit pays out

the leave. Employees who are not eligible for FMLA ~ 100% of the staff member's salary and would apply

should contact the Benefits Office to discuss their  after the disability period. Fomore information
options. In some instances, ¢ may be referred to please visit theBirth/Adoption Parental Leave (BAPL)

our Office of Equity to request medical leave as an  Site-
accommodation under the Americans with

Disabilities At (ADA). STAFF RESPONSIBRSTI
Birth/Adoption Parental Leave (BAPL) Staff are required tapply for leave with The Hartford

in a timely manner. Late or incomplete
Birth/Adoption Parental Leave (BAPL) is four weeks of  applications/documentations can delay the approval
paid leave for parents wit a newborn or newly LINE OSaaod LG A& GKS adarT¥
adopted child. Staff requirene year of continuous, ensure The Hartford has all the information required
full-time benefiteligible service no later than when to substantiate the leave This includes providing
the approved BAPL would commence. The status updates and updated medical documentation
continuous, fulitime benefiteligible service must be while on leave.

immediately prior to the leave dat Parttime
benefit-eligible and norbenefits eligible
employment types are not eligible for BAPL. BAPL

Employees must stay in communication with their
school/unit as well as the Benefits Office during their
leave. They should ensure the school/unit knows

10
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when theirleave begins and ends. Staff should not
disclose medical information/conditionThey must
notify The Hartford, HR Benefits, and the school/unit
if: the dates of the leave change, an extension to their
leave is needed, or if there are any other changes to
their leave status.

SCHOOL/UNIT RESPONBITIES

The school/unit should review all leave

documentation provided from The Hartford to ensure
staff maintain their eligibility for leave while out of

work. If a staff member is not approved for a job
protected leave but requires time off, the employee

and school/unit should work with the Office of Equity
to request an accommodation. Schools/units should
not grant their own job protected leave outside of

general University policies.

Until the leave is app@ SR> Al A&
responsibility to complete and appve the
SyLit 28S58Qa GAYSakSSdiao

Once the leave has ended, it is the school/@nit

responsibility to ensure the employee returns to work
on time and is performing their responsibilities as
expeced. If a reasonable accommodation is required
for the employee to perform their essential job

duties, contact the Office of Equity to request an
accommodation.

HR BENEFITS RESPBNS3TIES

The Benefits Office will provide schools/units with
leave admirstration letters provided by The
Hartford. These letters will inform the schools/units
of the status, length, and pay eligibility of the leave.
Any questions regarding the letter or information
provided should be directed to the Benefit Counselor
who forwarded the letter.

Additionally, the Benefits Office will update the leave
status for staff in myHR as well as complete staff
timesheets during the leave. Departments should not
' Redzad GKS SyLXt28S5SQa

iKS

timesheets without first contaihg the Benefits
Office.

RETURN TO WORK

Staff members returning fronParentalleave must
inform The Hartford, HR Benefits, and their
department of their intended return date. Since
Parental leave is not for the staff members own
serious health conditionno return to work sel
certification is required.

RSLI NI YSyidQa

220 2NJ dzLJRI G S
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ADOPTION LEAVE of FML available, or ifé event the newborn is in the
NICU.

DEFINITION AND LEAVEE
USE OF PAID TIME

An adoption leave isan absence by aemployee for
the adoption of a child. Leave of absence for other
child care needs mFamily Care Leave of Absence.

While on adoption leave, eligible staff may qualify for
income protection from both Birth and Adoption
Parental Leave (BAPL) as well as their own vacation
and personal floating holidays.Once this tine is
exhaustedthe remainder of the leave isnpaid.

ELIGIBILITY AND MMUM DURATION

An adoption leave would fall undethe Family and . _
aSRAOHt [S8F @8 106G ocal ! oBithapdhdonion Rareptyl beave s Ny 0

Birth/Adoption and Parental Leave policy. Benefits eligible staff with at leasine year offull-

time, benefiteligible, continuous service at
Northwestern University may qualify for additional

Family and Medical Leave Act

Staff who have at leasbne year of service at paid timethrough our Birth and Adoption Parental
Northwestan UniversityAND who have worked at Leave (BAPL). BAPL provides an additional four weeks
least 1,250 hows within the past continuous 12 of paid leave to eligible staff. This benefit pays out
months, are eligible for Family and Medical Leave Act  100% of the staff member's salary and would apply
(FMLA) to coincide with themdoption leave. FMLA after the disability period. For more information
providescertain employees with up to 1®eeks of visitbirth and adoption parental leave (BAPL)

unpaid, jobprotected leave per year. It also requires
that their group health benefits be maintained during STAFF RESPONSIBHESTI
the leave. Employees who are not eligible for FMLA
should contact the Benefits Office to discuss their
options. In some instances, they may be referred to
our Offce of Equity to request medical leave as an
accommodation under the American with
Disabilities Act (ADA).

