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Supervisor FAQ Guide: Supporting an Employee on
Approved FMLA Leave

1. An Employee Has Been Approved for FMLA. What's My Role?
As a supervisor, your primary responsibilities are to:

» Ensure FMLA is tracked accurately

» Coordinate staffing and workload coverage

» Maintain appropriate communication with the employee

» Collaborate with HCM and the Workforce Absence & Recovery team as needed
» Support compliance with FMLA requirements

2. What Should | Do Right Away?
For Continuous Leave
When an employee will be out for an extended period:

e Collaborate with HCM to ensure the employee's Oracle Assignment Status is
updated appropriately.

« Confirm the employee's anticipated leave dates.

o Discuss how available benefits and leave balances (PTO, Paid Parental Leave,
Legacy Sick Leave, and/or Short-Term Disability) will be used.

o Ensure an out-of-office message is established, if appropriate.
e Develop a coverage plan for the employee's responsibilities.

o \Verify FMLA time is tracked correctly in Kronos (for hourly employees) or Oracle
(for exempt employees).

For Intermittent Leave
When leave will be taken periodically:
« Review the employee's approved leave schedule, if known.

o Remind the employee to identify FMLA-related absences when they call out.



VANDERBILT UNIVERSITY
People, Culture and Belonging

« Reinforce departmental call-in procedures.
« Plan for staffing coverage when absences occur.

e Monitor and approve FMLA time accurately in Kronos or Oracle.

3. What Types of FMLA Leave Might an Employee Use?

Leave Type Description

Continuous Leave Absence lasting more than three consecutive workdays

Leave taken in separate blocks of time (hourly, daily, or in

Intermittent Leave .
weekly increments)

Reduced Schedule

Leave Temporary reduction in regularly scheduled work hours

Employees may qualify for leave due to:

« Their own serious health condition

Pregnancy and childbirth

Adoption or foster placement

Military caregiver leave

Military exigency leave

4. How Should | Manage Coverage and Staffing?

Start by determining whether responsibilities can be redistributed among team
members.

If additional support is needed, consider temporary staffing solutions.

For extended intermittent leave situations, consult your Engagement Consultant to
discuss available options that support both operational needs and FMLA compliance.

Important: Employees on FMLA are entitled to return to the same or an equivalent
position at the end of their approved leave.
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5. Can | Contact the Employee's Healthcare Provider?

No.

All medical documentation and communication with healthcare providers must be
handled through the Workforce Absence and Recovery Team. Supervisors should not
request or obtain additional medical information directly.

6. How Do | Track FMLA Time?

Accurate tracking is one of your most important responsibilities.
e Hourly employees: Kronos is used to track FMLA hours
o Exempt employees: Oracle is used to track FMLA hours

Whenever possible, review and confirm reported FMLA time with the employee before
approving it.

7. How Are Employees Paid During FMLA Leave?
Depending on eligibility and available balances, employees may use:
« PTO
e Legacy Sick Leave
o Paid Parental Leave

e Short-Term Disability benefits (There is a 14-day waiting period before paid
benefits begin.)

Employees must exhaust available paid leave before transitioning to unpaid leave
unless Short-Term Disability benefits apply. Specific rules vary based on the reason for
leave. When questions arise, partner with the Workforce Leave and Recovery Team for

guidance.

8. How Do | Manage Timecards During an Employee’s FMLA Leave?
Timecard review and approval do not change while the employee is on FMLA leave.

e Ensure that paid time options have been entered correcily.
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e Ensure that unpaid time has been entered during the time the employee is
approved for short-term disability pay benefits.

9. Can | Contact an Employee While They Are on Leave?
In most cases, avoid contacting employees about work matters while they are on leave.
Contact may occur only when there is a legitimate and critical business need.

If an employee performs work while on leave, that time must be properly compensated.

10. What Are My Best Practices for Managing Intermittent Leave?
Successful intermittent leave management depends on proactive communication.
Do:

o Set clear expectations around attendance and call-in procedures.

e Maintain open communication regarding operational needs.

« Encourage advance notice whenever possible.

e Ensure FMLA hours are documented and tracked correctly.

Don't:
o Discourage employees from using approved FMLA leave.
e Count approved FMLA absences as attendance violations.

o Request additional medical details outside approved processes.

11.What If an Employee Is Nearing FMLA Exhaustion?
As leave approaches the 12-week maximum:
e Contact the Workforce Leave and Recovery Team to review leave utilization.

e Collaborate with the Workforce Leave and Recovery Team to determine if a
referral to the Equal Opportunity and Access Office (EOA).

12. How Should Performance and Attendance Be Managed?
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Employees remain accountable for performance expectations and business objectives.

When evaluating attendance and performance:

Consider approved FMLA absences separately from attendance concerns.

Hold employees accountable for departmental call-in procedures while on
intermittent.

Apply attendance policies only to related absences not approved under FMLA
leave.

Evaluate performance based only on work expectations and results during the
time the employee was actively at work.

Supervisor Reminders

v Track FMLA Hours and leave accurately

v Communicate consistently and professionally

v Protect employee confidentiality

v Partner with HCM and the Workforce Absence and Recovery Team when questions

arise

v Focus on supporting both the employee and operational needs

When in doubt, contact your HCM and the Workforce Absence and Recovery Team
before taking action.



