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E-3i(27) POLICY Benefits for Eligible Employees: Family and Medical Leave
Use of Leave
An employee does not need to use this leave entitlement in one block. Leave can be taken
intermittently or on a reduced leave schedule when medically necessary. Employees must make
reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt the
College’s operations. Leave due to qualifying exigencies may also be taken on an intermittent basis.
Substitution of Paid Leave for Unpaid Leave
Employees may choose or the College may require use of accrued paid leave while taking FMLA leave. In
such cases, FMLA leave will run concurrently with paid leave. In order to use paid leave for FMLA leave,
employees must comply with the College’s normal paid leave policies.
Employee Responsibilities
Employees must provide 30 days' advance notice of the need to take FMLA leave when the need is
foreseeable. When 30 days' notice is not possible, the employee must provide notice as soon as
practicable and generally must comply with the College’s usual and customary notice and procedural
requirements for requesting leave.
Employees must provide sufficient information for the College to determine if the leave may qualify for
FMLA protection and the anticipated timing and duration of the leave. Sufficient information may
include that the employee is unable to perform job functions, the family member is unable to
perform daily activities, the need for hospitalization or continuing treatment by a health care provider,
or circumstances supporting the need for military family leave. Employees also must inform the College
if the requested leave is for a reason for which FMLA leave was previously taken or certified. Employees
also may be required to provide a certification and periodic recertification supporting the need for
leave.
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