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Standard Operating Procedure 
 
Section:   Benefits 
 
Section Title:  Leaves of Absence 
 
Procedure Name:  Medical Leave of Absence 
 
Policy Attached to:  60.3.7, 60.3.8, 60.3.9 
 
Originally Issued:  April 18, 2016 
 
Revisions:   5/5/16 
 
 
The following procedures are for Rutgers University-Camden only.  These procedures are in 
accordance with the policies established by University Human Resources. 
http://policies.rutgers.edu/view-policies/human-resources-hr-%E2%80%93-section-60 
 
PURPOSE:   
 
Medical Leave is for an employee’s serious health condition that makes the employee 
unable to perform the essential functions of his/her job. This includes incapacitation due to 
pregnancy or recovery after childbirth. Please see policy 60.3.7, 60.3.9, 60.3.9 for further 
details. 
 
PROCEDURE: 
 

1. The process begins when the employee requests a leave of absence. The process 
may also begin at the suggestion of the manager or supervisor to the employee.  

2. The employee schedules a meeting with Rutgers University-Camden Human 
Resources (RUC-HR).  It is not necessary for the manager to be in attendance. 

3. If the leave request appears to be late (we should have 30 days notice for 
foreseeable leave, and notice as soon as practicable for unforeseeable leave), the 
employee is asked to provide a justification for the late notice.  If the employee does 
not provide a reasonable justification, leave approval can be delayed or denied 

4. The employee meets with RUC-HR and if eligible for leave under the Family and 
Medical Leave Act (FMLA) receives the FMLA poster and the Certification of Health 
Care Provider for Employee’s Serious Health Condition paperwork. The employee 
has 15 calendar days from receipt to return relevant certifications to RUC-HR unless 
the employee provides evidence that it is not practicable under the particular 
circumstances to do so despite the employee's diligent, good faith efforts.  In such 
instances, the employee will be granted additional time (typically, seven calendar 
days) to provide the certification. 

5. If the employee has not requested FMLA/NJFLA leave in a 12 month period 
(measured backward from the date of the employee’s current leave request or 

http://policies.rutgers.edu/view-policies/human-resources-hr-%E2%80%93-section-60
http://policies.rutgers.edu/view-policies/human-resources-hr-%E2%80%93-section-60
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usage), RUC-HR will mail the FMLA Notice of Eligibility and Rights and 
Responsibilities to the employee within five business days of meeting. This will be 
sent via certified mail and regular mail; and email when appropriate.  If a Notice of 
Eligibility and Rights and Responsibilities is required, the employee will have 15 
calendar days from receipt of the notice to provide the Certification of Health Care 
Provider form.  If the employee is not eligible for FMLA leave, RUC-HR will provide 
the Notice of Eligibility and Rights and Responsibilities informing the employee. 

6. RUC-HR will report to the employee’s manager that a medical leave is impending. 
RUC-HR will give the department a briefing regarding a potential timeline without 
divulging details of the employee’s medical condition. 

7. If the employee is eligible for FMLA: 
a. The employee will return the Certification of Health Care Provider for 

Employee’s Serious Health Condition to RUC-HR.  
b. If the leave is approved, RUC-HR will prepare and mail the FMLA Designation 

Notice to the employee within 5 business days of receipt of the Certification 
of Health Care Provider for Employee’s Serious Health Condition, signing on 
behalf of the department upon approval.  RUC-HR will provide a copy of this 
FMLA Designation Notice to the employee’s direct manager. 

c. RUC-HR will work as a liaison between the department and the employee to 
establish a timeline for the medical leave. If an employee has sick time 
available, they will be required to exhaust this sick time prior to the start of 
continuous FMLA leave. If an employee has sick time available that will cover 
the length of the medical leave, a period of FMLA will not be required.  (For 
intermittent leave, sick time runs concurrent with FMLA.)   

d. If there will be a period of FMLA, RUC-HR will verify with the employee if 
they wish to use available vacation, administrative leave, or personal 
holidays concurrently with their FMLA.  

e. If the leave is denied, RUC-HR will prepare and mail the FMLA Designation 
Notice to the employee within 5 business days of receipt of information on 
which the denial is based, informing the employee that the leave has been 
denied.  RUC-HR will provide a copy of the FMLA Designation Notice to the 
employee’s direct manager. 

