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Leave of Absence



Leave Terminology

Family Medical Leave Act (FMLA):  A federal labor law that 
entitles eligible employees of covered employers to take 
unpaid, job-protected leave for specified family and medical 
reasons with continuation of group health insurance 
coverage under the same terms and conditions as if the 
employee had not taken leave.

Extended Leave, ASU Leave, Non-FMLA Leave:  ASU 
policy that allows for a leave of absence when an employee 
is not eligible for FMLA



Leave Terminology

Continuous:  Leave that is taken and not broken up by periods of 
work. Continuous FMLA leave is typically when an employee is 
absent for three consecutive business days or longer. For 
example, a new mother can take 12 weeks off from work for birth 
on bonding.

Intermittent: Leave taken in separate periods of time due to a 
single Qualifying Reason, rather than for one continuous period of 
time. Examples of Intermittent Leave include leave taken on an 
occasional basis for medical appointments or leave taken several 
days at a time spread over a period of months.



Leave Terminology

Paid Leave Benefits:  Sick, Vacation, Holiday

Leave of Absence: Time taken away from work for reasons 
such as childbirth, caring for an ill family member, an 
employee’s own health condition.



Overview of Leave of Absence StepsProcess

1. Initiate the Leave of Absence

2. Respond to the Leave Request

3. Take Required Action

4. Approve/Deny the Leave Request



Step 1:  Initiate the Leave of Absence Process

Employee

• Initiate the leave request and notifies supervisor and 
Department HR

• Submit a Service Request through email: Send an email 
to: HR_Disability@asu.edu.

• Submit leave request form with type and dates of leave

• Initiate request 30 days prior to begin date if planned or as 
soon as possible if unplanned.



Step 1:  Initiate the Leaves of Absence Process

Supervisor/Dept HR Representative 

• Direct employee to initiate the leave request if absent for 
more than 3 consecutive scheduled work days.

• May initiate the leave request on behalf of the employee if 
the employee is incapacitated.

 Submit a Service Request through email: Send an email to: 
HR_Disability@asu.edu.



Step 2:  Respond to leave request

OHR Benefits Partner

• Evaluates eligibility

• Sends leave packet to employee

• Sends notification to Dept HR Team



Step 3:  Required Actions

Employee

• Follow established department call/time reporting 
procedures

• Submit Medical Certification if leave for own health 
condition, care of family member, birth mother – 15 
calendar days

• Submit Release to Return to Work if leave for own health 
condition, birth mother – 14 days prior to return from leave

• Keep Supervisor, Department HR and Benefits informed



Step 4:  Approve/Deny Leave Request

OHR Benefits Partner

• Evaluates documentation

• Issue designation notice with approval/denial

• Update Leave Tracker and Send notification to Dept HR 
Team if dates are different.



Faculty, Academic Professionals Checklist



Faculty, Academic Professionals Request Form

Academic Personnel Request 
Form with signatures must be 
submitted to Provost and OHR 
Benefits



Staff Leave Checklist



Staff Request Form

Staff Leave Request Forms 
must be submitted to Provost 
and OHR Benefits



Supervisor

• Direct employee leave inquires to OHR Benefits 
HR_Disability@asu.edu.

• Direct employee timesheet/payroll inquires to Department 
HR Team

• Contact OHR Benefits Partner HR_Disability@asu.edu if 
you have questions



Leave Questions

Direct employee leave inquiries to the employee service center.  

 Service Center phone numbers:

 Create a service ticket via email:  HR_Disability@asu.edu

 If employee is unable to initiate request, create a service ticket

Employee services
855-278-5081 
Monday – Friday 
8 a.m. to 5 p.m. 
Arizona time

Faculty services
480-727-9900
Monday – Friday 
8 a.m. to 5 p.m. 
Arizona time



Leave Questions

Service Ticket Request



Leave Responsibilities

FS Employment 
Data Management

• Administrative
• Business Related
• Holds
• Sabbatical

OHR Benefits 
Partners

• FMLA
• ASU (Non-FMLA)
• Military
• Personal Leave 

needs department 
approval



Leave Responsibilities
Employee

Request Leave

Submit Certification

Keep department informed

Request sick/comp/vacation

Pay benefit premiums timely

Short Term Disability

Long Term Disability

Submit Release to Return to 
Work

OHR Benefits Administrator

Verify eligibility

Provide forms to employee within
required timeframe

Enter and update leave status in 
PeopleSoft

Monitor and update leave status

Short Term Disability

Long term Disability

Coordination of Benefits

Compassionate Transfer of Leave

Consultation with employee and 
department

Department

Track intermittent FMLA leave 
hours and submit to OHR 
Benefits monthly

Monitor paid leave benefits 
(vacation, sick, compensatory 
hours) each pay period through 
time and labor

Submit a leave of absence 
status change form to update 
paid status (paid to unpaid or 
unpaid to paid)

Contact OHR Benefits 
Administrator if you need 
assistance

Faculty leaves - Faculty leave 
form must be submitted to the 
Provost office.



