Medical Leaves Administration
COI'IleH UnlverSit 395 Pine Tree Rd. Suite 130 EHOB
y Ithaca, NY 14850
Tel/Fax: 607- 255-1177
wcds@comell.edu
https://www.hr.cornell.edu

Family Health Leave Procedures

Eligible employees may take Family Health Leave with reasonable advance notice and in consultation
with supervisors. The following procedures provide guidance to departments on how to administer the
leave in the most effective manner.

The Role of the Medical Leaves Administration (MLA) office

MLA will be your consultant in interpreting the Family Health Leave Policy as it applies to your
individual cases. Our goal is to provide consistent guidance for all campus units to achieve uniformity of
treatment for staff in this important area of HR management.

MLA will conduct regular and frequent post-audits of leave activity to be sure the proper leave
parameters are being met in practice.

MLA will provide up-to-date versions of the various forms that will be needed for staff to provide
proper notification and support documentation.

MLA will manage all medical information that will be required under the Family Health Leave policy.

There is a special form for medical providers to verify the existence of a serious health condition of a
family member. The health care provider form should always be returned to MLA, as it is designed to
contain confidential information departments should not view.

MLA will notify the department and the staff member in writing of the approval or denial of the leave.
Appeals of denials by MLA should be submitted in writing to the Director of Benefit Services.

Procedures: The Department

ADMINISTERING A FAMILY HEALTH LEAVE

Departments will routinely determine the eligibility of the staff member requesting the leave. Employees
must have worked at least twelve months for the University and at least 1250 hours worked in the 12-
month period immediately prior to the planned commencement of the leave.

Departments should direct staff to request Family Health Leave in writing on the proper form. Once the
form is completed, forward the Family Health Leave Request form to MLA for review and approval.

We all prefer plenty of advance notice and a written request for leave with time expectations clearly
identified. However, staff members have the federally protected right to issue very short-term, oral
notices when circumstances prevent anything but an urgent request. Contact MLA to expedite short-
term notices appropriately.

Departments will enter the new job status change for the anticipated period of the leave through an
HR On-line transaction, or by correct entries in Workday.
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Keep in touch with MLA as we process the application and issue the Tentative Approval (or denial) and
the Final Approval notices to staff participants.

A key provision of Family Health Leave is the use of up to 10 days of accrued sick leave, if
available, by staff participating in an approved leave. Departments will be responsible for
calculating and applying supplemental leave from accruals during the leave, according to the

policy.

Procedures: The Staff Member

REQUESTING A FAMILY HEALTH LEAVE

Staff members requesting a Family Health Leave should keep in mind the business needs of their
departments and provide as much notice of the intended dates of the leave as is practical.
Departments normally require a written notice on a Family Health Leave Request.

Staff members should expect to show evidence of the serious health condition of a family member and
their relationship to that family member in need of their assistance. MLA has the approved form for the
health care provider to complete, which will be mailed to staff upon our receipt of the Family Health
Leave Request form.

MLA will review the information provided by the requesting staff member and the health care provider
and issue a notice of approved leave or a denial. Staff may appeal the denial in writing to the Director of
Benefit Services.

RETURNING FROM A FAMILY HEALTH LEAVE
No medical clearance to return to work will be required. Staff should provide notice to their
supervisors regarding their leave plans.

Departments will hold positions for leave participants; however, the position may not be held if the
total amount of time away from work exceeds 26 weeks in the prior 52-week period. Staff should check
with supervisors or their local HR representatives to learn what leaves apply to the total time away
from work provision. MLA can also advise leave participants the exact number of days taken or
available for use.

Updated 10/05/2021 Page 2 of 2
Family Health Leave Procedures

Diversity and Inclusion are a part of Cornell University's heritage. We are a recognized employer and educator valuing AA/EEO, Protected Veterans, and Individuals with Disabilities.
We also recognize a lawful preference in employment practices for Native Americans living on or near Indian reservations.



	The Role of the Medical Leaves Administration (MLA) office
	Procedures: The Department
	Administering  a Family Health Leave

	Procedures: The Staff Member
	Requesting  a Family Health Leave
	Returning  from a Family Health Leave





Accessibility Report





		Filename: 

		Family Health Procedures ax.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 1



		Passed manually: 1



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

