
http://law.lis.virginia.gov/vacode/title23.1/chapter13/section23.1-1301/
http://www.odu.edu/content/odu/about/bov/bov-manual/bylaws.html
http://www.dol.gov/whd/fmla/index.htm
http://www.dhrm.virginia.gov/docs/default-source/hrpolicy/pol4_20fmla.pdf?sfvrsn=4
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F. PROCEDURES 
 

 BASIC FAMILY AND MEDICAL LEAVE ENTITLEMENT 
 

Eligible full-time faculty and staff may request up to 12 weeks (60 workdays or 480 work hours) 
of unpaid, job-protected leave during a designated 12-month FMLA leave year for the following 
circumstances: 
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ELIGIBLE UNIVERSITY EMPLOYEES 

 
All full-time faculty, administrative and professional faculty, part-time faculty, wage and classified 
staff employed at the University or the Commonwealth of Virginia for at least 12 months in the 
past seven years and who have worked 1,250 hours during the 12 months before the start of the 
FMLA leave are eligible.   
 
Wage employees and part-time faculty who have been employed by the University for at least 12 
months and who have worked at least 1,250 hours during the 12 months before the start of the 
FMLA leave are eligible. 

 
TWELVE-MONTH FMLA LEAVE YEAR 

 
The FMLA Leave Year for classified and hourly employees is January 10-January 9.  For faculty, 
administrative and professional faculty, adjunct faculty and those employees applying for military 
caregiver leave, the FMLA Leave Year is a rolling 12-month period measured backward from the 
date an employee begins an FMLA-
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The certification for a family member should include a statement from the health care provider 
that the employee is needed to care for the family member with a serious health condition and 
should identify the serious health condition, the probable duration of care, and indicate which of 
the following the employee will be providing: 

 
• assistance with basic medical or personal needs 
• transportation 
• psychological comfort 

 
The medical certification should be provided within 15 calendar days of the request to use FMLA 
leave.  The Department of Human Resources will provide the employee with the certification form 
for the health care provider to complete.   

 
Re-certifications may be requested every six months in connection with an absence.  A re-
certification may also be requested at any time for the following reasons: 
 

• if an extension to leave is requested 
• if there is a significant change such as a pattern of absences before/after scheduled days 

off  
• if the duration of absences is longer than specified on certification for the most recent 

two or more episodes of incapacity 
• if the University receives information casting doubt on the stated reason for the absence. 

 
The Department of Human Resources 
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the essential functions of their job from their health care provider.  This requirement will be noted 
on the FMLA Designation Notice Form provided by the Department of Human Resources. 

 
MILITARY FAMILY LEAVE CERTIFICATION 

 
Military Exigency Leave – Two different types of certification for military exigency leave are 
required.  One is a certification that the covered service member is a member of the Regular 
Armed Forces, National Guard or Reserves who is on active duty or called to active duty in support 
of a contingency operation or deployment to a foreign country.  A copy of the Regular Armed 
Forces member’s active duty military identification card or for National Guard or Reservists a copy 
of active duty orders will contain the necessary information.  Once the employee furnishes the 
certification, the University may not require the same certification again for subsequent absences 
related to the same active duty of that particular service member.  The other certification is a 
statement from the employee (including available written support documentation) about the 
nature and details of the specific exigency, the amount of leave needed, and the employee’s 
relationship to the military member.  The University has developed a certification form for this 
purpose and the employee must provide the required certification within 15 calendar days, 
absent unusual circumstances. 

 
Military Caregiver Leave – Information from the health care provider and from the employee 
and/or covered service member or veteran is required to support military caregiver leave.  The 
certification will address the service member’s military status (for veterans a copy of the DD-214) 
and care to be provided, along with a medical certification completed by the authorized health 
care provider.  The University has developed a certification form for this purpose and the 
employee must provide the required certification within 15 calendar days, absent unusual 
circumstances. 

 
Time off may be designated retroactively as FMLA leave once the University has enough 
information to determine the qualifying reason for the leave. 

 
INTERMITTENT LEAVE 

 
An employee may take leave intermittently (take a day or days periodically when needed) or use 
leave to reduce the work day or work week, resulting in a reduced work schedule.  The supervisor 
must approve these variations.  The supervisor and employee should agree on work schedules 
during intermittent leaves or reduced schedule time periods. 

 
Medical certification for intermittent leave should include the following information: 

 
1. a statement confirming the necessity for intermittent leave; 
2. the planned duration of the medical treatment; 
3. the expected dates for the medical treatment.   
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BENEFITS AND JOB PROTECTION 
 

The University will continue to provide health insurance coverage under its group health plan 
during the leave period at the same level and conditions as if the employee had continued to 
work.  The University will continue to pay its portion of the health care premium. 

 
The employee’s portion of the health care premium will continue to be deducted from the 
paycheck while the employee is on a paid leave status.  If the employee is on leave without pay, 
then he or she will need to submit a personal check to the Payroll Office for his/her health care 

http://www.lva.virginia.gov/agencies/records/sched_state/GS-102.pdf
http://www.lva.virginia.gov/agencies/records/sched_state/GS-102.pdf


http://www.dol.gov/whd/flsa/index.htm
http://www.dhrm.virginia.gov/hrpolicies
http://www.odu.edu/content/odu/about/policiesandprocedures/bov/bov1400/1430.html
http://www.odu.edu/content/odu/about/policiesandprocedures/bov/bov1400/1431.html
http://www.odu.edu/content/odu/about/policiesandprocedures/bov/bov1400/1432.html
http://www.odu.edu/content/odu/about/policiesandprocedures/bov/bov1400/1433.html
http://www.odu.edu/content/odu/about/policiesandprocedures/bov/bov1400/1434.html
http://www.odu.edu/content/odu/about/policiesandprocedures/bov/bov1400/1435.html
http://www.odu.edu/content/odu/about/policiesandprocedures/bov/bov1400/1436.html
http://www.odu.edu/content/odu/about/policiesandprocedures/bov/bov1400/1437.html
https://www.dol.gov/whd/forms/WH-380-E.pdf
https://www.dol.gov/whd/forms/WH-380-F.pdf
https://www.dol.gov/whd/forms/WH-384.pdf
https://www.dol.gov/whd/forms/WH-385.pdf
https://www.dol.gov/whd/forms/wh385V.pdf
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