Leave Processing Time Line

Day Action Responsible
Initiate leave request Request Leave of Absence Employee

Within 5 business days of leave 
request

Respond to request OHR Benefits 
Partner

Within 15 calendar days of 
request for medical certification

Return required forms Employee

Within 7 calendar days of 
medical certification deadline or 
if authentication or clarification 
needed

Provide written extension to 
employee with 7 calendar 
day deadline

OHR Benefits 
Partner

Within 5 business days of 
medical certification receipt

Issue  required form OHR Benefits 
Partner

14 business days prior to 
expected return to work date

Provide release to return to 
work to OHR Benefits

Employee



Leave Visibility

FMLA Accumulator

 Paycheck

 FMLA Tracking Page

FMLA Tracking Page

 Intermittent & Continuous

Job Data

 Continuous

 FMLA, ASU, Military



Navigation:  FMLA Tracking Page

PeopleSoft Navigation:  Main Menu>Benefits>Track FMLA (Family 
Medical Lv)>Request/Authorize/Track Leave>Activity



Leave Visibility- FMLA Tracking Page



06/08/22 08/30/22 08/31/22

1. Leave of Absence FMLA Begin FMLA
End

Extended Leave

2. Paid Benefits Paid Parental Begin Paid Parental Ends Paid Vacation Hours

3. Disability Benefits Short Term Disability 
Begin

Short Term Disability 
Ends

12 Weeks

12 Weeks

6 or 8 
Weeks 
estimated

Concurrent Actions/Benefits During Leave

Example:  Employee begins leave due to birth, has elected short term disability.  Employee requests 
additional leave time after FMLA exhausts for non medical reasons.



Release to Return to Work

Must be submitted 14 business prior to expected return to 
work date

• Release full duty, no restrictions
• Temporary Accommodations 
• Permanent Accommodations or restrictions to work from home–

Must go through ADA process 



ADA



ADA Updates & Reminders

RTW Forms 

• Temporary Accommodations 
• Permanent Accommodations – Must go through ADA process 

Intermittent leave requests (Non-FMLA)
• Employees not eligible for intermittent FMLA, must go through 

the ADA process 

Contact
• equityandinclusion@asu.edu
• 480-727-1770 



Flexible Work Arrangement

Department leadership may alter an employee’s schedule to provide 
necessary support services to the university community, to expedite a 
unit’s work flow, or to accommodate an individual employee’s needs. 

Telecommuting Guidelines:  
• https://cfo.asu.edu/telecommuting-guidelines

SPP 306:  Flexible Work Arrangements
• https://www.asu.edu/aad/manuals/spp/spp306.html



Flexible Work Arrangement

Department leadership may alter an employee’s schedule to provide 
necessary support services to the university community, to expedite a 
unit’s work flow, or to accommodate an individual employee’s needs. 

Telecommuting Guidelines:  
• https://cfo.asu.edu/telecommuting-guidelines

SPP 306:  Flexible Work Arrangements
• https://www.asu.edu/aad/manuals/spp/spp306.html



Incident Reporting



Work Related Illness/Injury Incident Reporting
Employee
United States 
• call 911 if the incident is a medical emergency. 
• For non-emergencies, call CorVel at 1-800-685-2877 to report the 

work-related injury or illness. University 
• Employees working on the Tempe campus can contact ASU Employee 

Health services for non-emergency injuries, 8 a.m. to 5 a.m., Monday-
Friday.

Approved international business travel 
• Print and carry the ASU Travel Insurance Card at all times.
• For medical emergencies, call the local emergency services. 
• For non-emergencies, call the 24/7 phone number on the card, 

reference the policy number and the State of Arizona. Visit the travel 
insurance webpage for details. 



Work Related Illness/Injury Incident Reporting
Supervisor

Supervisor
• Employees must notify their supervisor of the incident 

within 24 hours.
• Report the incident online at Employee and non-

employee incident report or call 480-965-1823 or 480-
727-9669.

• Submit the completed supervisor’s incident 
investigation report within 48 hours.

• Report all time missed from work due to the incident to 
benefits workers’ compensation

• A release to return to work must be submitted prior to 
return to work



Work Related Illness/Injury Incident Reporting
Supervisor

OHR Benefits Report:  
https://cfo.asu.edu/benefits-guide-reporting-job-related-
injury-illness

Environmental Health & Safety:  
https://cfo.asu.edu/incident-reporting
or call 480-965-1823 or 480-727-9669.



Supervisor

New Incidents/Claims Established 
Incidents/Claims

Direct employee workers’ 
compensation inquires to 
OHR Benefits 
HR_Disability@asu.edu.

Direct employee claim status 
and pay inquires to Arizona 
Department of Administration -
Risk Management

602-542-2182



Thank you
Questions?