Staff are required to apply for leave with The Hartford

in a timely manner. Late or incomplete
applications/documentations can delay the approval
LINE OSaao® Ld Aa GKS adar ¥+
ensure The Hartford has all the information required

to substantiate the leave. This includes providing
Birth/Adoption Parental Leave (BAPL) status updées and updated medical documentation

while on leave.

Birth/Adoption Parental Leave (BAPL) is four weeks of

paid leave for parents with a newborn or newly Employees must stay in communication with their
adopted tild. Staff requireone year of continuous, school/unit as well as the Benefits Office during their
full-time, benefit-eligible service no later than when leave. They should ensure the school/unit knows
the approved BAPL would commence. The when their leave begins and ends. Staff shoudd n
continuous, fultime benefiteligible service must be disclose medical information/conditionThey must
immediately prior to the leave date.Parttime notify The Hartford, HR Benefits, and the school/unit
benefit-eligible and norbenefits eligible if: the dates of the leave change, an extension to their
employment types are not eligible for BAPL. BAPL leave is needed, or if there are any other changes to
should run cacurrent with FMLA but the fouveeks their leave status.

of additional leave can be granted in circumstances
where an employee does not have the full W2eks

12
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SCHOOL/UNIT RESPRBILITIES adoption leaveis not for the staff membe® own
serious health conditionno return to work sel

The school/unit should review all leave . .
certification is required.

documentation provided from The Hartford to ensure
staff maintain their eligibility for leave while out of
work. If a staff member is not approved for a job
protected leave but requires time off, themgloyee
and school/unit should work with the Office of Equity
to request an accommodation. Schools/units should
not grant their own job protected leave outsidd o
general University policies.

¢

LY GAf GKS SIS Aa | LIWNBOSR: Al Aa&a GKS
responsiblity to complete and apmve the
SyLit 2e8SSQa dGavySakSStao

SLI NIYSyiQa

Once the leave has ended, it is the school/@nit
responsibility to ensure the employee returns to work
on time and is performing their responsibilities as
expected. If a reasonable accommodatioreguired
for the employee to perform their essential job
duties, contact the Office of Equity to request an
accommodation.

HR BENEFITS RESPBNS3TIES

The Benefits Office will provide schools/units with
leave administration letters provided by The
Hartford. These letters will inform the schools/units
of the status, length, and pay eligibility of the leave.
Any questions regarding the letter or information
provided should be directed to the Benefit Counselor
who forwarded the letter.

Additionally, theBenefits Office will update the leave

status for staff in myHR as well as complete staff

timesheets during the leave. Departments should not

I R2dzald GKS SyLiz2es8$SQa 2206 NBO2NR 2NJ dzLJRI 4GS
timesheets without first contacting the Benefits

Office.

RETURN TO W@®&R

Staff members returning from adoption leave must
inform The Hartford, HR Benefits, and their
department of their intended return date. Sinea
13
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FAMILY CARE LEAVE

DEFINITION AND LEAVEE

A family care leave is absence for the birth or
adoption of a child, for placement of a child in foster
care, or for a serious health condition affecting a
spouse, parent, or child who is undE8 years of age.

It is available for the care of those over the age of 18
if they are incapable of setfare because of a mental
or physical disability at the time FMLA leave is to
commence.

ELIGIBILITY AND MMUM DURATION

A family careleave would fall nder the Family and
Medical Leave Act (FMLA).This éave can be
continuous or intermittent.

Family and Medical Leave Act

Staff who have at least a year of service at
Northwestern UniversityAND who have worked at
least 1,250 hows within the past continuous 12
months, are eligible for Family and Medical Leave Act
(FMLA) to coincide with their leave. FMLA provides
certain employees with up to Meeks of unpaid, job
protected leave per year. It also requires that their
group healthbenefits be maintained during the leave.
Employees who are not eligible for FMLA should
contact the Benefits Office to discuss their options. In
some instances, they may be referred to our Office of
Equity to request medical leave as an accommodation
under the Americans with Disabilities Act (ADA).

