
Family and Medical Leave 
Handbook

H U M A N  R E S O U R C E S



This handbook provides general information regarding Rogue Community College’s administration of Family 
and Medical Leave and is not intended to be the sole source of information regarding FMLA and OFLA. In all 
cases applicable state and federal laws, rules, policies, and collective bargaining agreements govern the 
employee’s and the College’s rights and obligations, not this document.  

FMLA and OFLA are not optional. The law requires the College to provide these entitlements. 

Federal and state law prohibit retaliation against an employee with respect to hiring or any other term or 
condition of employment because the employee asked about, requested, or used Family and Medical Leave. 

Due to the complexities of FMLA and OFLA, individuals are encouraged to consult with Human Resources 
regarding employee and employer rights and responsibilities pertaining to FMLA and OFLA, as well as their 
individual circumstances. 

Family and Medical Leave Regulatory References: 

The Federal Family and Medical Leave Act, as amended, 29 USC §§ 2601 et seq; section 585 of the National Defense 
Authorization Act for FY 2008 and federal regulations 29 CFR Part 825 http://www.dol.gov/whd/regs/statutes/fmla.htm 

The Oregon Family Leave Act as amended, Oregon Revised Statutes (ORS) 659A.150 through 659A.186 and ORS 
659A.306 http://www.leg.state.or.us/ors/659a.html and Oregon Administrative Rules (OAR) 839-009-0200 through 839-
009-035, OAR 166-300-0010 through 166-300-0045, and OAR 101-030-0005 through 101-030-0027 and OAR 839-009-
0370 through 839-009-0460 http://arcweb.sos.state.or.us/rules/number_index.html, and the Oregon Military Family 
Leave Act  

http://www.dol.gov/whd/regs/statutes/fmla.htm
http://www.leg.state.or.us/ors/659a.html
http://arcweb.sos.state.or.us/rules/number_index.html
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Introduction 
The Family and Medical Leave Act (FMLA) and Oregon Family Leave Act (OFLA) were enacted to assist employees and 
employers in balancing the demands of the workplace with needs of employees and their families when leave is needed 
due to serious health conditions and other specified entitlements. FMLA was enacted by Congress in 1993 and is 
regulated by the U.S. Department of Labor, Wage and Hour Division. OFLA was enacted by Oregon Legislature in 1995 
and is enforced by the State of Oregon, Bureau of Labor and Industries (BOLI). 
 
When you need to take time off work for a qualifying reason, you may be eligible for unpaid, job-protected leave. The 
leave laws define who is eligible, what absences qualify, and how much leave you may take. FMLA and OFLA are similar 
in nature. In many cases, both laws may apply to an employee's leave of absence. When both FMLA and OFLA apply, the 
leaves run concurrently and the College will follow the law most beneficial to the employee. 
 
This handbook provides information regarding your rights and responsibilities, answers to common questions, and 
additional resources. Protected leave under FMLA/OFLA are only one component of the benefits and policies that may 
be applicable to you. As you consider your individual needs, you are encouraged to consult with Human Resources. 
 

Is RCC a covered employer? 
Rogue Community College (RCC) qualifies under the laws as a covered employer for both FMLA and OFLA. As such, RCC 
must comply with and consistently provide the protections afforded under the law(s) to all eligible employees.  
 

How does RCC define the leave year? 
Under both FMLA and OFLA, an employer must designate its 12-month leave year by choosing one of the four methods 
provided by the laws. 
 
The College has designated the “rolling forward” method to determine the leave year for employees. This means that 
RCC will measure forward on the calendar for 12 months from the first day of your requested leave. After the first 12-
month leave year, a new rolling forward year is determined by the date you next use family leave. 
 

What can the FMLA and OFLA do for me? 
FMLA and OFLA provide you with up to 12 weeks of job-protected time off of work for a qualifying reason for yourself or 
an eligible family member. The leave you take under FMLA and/or OFLA may not be held against you in employment 
actions such as hiring, promotions, or discipline. Your health insurance will also be continued while you are on FMLA 
and/or OFLA leave as long as you continue to pay your portion of the premiums. 
 
