
Manager Checklist: Managing Employee Leave (FMLA)                                  

This checklist is provided in support of Georgetown University HR Policy #603 and Faculty Handbook provisions governing Family and Medical Leave.  Please read both the policy and the Handbook and this checklist carefully.  
Employee absences must be recorded immediately and accurately. Required forms can be found on the HR forms page and must be submitted in a timely manner to avoid delays in the processing of employee leave.  Please contact your HR Generalist/ Manager or your Academic HR office, as appropriate, with any questions.

All family and medical leave is unpaid. If appropriate, an employee may substitute paid leave, apply for disability benefits, or be eligible for worker’s compensation benefits.  Salary continuation may also be available.  Your employee will be informed of his/her entitlements to Family and Medical Leave, in writing, by the appropriate University entity.  
Three Questions to Ask your Employee
1)  “Why will you be absent?”  You will need to determine if this absence is due to 1) the employee’s own medical condition, 2) a birth or adoption, or 3) the employee’s need to attend to the medical needs of a family member (as defined by HR Policy #603).  
2)  “Are you requesting that this leave be paid or unpaid?”  Although Family and Medical Leave is unpaid, employees may be eligible to continue to receive salary payments during their leave period.

3)  “When do you anticipate returning to work?”  It is your responsibility to stay in touch with your employee and to provide regular updates to your HR Generalist/Manager or Campus Administrator. It is also your responsibility to ensure that your employee is properly processed to return to work. 
Manager’s Responsibilities Checklist for Staff, AAP & Faculty

· Contact the Office of Risk Management immediately at 202-687-5680 if the employee’s absence is due to a work-related illness or injury
· Contact Human resources immediately regarding any planned or unplanned absences of more than 3 days related to the employee’s own and/or family’s medical needs.  The department of Human resources will notify the employee in writing regarding entitlements, once the employee is out for more than 3 days related to their own or family medical needs. 
· Specifically for Staff – 
· Request that your employee complete and submit to you a Leave Request Form and Medical Certification Form which can be found on the HR forms page.  

· Have your employee contact Matrix online or by phone at (866) 533-3438 if they are requesting Short Term Disability payments during their leave period.  
· Leave status and payments will be managed by the Georgetown University Office of Faculty and Staff Benefits.

· Specifically for AAP – 
· Contact the appropriate Campus Administrator to determine if the employee qualifies for salary continuation. Each campus has its own process for administering salary continuation. 
· Leave status and payments will be managed by the appropriate Campus Administrator and the individual department.

· Specifically for Faculty – 
· Contact the appropriate Campus Administrator to determine the appropriate salary continuation and any other applicable benefit or policies. Each campus has its own process for administering salary continuation. 
· Leave status and payments will be managed by the appropriate campus administrator and the individual department. Disability status and payments will be managed by the appropriate campus administrator. 
· Maintain contact with the employee throughout the leave period to stay informed about his/her plans to return to work, and continue to provide regular ongoing updates to your HR Generalist/ Manager and or Campus Administrator.
· Contact your HR Generalist/ Manager to ensure that your employee is properly processed to return to work. Your employee will need to complete and submit to you a Return to Work and a Medical Certification which can be found on the HR forms page.  