USE OF PAID TIME

While onafamily cardeave, eligible staff may qualify
for income protectionutilizing their own vacation
Incidental Sick Timegnd personal floating holidays.
Once this time is exhausd, the remainder of the
leave isunpaid.

STAFF RESPONSIBHESTI

Continuous Leave

Staff are required to apply for leave with The Hartford
in a timely manner. Late or incomplete
applications/documentations can delay the approval
process. It is the staff me@o S NI a
ensure The Hartford has all the information required
to substantiate the leave. This includes providing
status updates and updated medical documentation
while on leave.

Employees must stay in communication with their
school/unit & well as the Benefits Office during their
leave. They should ensure the school/unit knows
when their leave begins and ends. Staff should not
disclose medical information/conditionThey must
notify The Hartford, HR Benefits, and the school/unit
if: the dates of the leave change, an extension to their
leave is needed, or if there are any other changes to
their leave status.

Intermittent Leave

Staff are required to apply for leave with The Hartford
in a timely manner. Late or incomplete
applications/docurentations can delay the approval
LINE OSaao® Ld Aa GKS
ensure The Hartford has all the information required
to substantiate the leave. This includes providing
status updates and updated medical documentation
while on leave.

It is also KS SYLX 2&8SSQa
normal caHloff procedure. The employee should
report all time missed towards intermittentamily
careleave to the Hartford at 88841-7283 within24
hours or as soon as possibleEmployee and
supervisorshould continue to manage the timecard
in Kronos. Employee can ukgfPFH/VAC to receive
pay for time missed towards leave.

Employees must stay in communication with their
school/unit as well as the Benefits Office during their
leave. They should ensutée school/unit knows
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when their leave begins and ends. Staff should not
disclose medical information/conditionThey must
notify The Hartford, HR Benefits, and the school/unit
if: the dates of the leave change, an extension to their
leave is needed, df there are any other changes to
their leave status.

The employee must make a reasonable effort to
schedule the treatment so as to not unduly disrupt
iKS SYLX 28 SNRa

SCHOOL/UNIT RESPONBITIES

Continuous Leave

The school/unit should review all leave
documentation provided from The Hartford to ensure
staff maintain their eligibility for leave while out of
work. If a staff member is not approved for a job
protected leave but requires time off, the employee
and school/unit should work with th®©ffice of Equity

to request an accommodation. Schools/units should
not grant their own job protected leave outside of
general University policies.

' yiAt GKS 8198 Aa
responsibility to complete and appve the

S Y LX 2 eénfeshérts.Once the leave has ended, it
is the school/uni® responsibility to ensure the
employee returns to work on time and is performing
their responsibilities as expected.

Intermittent Leave

Employee and supervisor should continue to manage
the timecard in Kronos. Employee can useidental
sick timéPFH/VAC to receive pay for time missed
towards leave. Once exhausted:

1 BiWeekly¢ Use code of EXA in Kronos for
excused unpaid time.

1 Monthly ¢ Use code of EXA in Kronos for
excused unpaid time. Also report any unpaid
time to the BenefitOfficeat the end of each
month. We will work with the Payroll

Departmenti 2 K| @S
paycheck adjusted accordingly.

If the employee is takingrhe towards intermittent
leave and the department is not receiving notification
letters, they will need to contact the Benefi@ffice
for an update.If a reasonable accommodation is
required for the employee to perform their essential
job duties, it is irperative to contact the Office of

2 LIS NI G A 2 y & €&quity to request an accommodation.

HR BENEFITS RESPBNS3TIES

Continuous Leave

The Benefits Office will provide schools/units with
leave administration letters provided by The
Hartford. These letters will inform th&chools/units

of the status, length, and pay eligibility of the leave.
Any questions regarding the letter or information
provided should be directed to the Benefit Counselor
who forwarded the letter.

Additionally, the Benefits Office will update the \ea
status for staff in myHR as well as complete staff

I Redzald GKS SYLX2e8SSQa
timesheets without first contacting the Benefits
Office.