You may take time off as either a single block of time (continuous) or in multiple, smaller blocks of time (intermittently) 
if medically necessary. You can also take leave on a part-time basis (reduced work schedule) if medically necessary. If 
you need multiple periods of leave for planned medical treatments such as physical therapy appointments, you must try 
to schedule the treatment at a time that minimizes the disruption to RCC and/or your department. 
 
As a general rule, if you return from FMLA or OFLA leave before your leave is exhausted, you are entitled to be returned 
to the same (or equivalent) position you held when your leave started, so long as that position still exists. 
 

What if I don’t want to use FMLA and/or OFLA leave? 
If you are an eligible employee who is absent from work for a reason that qualifies under FMLA and/or OFLA leave, RCC 
may designate the leave as protected and count it against your FMLA and/or OFLA entitlement without your agreement. 
The amount of paid leave you have accrued (e.g., sick leave, vacation leave) or your desire to “save the FMLA and OFLA 
leave until later” are not a factor. The College will give you notice when FMLA/OFLA is invoked, specifying the reason(s) 
for such actions. FMLA and OFLA leave are not benefits; they are an entitlement that must be applied as the need 
occurs.  
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How do I know if I am eligible for FMLA and OFLA leave? 
To be eligible to take FMLA and/or OFLA leave, an employee must meet the following criteria: 

When counting the number of hours worked to determine eligibility, the College counts all hours the employee actually 
worked, including hours worked during temporary employment, and qualifying absences for military leave. Paid or 
unpaid leave time does not count as hours worked for eligibility purposes.  

FMLA Eligibility Flow Chart: 

YES

START

NO

YES

NO

I have worked for RCC at
least 12 months

You are not eligible 
for FMLA leave.

You are not eligible 
for FMLA leave.

I have worked at least
1250 hours in the last 12 
months

You are

 

eligible for 
FMLA leave.

FMLA OFLA 
Employed by RCC 12 months 180 days 

Exception: 

 Oregon Military Leave has no length of
employment requirement

Hours Worked 1250 hours in the past 12 months Average of 25 hours per week 

Exceptions: 

 Parental Leave has no hours requirement

 Oregon Military Leave average hours
requirement is 20 hours per week
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OFLA Eligibility Flow Chart: 

YES YES

YES

YES

START

YES

NO NO

NO

NONO

I have worked for RCC at
least 180 days

I am requesting leave because my 
spouse or domestic partner has 
been:

▪Notified or called to active duty
▪On leave from active duty

You are not eligible 
for OFLA leave.

I have worked an average of 20 
hours per week

You are not eligible 
for OFLA leave.

You are eligible for OFLA leave.

I have worked an 
average of 25 hours per
week over the last 180 
days

I am requesting leave to care for a 
newborn child, newly adopted 
child, or a newly placed foster child

You are not eligible 
for OFLA leave.

You are eligible for OFLA 
leave.

You are eligible for OFLA leave.

When can I take FMLA and/or OFLA leave? 
You may take FMLA and/or OFLA leave for a variety of qualifying reasons. Please refer to the chart below to determine if 
the reason for the leave qualifies under FMLA, OFLA, or both. 

FMLA OFLA 

Employee’s own serious health condition. Includes 
disability related to pregnancy or childbirth. 

Employee’s own serious health condition. Includes 
disability related to pregnancy* or childbirth. 

*May be entitled to additional leave if for pregnancy-
related reasons. See OFLA Pregnancy Disability. 

To care for an eligible family member who has a serious 
health condition. 

To care for an eligible family member who has a serious 
health condition. 

