
FMLA HCM Checklist  
 
 

 Listen Actively: Do not require the employee to say "FMLA." Simply look for indicators of a 
serious health condition or qualifying family need, such as “I am having a baby.” Or “My 
mom is having knee replacement surgery and will need to attend physical therapy.”  
 
Notify Employee of FMLA 
Notify the employee of the ability to apply for FMLA by completing the request form using 
this link: Origami VU Leave Request Portal  
 

• If the employee has not requested leave within 3 days, please apply on their behalf  
 

 Discuss Leave Options 
Discuss pay options with the employee to determine how they want to use pay while on 
FMLA. (Legacy Sick, Parental leave, PTO, Short-Term Disability). 
 

• For the birth of a child, please use this link to access the Parental Leave Calendar to 
document the employee’s pay plan options. 

 
 Ensure Employee Tracks FMLA Usage 

Ensure the employee tracks FMLA usage in Kronos (for hourly employees) or Oracle (for 
exempt employees) for each day missed from work.  (Exception: FMLA is not tracked during 
winter break.) 
 

 Ensure Employee Enters Pay Type Correctly (This is how the employee will be paid while 
on FMLA) 

Ensure the employee uses PTO, Legacy Sick, and/or Parental Leave and enters their pay 
type in  Kronos or Oracle (unless receiving short-term disability payments).   
 
• There will be two absence entries in Kronos or Oracle. One is for FMLA, and the 

second is for the employee’s pay type while on leave.  
o If this is an hourly (Non-Exempt) employee, Unpaid Time Off must be 

submitted in Kronos while the employee is receiving STD pay benefits from 
New York Life. 

o If this is a Salaried (Exempt) employee, Unpaid Leave must be submitted on 
the employee’s Absence Record in Oracle while receiving STD pay benefits 
from New York Life.    

 
Continuous Leave 
 Update Assignment Status 

Update the assignment status to reflect the employee’s approved FMLA leave. Continue to 
update as necessary based on pay status (paid vs unpaid).  

• If the employee has exhausted their PTO, Legacy Sick, Parental leave, or is receiving 
short-term disability benefits the employee’s assignment status should be updated 
to unpaid status.  

https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=dSt%2B61gdf%2BKjIiPGn0HfWJywyeVLN1HlakMCxJy8e6dUnDEwxVG8fUE0e274Qc4bmW80p0%2Bc54YeiJx8yzAAEcNhRIss5xv5gADdSASn0DTPmJeKxX%2F94%2FBG8PR8ZnhF
https://live.origamirisk.com/Origami/IncidentEntry/Direct?token=dSt%2B61gdf%2BKjIiPGn0HfWJywyeVLN1HlakMCxJy8e6dUnDEwxVG8fUE0e274Qc4bmW80p0%2Bc54YeiJx8yzAAEcNhRIss5xv5gADdSASn0DTPmJeKxX%2F94%2FBG8PR8ZnhF
https://cdn.vanderbilt.edu/vu-sub/wp-content/uploads/sites/297/2025/12/24122304/Parental-Leave-Calendar.xlsx
Holt, Shelia
@Garden, Zoe I have updated the link as the one that was currently imbedded no longer worked/ 

Holt, Shelia
@Garden, Zoe I have updated this link to route to the parental leave calendar as it did not work. 



Please use this link to update the employee’s Assignment Status: Facilitating Leave in Oracle 
for Staff   

 Update Status for Employees on STD 
If the employee plans on using short-term disability, ensure their assignment status is 
changed to unpaid on the 15th day of their leave. 

• The first 14 days of their leave are the waiting period; the employee can use PTO, 
Legacy Sick, and/or Parental leave.  

 
 Update Assignment Status – Return to Work 

Update the assignment status to active when the employee returns to work.  Please see the 
Facilitating Leave in Oracle for Staff to change the Assignment Status. 
 

Intermittent Leave 
 Assignment Status 

Assignment status does not need to be updated.  
 

 

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fecsr.fa.us2.oraclecloud.com%2FfscmUI%2Ffaces%2Fdeeplink%3FobjType%3DCSO_ARTICLE_CONTENT_HCM%26objKey%3DdocId%253DPROC21%253Blocale%253Den_US%26action%3DEDIT_IN_TAB&data=05%7C01%7Cshelia.holt%40Vanderbilt.Edu%7Cd02b9888448c4b06d74108db401d078e%7Cba5a7f39e3be4ab3b45067fa80faecad%7C0%7C0%7C638174266121615069%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=F9aRjRg79wfjmkS2PQKOQbHckOtfhC9NQYQMsp1GltY%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fecsr.fa.us2.oraclecloud.com%2FfscmUI%2Ffaces%2Fdeeplink%3FobjType%3DCSO_ARTICLE_CONTENT_HCM%26objKey%3DdocId%253DPROC21%253Blocale%253Den_US%26action%3DEDIT_IN_TAB&data=05%7C01%7Cshelia.holt%40Vanderbilt.Edu%7Cd02b9888448c4b06d74108db401d078e%7Cba5a7f39e3be4ab3b45067fa80faecad%7C0%7C0%7C638174266121615069%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=F9aRjRg79wfjmkS2PQKOQbHckOtfhC9NQYQMsp1GltY%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fecsr.fa.us2.oraclecloud.com%2FfscmUI%2Ffaces%2Fdeeplink%3FobjType%3DCSO_ARTICLE_CONTENT_HCM%26objKey%3DdocId%253DPROC21%253Blocale%253Den_US%26action%3DEDIT_IN_TAB&data=05%7C01%7Cshelia.holt%40Vanderbilt.Edu%7Cd02b9888448c4b06d74108db401d078e%7Cba5a7f39e3be4ab3b45067fa80faecad%7C0%7C0%7C638174266121615069%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=F9aRjRg79wfjmkS2PQKOQbHckOtfhC9NQYQMsp1GltY%3D&reserved=0
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