Intermittent Leave

The Benefits Office will omtinuously notify the
department of any updates provided by the Hartford
regarding time off requests, and communicate with
both the employee and their departments of
intermittent policy to clarify information

RETURN TO WORK

Staff members returning frona famly care leave
must inform The Hartford, HR Benefits, and their
department of their intended return date. Sinae
family care leaves not for the staff membe® own
serious health conditionno return to work sel
certification is required.
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ILLINOIS VICWS' ECONOMIC SECURIAND
SAFETY ACT (VESSA\E

DEFINITION AND LEAVEE

The Victims' Economic Security and Safety Act
(VESSA) allows employees who are victims of
domestic or sexual violence or who have family or

household members who are victims aich violence

to take up to twelve (12) weeks of unpaid leave per

any twelve (12) month period to seek medical help,

legal assistance, counseling, safety planning, and
other assistance.

Definition of Household Member

For employees with a family or household member
who is a victim of domestic or sexual violenee,
family or household membes defined as &pouse,
parent, son, daughter, other person related by blood
or by present or prior marriage, other person who
shaes a relationship through a son or daughter, and
persons jointly residing in the same household.

ELIGIBILITY AND MMUM DURATION

This leave has no length of service requiremerie
job is héd for up to 12 weeks in any I3onth period.

In the case of iermittent leave of absence taken
through a reduced work schedule, the job may be
held for the time equivalent to 12 weeks of the
employee's work schedule.

USE OF PAID TIME

VESSA leaveaybe takenwith either with orwithout

pay, andstaff may use accruedacation, personal
floating holiday time, Extended Sick Time (if approved
by the claims administrator), or Incidental Sick Time
to care for him or herself or a family member. While
Incidental Sick Time is limited to seven calendar days
immediately prior b an approved Extended Sick Time
absence, there are specific circumstances when a
staff member may use up to their annual allowance

of Incidental Sick Time. These circumstances arise
when:

1 Staff members with less than six months of
service are unable to wk due to their own
illness (this includes birth of a child),

1 Staff members have been approved for
intermittent FMLA and need to be away
from work, and,

1 Staff members must care for a sick family
member and be absent from work.

STAFF RESPONSIBHSTI

Staffare required to apply for leave with The Hartford

in a timely manner. Late or incomplete

applications/documentations can delay the approval
LINE OS&aao Ld Aa dGKS adl
ensure The Hartford has all the information required
to substntiate the leave. This includes providing
status updates and updated medical documentation
while on leave.

T

Employees must stay in communication with their
school/unit as well as the Benefits Office during their
leave. They should ensure the school/ukitows
when their leave begins and ends. Staff should not
disclose medical information/conditionThey must
notify The Hartford, HR Benefits, and the school/unit
if: the dates of the leave change, an extension to their
leave is needed, or if there are anther changes to
their leave status.

SCHOOL/UNIT RESPONBITIES

Continuous Leave

The school/unit should review all leave
documentation provided from The Hartford to ensure
staff maintain their eligibility for leave while out of
work. If a staff membeis not approved for a job
protected leave but requires time off, the employee
and school/unit should work with the Office of Equity
to request an accommodation. Schools/units should
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not grant their own job protected leave outside of If the VESSA leave is not approvée, Benefits Office
general University paies. will notify the employee and provide a reason for
i o L Jineligibility. L o

P YUAT UKS SIS Aa FFLWINRYSRX AU Aa UKS RSLINIDYSYyuUuQa

responsibility to complete and appve the Oncethe leave is approved, the BenefitOfficeis

SYLit 2eSé&ma GAYS responsible for completing time sheets on behalf of
the employee while they are on leave. If any time

Once the leave has ended, it is the school/Gnit needs to be unpaid, thBenefits Officavill inform the

responsibility to ensure the employee returns to work employee about how unpaid timevill affect their

on time and is performig their responsibilities as benefits and payroll deductions.

expected.

Intermittent Leave RETURN TO WORK

At the expiration of a VESSA Leave, staff members
return to the same or equivalent position held when
the VESSA Leave begAn.employee on VESSA leave
may be required to report periodically to the
supervisor egarding the employee's status and intent
to return to work.

Employee and supervisor should continue to manage
the timecard in Kronos. Employee can useidental
sick timéPFH/VAC to receive pay for time missed
towards leave. Once exhausted:

1 BiWeekly¢ Usecode of EXA in Kronos for
excused unpaid time.

1 Monthly ¢ Use code of EXA in Kronos for
excused unpaid time. Also report any unpaid
time to the BenefitOfficeat the end of each
month. We will work with the Payroll
Departmentii 2 KI @S GKS F2ff26Ay3 Y2y(iKQ&
paycheck adjusted accordingly.