Parental Leave to care for or bond with the employee’s 
newborn, newly adopted child, or newly placed foster 
child 

Parental Leave for the birth of the employee’s child, to 
care for or bond with the employee’s newborn, newly 
adopted child, or newly placed foster child  

Sick Child Leave (non-serious health condition) 
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Bereavement Leave (up to 2 weeks) 

Oregon Family Military Leave (related to the deployment 
of an employee’s spouse or registered same-sex domestic 
partner) 

Military Caregiver Leave 

Qualifying Exigency (for a covered military member’s call 
to active duty) 

What are the special leave entitlements under FMLA and OFLA? 
1. Oregon Military Family Leave Act (OMFLA)

OFLA includes a special leave entitlement that permits eligible employees to take a total of 14 days of unpaid
leave per deployment if the employee’s spouse or registered same-sex domestic partner is a member of the
Armed Forces of the United States, National Guard, or military reserve forces of the United States who has been
called to active duty or notified of an impending call to active duty or is on leave from active duty during a
period of military conflict.

2. Pregnancy Disability leave (OFLA)
Under OFLA, an eligible female employee may take up to 12 weeks of pregnancy disability leave before or after
the birth of the child (including prenatal care) and will still be eligible for up to 12 additional weeks of any type
of OFLA leave in the same 12-month leave year. The additional 12 weeks of OFLA leave may be taken before or
after the pregnancy leave and may be used for any OFLA-qualifying purpose.

3. Military Family leave (FMLA)
FMLA includes a special leave entitlement that permits eligible employees to take up to 26 weeks of leave to
care for a family member (spouse, child, parent, or next of kin) who is a covered servicemember during a single
12-month period. A covered servicemember is a current member of the Armed Forces, including a member of
the National Guard or Reserves. To be qualified for leave, the covered servicemen must have a serious injury or
illness incurred in the line of duty on active duty that may make a servicemember medically unfit to perform his
or her duties for which the servicemember is undergoing medical treatment, recuperation or therapy; or is in
outpatient status; or is on the temporary disability retired list.

Who is an eligible family member? 
Eligible family members vary between FMLA and OFLA. Please refer to the chart below. 

FMLA OFLA 
Spouse: husband or wife as defined under Oregon state 
law 

Spouse: as recognized under any state or foreign 
jurisdiction, or registered same-sex domestic partner 

Son or Daughter: biological, adopted, foster or stepchild, a 
legal ward, or a child of whom the employee stands “in 
loco parentis” who is under 18 years old (unless incapable 
of self-care due to mental or physical disability) 

Son or Daughter: biological, adopted, foster or stepchild, a 
legal ward, child of whom the employee stands “in loco 
parentis”, or a child of the employee’s same-sex domestic 
partner of any age 

Parent: biological or adoptive mother or father, or an 
individual who is “in loco parentis” (in place of a parent) 

Parent: biological or adoptive mother or father, or an 
individual who is “in loco parentis” (in place of a parent), 
and the parent of the employee’s spouse or same-sex 
domestic partner 

Grandparent or grandchild 
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What is a Serious Health Condition? 
A serious health condition is an illness, injury, impairment, or physical or mental condition that incapacitates you or an 
eligible family member for 3 consecutive days or longer, and involves at least one of the following: 
 

 Hospital care - Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical care facility, 
including any period of incapacity or subsequent treatment in connection with or as a consequence of inpatient 
care. 

 Absence plus treatment - A period of incapacity of more than three consecutive calendar days, including any 
subsequent treatment or period of incapacity relating to the same condition, that also involves: 

o Two or more treatments by a health care provider, nurse or physician’s assistant under the direct 
supervision of a health care provider, or by a provider of health care services (e.g., physical therapist) 
under the orders of, or on referral by, a health care provider; or 

o One treatment by a health care provider which results in a regimen of continuing treatment under the 
supervision of a health care provider. 

 Pregnancy - Any period of incapacity for pregnancy-related disabilities or illnesses, or for prenatal care. 

 Chronic conditions - A chronic condition exists when the condition: 
o Requires at least 2 visits a year for treatment by health care provider or by a nurse or physician’s 

assistant under the direct supervision of a health care provider; 
o Continues over an extended period of time (including recurring episodes of a single underlying 

condition); and 
o May cause episodic rather than a continuing period of incapacity (e.g., asthma, diabetes, epilepsy). 