8. If the employee is ineligible for FMLA: 
a. RUC-HR will review other options for medical leave with the employee and 

the employee’s manager (e.g., Collective Negotiations Agreement provisions, 
university medical leave). 

b. If leave is not granted under another policy or option, and the employee is 
experiencing a temporary or permanent disability, ADA requests will be 
reviewed. 

9. RUC-HR will update the Absence Reporting System (or coordinate the updates with 
the employee’s department) once the employee begins the medical leave. 

10. RUC-HR will update the leave in HCM if/when a continuous unpaid leave applies. 
11. University Human Resources is informed via HCM regarding the employee’s leave of 

absence. An unpaid leave status will trigger University Human Resources to bill the 
employee directly for medical insurance, where applicable.  For the first 3 months of 
unpaid leave, the employee will be billed for his/her share of the medical insurance 
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premium.  If the unpaid leave extends beyond 3 months, the employee will be billed 
for the full premium.   

12. For the duration of the employee’s medical leave, the employee is obligated to 
communicate with their manager or RUC-HR regarding any changes to their return 
to work date. 

13. RUC-HR will communicate with the employee during the medical leave to confirm 
the employee’s return to work date.  

14. If there are changes to an employee’s return to work date, RUC-HR will act as a 
liaison between the employee and the department to react to any changes. The 
employee will be required to provide a new Certification of Health Care Provider for 
Employee’s Serious Health Condition to RUC-HR to verify changes.  

15. RUC-HR will communicate changes to the employee’s medical leave timeline to the 
manager.  RUC-HR will assign additional sick, vacation, administrative leave or 
personal holidays as requested by the employee.  RUC-HR will update HCM if need. 

16. If an employee requests a longer period of medical leave than the FMLA allows, 
additional leave options will be reviewed (e.g., Collective Negotiations Agreement 
provisions, university medical leave, ADA). The employee may be required to 
submit additional medical certification. 

17. RUC-HR will communicate with the employee if a Fitness for Duty form will be 
required, when applicable. When the employee returns to work, RUC-HR will return 
the employee from leave in HCM and update ARS as necessary.  All employees will 
be required to bring a doctor’s note verifying they are fit to return to work.  The 
requirement for a Fitness for Duty Form or Doctor’s note will be included in the 
FMLA Designation Notice. 

 
While on unpaid continuous medical leave from Rutgers University, an employee may be 
eligible to receive Temporary Disability benefits from the State of New Jersey Department 
of Labor. To receive this partial income replacement, an employee must complete the New 
Jersey Application for Temporary Disability Insurance Benefits (and the employee’s 
medical provider must complete the Medical Certification) and then must submit the 
application  to RUC-HR for employer verification.  RUC-HR will work with University 
Human Resources to complete this process. These forms will then be sent directly to the 
Department of Labor for processing. Once the employer verification is complete, the 
employee works directly with the Department of Labor on the remaining steps for the 
claim. 
 
In some cases, an employee may request temporary or permanent accommodations before 
returning to work as a result of their medical condition. These requests will be reviewed as 
required in accordance with the Americans with Disabilities Act. 
 
Maternity Leave: 
Note regarding Maternity Leave – Pregnant employees typically are eligible for a total 
period of leave in excess of 12 weeks. Initially, a pregnant employee is eligible for medical 
leave for her period of incapacitation due to pregnancy and delivery, as well as any 
intermittent absences caused by morning sickness, etc. The continuous period of 
incapacitation when the employee cannot work is determined by her doctor but typically 
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runs from seven to ten weeks. Then the employee would be eligible for an additional 12 
weeks of family leave to care for the employee’s newborn child under FMLA and/or NJFLA. 
 
ATTACHMENTS (as samples only): 

1. FMLA / NJFLA Poster 
2. Certification of Health Care Provider for Employee’s Serious Health Condition 
3. FMLA/NJFLA Notice of Eligibility  
4. FMLA/NJFLA Designation Notice 
5. Fitness for Duty 
6. New Jersey Application for Temporary Disability Benefits 

 