If the employee is taking time towards intermittent
leave and the department is not receiving notification
letters, they will need to contact the Benefits Division
for an update.

HR BENEFITS RESNSIBILITIES

The Benefit Department is responsible for clarifying
information to the employee and to the departments
regarding VESSA policy. The Benefits Department will
guide the employee on how to submit a claim with
the Hartford.

If the employee is diible for VESSA, the Benefits
Officewill remindthe employeeo follow up with The
Hartford and providehe information required.

17

Northwestern University| Office of Human Resource8enefits



Manager and AdministratoReferenceGuide TdStaffLeave Administration

MILITARY ACTIVE DUAND TRAINING
LEAVES

DEFINITION AND LEAVEE

A military active duty leave i@n absence by an
employeewho enlists or is inducted intthe armed
forces of the United States for active military service.
Employees may also use military training leave for
absence due tamilitary reserve or National Guard
training.

ELIGIBILITY AND MMUM DURATION

Military leave and its components are provided ligr
these Acts:

1 Family and Medical Leave Act (FMEAQr
Active Duty Leave

1 National Defense Authorization Act (NDAA),
and

i The Uniformed Services Employment and
Reemployment Rights Act (USERRA)

An Active Duty Leave, under FMLA, is granted by the
University when service members of the Armed
Forces' Reserve components, National Guard, retired
service members, or Reservists are on active duty or
called to active duty in support of a contingency
operation.

Similarly, the National Defense Authorization Act
provides up to 12 weeks of leave for a qualifying
obligation when service members of the regular
Armed Forces are deployed to a foreign country
under a certain call or order to active duty.

Leave for military training is granted at any time
during active employent.

The University provides broad -smployment
protections for members of uniformed services
following periods of military service in accordance
with the Uniformed Services Employment and
Reemployment Rights Act (USERRA).

USE OF PAID TIME

Military leaves are unpaid. However, staff member
may choose to use vacation and personal floating
holiday time during the absence or receive the value
of accrued but unused vacation and personal floating
holiday time in a lump sum payment subject to the
maximum vacdbn payout.

Military training leaves are eligible for menum of 2

% S S 1 & Qwhichi véould reimburse the difference
of their Northwestern University pay with whatthey
received from the military. The remainder of the
leave is therunpaidor the employeecould exhaust
vacation and PFH tim® remain paid To receive
reimbursement of 2 weeks paid leawbge employee
will need to submit a military voucheiLES voucher
directly to the PayrollDepartmentupon their return
from leave.

STAFF RESPONSIBHESTI

Stdf are required to apply for leave with The Hartford

in a timely manner. Late or incomplete

applications/documentations can delay the approval
LINE OS&aao Ld Aa dGKS adl
ensure The Hartford has all the information required
to substantiate the leave. This includes providing
status updates and updated medical documentation
while on leave.

T

Employees must stay in communication with their
school/unit as well as the Benefits Office during their
leave. They should ensure the schoolfukihows
when their leave begins and ends. Staff should not
disclose medical information/conditionThey must
notify The Hartford, HR Benefits, and the school/unit
if: the dates of the leave change, an extension to their
leave is needed, or if there are yamther changes to
their leave status.

SCHOOL/UNIT RESPONBITIES

The school/unit should review all leave
documentation provided from The Hartford to ensure
staff maintain their eligibility for leave while out of
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work. Once the leave has ended, ithetschool/unid
responsibility to ensure the employee returns to work
on time and is performing their responsibilities as
expected.

HR BENEFITS RESPBNS3TIES

The Benefits Office will provide schools/units with
leave administration letters provided byThe
Hartford. These letters will inform the schools/units
of the status, length, and eligibility of the leave. Any
guestions regarding the letter or information
provided should be directed to the Benefit Counselor
who forwarded the letter.

Additionally, the Benefits Office will update the leave
status for staff in myHR. Departments should not
I R2dzald GKS SYL}X2&8SSQa
timesheets without first contacting the Benefits
Office.

RETURN TO WORK

Staff members returning from military leave or
training leaves must inform The Hartford, HR
Benefits, and their department of their intended
return date. An employee returning from military
leave is reinstated tdheir former or a comparable
position without losing seniority unless it is
impossible orunreasonable for the University to
reinstate the employee The following conditions
govern reinstatement:

Certification of dischargeThe employee must have
received from the military service a certificate of
honorable discharge or discharge undeonorable
conditions or of satisfactory service.