 Permanent/Long-term Conditions Requiring Supervision - A period of incapacity that is permanent or long-term 
due to a condition for which treatment is potentially ineffective. The employee or family member is under 
supervision of a health care provider, not necessarily receiving active treatment. Examples include Alzheimer’s 
disease, a severe stroke, or the terminal stages of a disease. 

 Multiple Treatments (Non-Chronic Conditions) – Any period of absence to receive multiple treatments 
(including any period of recovery time) by a health care provider or by a provider of health care services under 
the orders of, or on referral by, a health care provider, either for restorative surgery after an accident or other 
injury, or for a condition that would likely result in a period of incapacity of more than three consecutive 
calendar days in the absence of medical intervention or treatment, such as cancer (chemotherapy, radiation, 
etc.), severe arthritis (physical therapy), and kidney disease (dialysis). 

 
Important definitions for understanding what qualifies as a Serious Health Condition include: 

 Incapacity: The inability to work, attend school or perform other regular daily activities due to a serious health 
condition or treatment for or recovery from a serious health condition. 

 Treatment: Includes examinations to determine if a serious health condition exists and for evaluations of the 
condition. It does not include routine physical examinations, eye examinations or dental examinations. 

 

What is not a Serious Health Condition? 
Examples of what would generally not be considered a serious health condition include: 
 

 The Common Cold 

 Upset Stomach 

 Flu 

 Earaches 

 Minor Ulcers 

 Treatment for Acne 

 Routine Headaches 

 Routine Medical or Dental Visits 

 Cosmetic Plastic Surgery  

 Sore Throat 
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How much FMLA and OFLA leave do I get? 
An eligible employee has up to 12 weeks of unpaid leave available during a 12-month “rolling forward” period. Some 
reasons for leave qualify under both FMLA and OFLA and some qualify under only one of the leave laws. Leave qualifying 
under both FMLA and OFLA are designated at the same time and run concurrently.  
 
If you are a full-time employee working at 100%, you are eligible for up to 480 hours of leave (12 weeks of leave at 40 
hours per week).  If you are a part-time employee, your leave entitlement will be prorated based on your percent. For 
example, if you normally work 30 hours per week, you will have an entitlement of 360 hours (12 weeks of leave at 30 
hours per week). 
 

Under what circumstances might I be entitled to additional leave? 
You may be entitled to additional leave under OFLA for the following circumstances: 

 You are a female and use pregnancy disability leave; you may take up to an additional 12 weeks of OFLA leave 
during the leave year for any OFLA-qualifying purpose (e.g., parental leave or a family member’s serious health 
condition). For more information, refer to Appendix -. 

 You used a full 12 weeks of Parental Leave under the OFLA. You may take up to 12 additional weeks of OFLA Sick 
Child Leave (non-serious health condition) in the same leave year. 

 

What if I have more than one qualifying condition for leave? 
An employee may need FMLA or OFLA leave for more than one qualifying condition or purpose at the same time or in 
the same leave year. Having more than one qualifying condition does not extend or increase your leave entitlement.  
 

What if my spouse or eligible family member also works for RCC? 
FMLA: If you and your spouse work for RCC, you must share the 12 weeks of FMLA entitlement when the leave is taken 
for: 

 Parental leave (birth, adoption, or foster child placement); or 

 To care for a parent with a serious health condition. 
 
OFLA: If you and a family member both work for RCC, you may not take OFLA leave at the same time except under one 
of the following circumstances:  

 One employee needs to care for the other who has a serious health condition;  

 One employee needs to care for a child with a serious health condition while the other is suffering from a 
serious health condition; 

 Both employees have a serious health condition; or 

 Family members each want to use bereavement leave. 
 

