
 
 

Leader Checklist: Supporting an Employee on FMLA 
Use this guide to help employees navigate the leave process while ensuring required 

actions are completed throughout their leave. 

When Leave Is Requested 

☐ 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 hip surgery and will have physical therapy appointments.” Submit a separate 

request for pregnancy complications if applicable. 

☐ Notify Employee of FMLA 

Refer the employee to the VU Leave Request Portal. If they have not applied within 

three (3) days, submit the request on their behalf. Please use this link to download the 

Parental Leave Calendar so you can plan PTO, Parental Leave, Legacy Sick, and STD 

usage. 

☐ Discuss Pay Leave Options 

Discuss available pay options with the employee to determine how they want to utilize 

them while on FMLA, including Paid Parental Leave, PTO, Legacy Sick and Short-Term 

Disability. Please use this link to download the Parental Leave Calendar so you can plan 

PTO, Parental Leave, Legacy Sick, and STD usage. 

☐ Ensure Employee Correctly Enters FMLA Hours to Track Usage 

Make sure the employee enters FMLA hours or enter FMLA hours on their behalf in 

Kronos (for hourly employees) or Oracle (for exempt employees) for each day work is 

missed while on FMLA. Both the FMLA absence and the applicable pay code must be 

entered in Kronos or Oracle while on leave.  There will be two separate entries, one for 

FMLA and one for the pay option. Exception: FMLA is not tracked during winter break. 

☐ Short-Term Disability Information 

Short-term Disability (STD) can only be used for an employee’s own serious health 

condition or recovery after giving birth. There is a 14-day waiting period before STD pay 

benefits begin, and the employee must use one of their available pay options: PTO, Paid 

Parental Leave, or Legacy Sick. Employees cannot receive pay from VU once their STD 

paid benefits begin. Make sure the employee enters unpaid leave in Kronos or Oracle 

beginning on day 15 of their leave. 

 

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
https://cdn.vanderbilt.edu/vu-sub/wp-content/uploads/sites/297/2025/12/24122304/Parental-Leave-Calendar.xlsx


 
 

☐ Set Out-of-Office Message 

Coordinate work responsibilities and assist with an out-of-office message, if applicable, 

when leave is foreseeable. 

 

Continuous Leave 

☐ Return to Work Notice 

Confirm the return-to-work date 2 days prior to the employee returning to work. Contact 

the employee if they have not reached out to you. Ensure you receive the completed 

Return to Work Form prior to the employee returning to work. Email the completed 

return-to-work form to the Workforce Absence Team at fmlaprocessing@vanderbilt.edu  

or fax it to 615-343-4142. 

☐ Benefit Premiums while on FMLA 

Employees are required to pay their portion of premiums while on leave.  They will 

automatically be enrolled in Empyrean's billing services while on unpaid leave. Direct 

questions about paying benefits while on unpaid leave to 

openenrollment@vanderbilt.edu 

 

Intermittent Leave 

☐ Intermittent FMLA Approval 

Ensure the employee uses their intermittent FMLA as stated in their approval email. If 

the employee takes more time than approved, immediately notify the Workforce 

Absence team via email at  fmlaprocessing@vanderbilt.edu.   

 

https://cdn.vanderbilt.edu/vu-sub/wp-content/uploads/sites/297/2025/12/24122155/ReleaseReturnToWork.pdf
mailto:fmlaprocessing@vanderbilt.edu
mailto:openenrollment@vanderbilt.edu
https://encoded-592c9deb-987b-4562-aa3c-9fa3d37d83e9.uri/mailto%3afmlaprocessing%40vanderbilt.edu.%2520
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