Timely application The employee applies for
reinstatement at the campus employment office
gAGKAY GKS £S3art GAayYS
above.

Rate of payAn employee reinstated to his or her
former position receives the rate of pay in effect
when the military leave began, plus any general

increases granted for such classifications during the

fAYAGAZ

absence. An employee assigned to a higieded
position receives the minimum rate for the new
position orthe former rate of pay plus any general
increase for the previous classification, whichever is
higher, plus the normal promotional increase that
would be awarded for the promotion.

Return from training An employee returning from
the active duty for traimg in the reserve or National
Guard is to be retained under the same conditions as
above for six months.

Return to work The department contacts the Office
of Human Resources to arrange reinstatement in
order to assure appropriate job assignment, payerat
benefits enroliment, service accrual, and accrual plan
for paid time off.

Retention After return from military leave, an

2 :employee must be retained for a period of not less

than one year unlesthey are discharged for cause or
on account of a layoff ceed out in seniority order in
accordance with a contract or established practice.

la &adl adSR G5dz2NF GAR2Y 3¢

%
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MILITARY CAREGIVEHRAYVE

DEFINITION AND LEAVEE

A military caregiver leavds an absence by an
employee used to care for a military service member
who is the staffffacui @ YSYo SNDa
partner/civil union partner, child or parent with a
serious illness or injury incurred in the line of active
duty as a member of the Armed Forces, including the
National Guard or Reserves and is:

1 Undergoing medical treatment,
recuperation, or therapy

1 Assigned as an outpatient to a military
medical treatment facility

9 Assigned to a unit providing command and
control of Armed Forces' members who are
receiving outpatient medical care, or

1 On the temporary disability retired list.

EUGIBILITY AND MAXINMUDURATION

If the Military Caregiver Leave is approved, the
University will grant up to 26 weeks of leave during a
single, 12month period to eligible staff members to
care for the service member in their family as
described above. Stafmembers who do not take all
26 weeks of leave during the single -tnth period
will forfeit the remaining part of the leave.

USE OF PAID TIME

While ona military caregiver leave, eligible staff may
qualify for income protection from their own
vacation, personal floating holidays and incidental
sick time. While on an approved military caregiver
leave, the staff member must exhaust all paid time
before gong into unpaid leave status.

STAFF RESPONSIBESTI

Staff are required to apply for leave withd Hartford
in a timely manner. Late or incomplete
applications/documentations can delay the approval
LINE OSaao LG Aa GKS
ensure The Hartford has all the information required

to substantiate the leave. This includes providing
status updates and updated edical documentation
while on leave.

Employees must stay in communication with their
school/unit as well as the Benefits Office during their

AL dzéegvg. 'EgtiyYsgogl% gngjre the school/unit knows

when their leave begins and ends. Staff should not
disclose medial information/condition They must
notify The Hartford, HR Benefits, and the school/unit
if: the dates of the leave change, an extension to their
leave is needed, or if there are any other changes to
their leave status.

SCHOOL/UNIT RESPONBITIES

The school/unit should review all leave
documentation provided from The Hartford to ensure
staff maintain their eligibility for leave while out of
work. Once the leave has ended, it is the school/units
responsibility to ensure the employee returns to work
on time and is performing their responsibilities as
expected.

HR BENEFITS RESPBNS3TIES

The Benefits Office will provide schools/units with
leave administration letters provided by The

Hartford. These letters will inform the schools/units
of the statuslength, and pay eligibility of the leave.

Any questions regarding the letter or information

provided should be directed to the Benefit Counselor
who forwarded the letter.

Additionally, the Benefits Office will update the leave
status for staff in myHRs well as complete staff
timesheets during the leave. Departments should not
I Redzad GKS SYLX2e8SSQa
timesheets without first contacting the Benefits
Office.

RETURN TO WORK

Staff members returning from military caregiver leave

& 0 | F Fustyitorho BhiIRiartfortl JHR LBBngfiisA and théirl &

department of their intended return date. Sinae
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military caregiverleave is not for the staff membg&r
own serious health conditigmo return to work sel
certification is required.

Northwestern University| Office of Human Resource8enefits

21



Northwestern | HUMAN RESOURCES

Benefits

OFFICE OF HUMAN RESOURCES
720 University Place

Evanston, lllinois 60268143
www.northwestern.edu/hr/benefits

© 2020 Northwestern University. All rights reserved. Produced by the Northwestern University Office of Human Resources.