Do I have to take the leave in one continuous block? 
You may take time off as either a single block of time (continuous) or in multiple, smaller increments of time 
(intermittently) if medically necessary. You can also take leave on a part-time basis (reduced schedule) if medically 
necessary. If you need multiple periods of leave for planned medical treatments, you must try to schedule the 
treatments at a time that minimizes the disruption to your department. 
 

When can I take intermittent leave or work a reduced schedule? 
 

Reason for Leave FMLA OFLA 

Parental Leave An employee must take parental leave in one 
continuous block, unless the supervisor 
chooses to permit intermittent leave or a 
reduced work schedule.  

Same as FMLA, except in the case of 
attending the birth or to give birth to the 
employee’s child. Such leave need not be 
taken in one continuous block with any 
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remaining parental leave taken after the 
birth of the child. 

Serious Health 
Condition  

Permitted when medically necessary. Permitted when medically necessary. 

Sick Child Leave (non-
serious health 
condition) 

FMLA does not provide for sick child leave. The nature of sick child leave allows usage of 
leave on an as-needed (intermittent) basis, 
rather than a continuous block of time. 

Qualifying Exigencies 
Leave 

Permitted as needed. See Oregon Military Family Leave. 

Military Caregiver Leave Permitted when medically necessary. See Oregon Military Family Leave. 

 

What are the requirements for intermittent leave or a reduced work schedule? 
If you take leave time intermittently or work a reduced schedule, you must be able to perform the essential functions of 
your job while at work. If you are unable to perform your job responsibilities while at work, you may be required to take 
continuous leave.  
 
The use of intermittent or reduced schedule leave requires you and your supervisor to work together to balance work 
and family. Conversations regarding needs, expectations, and alternatives are often the best way to resolve potential 
conflicts. If a situation arises that is not easily resolved between you and your supervisor, contact Human Resources 
before any action is taken. 
 
If modifications to job duties are requested, Human Resources must be contacted before any action is taken. 
 

Am I able to telecommute while on FMLA/OFLA leave? 
Telecommuting is not intended for temporary work at home due to special circumstances such as providing dependent 
care, recovering from an illness, or caring for an ill family member. However, with supervisor approval, alternative work 
arrangements may be possible. Hourly employees who are not faculty members must have an approved Telecommuter 
Agreement on file with Human Resources prior to working from home.  
 

Will I be paid during my FMLA/OFLA leave? 
FMLA and OFLA are unpaid leaves. However, RCC requires that you use all accrued paid leave before going into leave 
without pay. All FMLA/OFLA leave runs concurrently with any accrued paid leave, including sick leave accrued under the 
Oregon Sick Time rules (Senate Bill 454).  
 
For leaves due to a serious health condition, accrued leave balances must be used in the following order:  personal 
illness/sick, personal contract/contract, and vacation.  Exceptions to the order may be made for any vacation hours that 
would otherwise be forfeited.  
 
Exceptions:  

 If you have accrued compensatory time, it will be your choice whether or not to use it while on leave. 

 For parental leave, accrued leaves may be used in any order. 

 If you are taking military-related leave under OMFLA, you are entitled to determine whether or not to use 
accrued paid leave and may also dictate the order in which it is used. 

 

What if I am off work due to a Worker’s Compensation Claim? 
If you are absent from work due to a disabling compensable injury or you have a pending determination of workers’ 
compensation claim, FMLA leave will run concurrently as long as eligibility requirements are met. OFLA leave will be 
designated if your workers’ compensation claim is denied or if you refuse an offer of transitional work, if you meet the 
eligibility requirements. 
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Will my insurance continue while I am on FMLA and/or OFLA leave? 
While on FMLA and/or OFLA leave the following apply: 

 Your health insurance is continued if you use any amount of FMLA or OFLA leave during the month. 

 RCC will continue to pay the same employer contribution toward your coverage, even if you go into leave 
without pay status. 

 You must continue to pay your portion of the premiums to avoid cancellation of your coverage. 
 

What if I do not have enough paid leave to cover my portion of insurance premiums? 
If you do not have sufficient hours (work or paid leave) to cover the cost of your health insurance, you can self-pay your 
portion of the premium(s) by contacting Human Resources to arrange for payments via check or credit card. If paying via 
check, monthly premium payments are due to Human Resources by the first of the month. If paying via credit card, you 
will complete a Credit Card Authorization form and the Business Office will process the payment during the first week of 
each applicable month.  
 

What if I do not return to work at RCC? 
If you do not return to work following FMLA/OFLA leave, the College may recover from you the full premium cost of 
health care coverage paid on your behalf during the entire leave period. You will not be required to reimburse the 
College if: 
 

 You had sufficient paid leave to remain in a paid status during your leave; or 

 You or your family member have a recurrence, continuation, or onset of a serious health condition; or 

 You cannot return to work for a reason that is beyond your control; or 

 You were eligible for continued health care coverage under the Affordable Care Act (ACA). 
 
You will be considered as “returned to work” if you return to work for at least 30 calendar days. 
 

How do I request FMLA or OFLA leave? 
Your initial notification can be provided by contacting your supervisor or Human Resources, completing the Family and 
Medical Leave Request Form, or by entering the leave into the Leave Management system and selecting the check boxes 
for FMLA/OFLA. Refer to Appendix A for more information regarding Leave Management.  
 
You are not required to specifically ask for FMLA or OFLA leave for your request, but you do need to provide enough 
information so that the College is aware your absence(s) may qualify under the family medical leave laws. For example, 
you do not have to tell your supervisor what your medical diagnosis is, but you do need to provide information such as “I 
will be attending ongoing medical treatments” or “I went to the doctor, was prescribed medication, and was told to stay 
home for one week”. Human Resources may ask for more information if necessary. 

 
Once FMLA/OFLA leave has been approved and you need to submit additional FMLA/OFLA leave hours for the same 
reason/condition, your request(s) must include that the need for leave is related to the qualifying condition. 

 
Do I need to provide advance notice of my need for FMLA or OFLA leave? 
You must provide the College with appropriate notice of your need for leave. 
 

 You must generally give 30 calendar days’ notice for planned absences. 

 If you learn of your need for leave less than 30 calendar days in advance, you must give your notice as soon as 
you can. Generally, within two working days after you learn of the need for leave. 

 If you need FMLA and/or OFLA leave unexpectedly (an emergency), you must provide notice as soon as is 
practicable.  
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What are the notice and call-in procedures I must follow? 
You must follow your department’s usual notice and call-in procedures unless you are unable to do so (i.e., you are 
receiving emergency medical care). If you are unable to submit your request or notice due to the nature of your 
condition or an emergency, contact Human Resources as soon as you are reasonably able. You may also designate a 
personal representative to act on your behalf, if necessary, by submitting the designation in writing to Human 
Resources. 
 

What happens after I request FMLA or OFLA leave? 
 

1. Notice of Eligibility and Rights & Responsibilities 
After a request for FMLA or OFLA leave is received, the College will generally respond within five business days 
notifying you if you are eligible for the leave entitlement and if the College needs more information such as the 
medical certification. You will also be provided with information regarding how much leave time is currently 
available to you, applicable requirements to use paid leave, reinstatement rights, and whether a fitness for duty 
or return to work form will be required prior to your return to work if you are taking leave for your own serious 
health condition. 

 
2. Medical Certification 

In most cases, you will be required to submit a completed Health Provider Certification form for your own or 
your family member’s serious health condition. Medical certification is used to determine if the reason for leave 
qualifies under FMLA and/or OFLA. In some cases, the College may have enough information to designate FMLA 
or OFLA leave without requesting medical certification. 

 
The Health Provider Certification form must be returned to Human Resources within 15 calendar days of receipt 
of the eligibility notice. If circumstances do not permit you to provide the certification form within 15 days, you 
may request an extension. Extension requests must be made to Human Resources prior to the 15th day following 
receipt of the eligibility notice. 

 
If the certification is not submitted within the specified due date, the leave can be denied. If your leave is 
denied, that means that you are not entitled to the job protections under FMLA and/or OFLA. 

 
3. Final Determination/Designation Notice 

Once the College has enough information, you will be informed whether your absence(s) qualify and are being 
designated as FMLA and/or OFLA. Leave designated as FMLA/OFLA are protected and counted against your 12-
month leave entitlement.  

 
4. Recertification 

For pregnancy-related leave, or chronic or long-term health conditions, recertification may be requested by the 
College no more than every 30 days unless: 

 

 An employee requests an extension of leave; 

 The duration or nature of the condition has changed significantly; or 

 The College received information casting significant doubt on the employee’s reasons for absences. 
 

Exception: Under OFLA sick child leave, the College may not request certification on the first three occasions 
during the leave year, but may do so beginning with the fourth incident, day, or occurrence and every 
subsequent occasion thereafter during the leave year. A doctor’s note serves as medical certification for this 
purpose. 
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Is medical information kept confidential? 
Medical information relating to FMLA and OFLA leaves, whether verbal or written, will be kept confidential to the extent 
possible. Information will be shared on a need-to-know basis only. All medical documents including, but not limited to, 
medical certifications will be maintained in restricted access files separate from personnel files within the Human 
Resources office.  
 
The employee’s supervisor is not to have any contact with the employee’s health care provider regarding the 
employee’s leave or medical condition while the employee is on FMLA/OFLA authorized leave. 
  
Should Human Resources question the adequacy or the completeness of a medical certification provided by an 
employee’s health care provider, a health care provider representing the College may contact the employee’s health 
care provider, with the employee’s permission, for purposes of clarification and authenticity of the medical certification. 
If the employee declines to give RCC permission to inquire, through the College’s health care provider, with the 
employee’s health care provider, the employee’s absence may not be approved as FMLA/OFLA leave. 
 

How do I report my leave? 
You are expected to accurately report your absences via a leave request in Leave Management and account for all hours 
in your workday with either hours worked or paid/unpaid leave as appropriate. When FMLA/OFLA leave is taken, it is 
your responsibility to check the appropriate box(s) when entering the leave request in the system. If you do not have 
access to Leave Management during your leave, Human Resources can enter the leave request(s) for you. For more 
information regarding entering requests into Leave Management, refer to Appendix A. 
 
If you do not have access to Leave Management, a paper leave request form must be completed each week in which 
FMLA and/or OFLA leave is taken. Your timecard should reflect only hours actually worked. 
 

What are the expectations when I return from FMLA/OFLA leave? 
Under the leave laws, you are expected to complete the essential functions of your position when not on FMLA/OFLA 
leave. You need to work with your health care provider to determine the appropriate date of your return. RCC may 
request that you provide a work release or the Return to Work form verifying you are able to return to work and if you 
have any limitations, if the leave was taken because of your own serious health condition. 
 
Restrictions to work duties are not protected under the leave laws. If you anticipate ongoing restrictions that may 
impact your ability to perform the duties of your job, Human Resources should be contacted to determine if any 
protections can be afforded under the Americans with Disabilities Act (ADA). 
 

What happens to my job when I take FMLA/OFLA leave? 
Your reinstatement rights vary slightly depending on whether you are returning from FMLA or OFLA leave. 
 

 FMLA-only leave: You have the right to be restored to the position you held prior to your leave or to an 
equivalent position. An equivalent position is one that is nearly identical to your former position in terms of pay, 
benefits, and working conditions and involves the same or substantially similar duties and responsibilities. 

 OFLA-only or FMLA/OFLA leave: You have the right to be restored to the same position you held when your 
leave began. 

 
Once you have been reinstated, the College may not be required to continue your employment if you would have 
otherwise been laid off or terminated. Reinstated employees may be held to the same standards for performance, 
termination, or layoff as other employees. 
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Are there exceptions to reinstatement rights upon return from FMLA/OFLA leave? 
Yes; the College’s obligation to restore you to the same or an equivalent position ceases: 

 If and when the employment relationship would have terminated either through a termination or a layoff action 
if you had not taken leave (e.g., fixed-term contract ends); 

 You inform the College of your intent not to return to work at the expiration of the leave; 

 You fail to return to work at the expiration of the leave; 

 You are unable to perform an essential function of your position with or without a reasonable accommodation; 
or 

 You continue on leave after exhausting your FMLA/OFLA leave entitlement. If you remain off work, your right to 
reinstatement will be governed by the applicable non-FMLA/OFLA policy or law(s), such as those relating to 
worker’s compensation if you are off work due to a workplace injury or the current CBA if you are on an 
approved discretionary leave. 

 

What if I am unable to return to work after my FMLA or OFLA leave? 
If you are unable to return to work due to your own serious health condition, you will be referred to Human Resources 
for any protections that may be afforded to you under the Americans with Disabilities Act (ADA) as well as information 
regarding other applicable options, policies, and provisions. 
 

How do I add or remove a dependent from my health insurance? 
If you lose and/or gain a dependent while on FMLA/OFLA leave, you will need to complete the OEBB Midyear Change 
form. Please contact Human Resources for assistance.  
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Forms: 

RCC FMLA/OFLA Page: http://www.roguecc.edu/HumanResources/FamilyMedicalLeave.asp
- RCC Family and Medical Leave Request Form
- Health Care Provider Certification Form

OEBB Midyear Change Form: http://www.oregon.gov/oha/OEBB/Pages/Forms.aspx 

Other Resources: 

Federal Family and Medical Leave Act (FMLA): http://www.dol.gov/whd/fmla/index.htm 

Employee’s Guide to FMLA: http://www.dol.gov/whd/fmla/employeeguide.pdf 

DOL FMLA Frequently Asked Questions: http://www.dol.gov/whd/fmla/fmla-faqs.htm 

BOLI OFLA Frequently Asked Questions: http://www.oregon.gov/boli/TA/pages/t_faq_leave_laws_01-2011.aspx 

BOLI Oregon Sick Time Poster: http://www.oregon.gov/boli/WHD/OST/Documents/Sick-Time-Poster.pdf 

Employee CBAs/Handbooks/Contracts: http://www.roguecc.edu/HumanResources/emp_index_contracts.asp 

Worker’s Compensation Resources: http://www.roguecc.edu/HumanResources/form_index_rm.asp 

 
Jamee Harrington 
Human Resources & Employee Benefits Coordinator 
Rogue Community College 
3345 Redwood Hwy, Bldg. M 
Grants Pass, OR 97527 
Phone: (541) 956-7346      Fax: (541) 956-7355 
Email: jharrington@roguecc.edu 

http://www.dol.gov/whd/fmla/index.htm
http://www.dol.gov/whd/fmla/employeeguide.pdf
http://www.dol.gov/whd/fmla/fmla-faqs.htm
http://www.oregon.gov/boli/TA/pages/t_faq_leave_laws_01-2011.aspx
http://www.oregon.gov/boli/WHD/OST/Documents/Sick-Time-Poster.pdf
http://www.roguecc.edu/HumanResources/emp_index_contracts.asp
http://www.roguecc.edu/HumanResources/form_index_rm.asp
http://www.oregon.gov/oha/OEBB/Pages/Forms.aspx
http://www.roguecc.edu/HumanResources/FamilyMedicalLeave.asp
http://www.roguecc.edu/HumanResources/pdf/FMLA-OFLA/RCC%20Family%20and%20Medical%20Leave%20Request%20Form.pdf
http://www.roguecc.edu/HumanResources/pdf/FMLA-OFLA/Health%20Care%20Provider%20Certification%20Form.pdf
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APPENDIX A: LEAVE MANAGEMENT REQUESTS 
 
1. Select ‘Leave Management’ from your available RogueNet Applications. 
 
2. Once the module is open, click ‘Create’ to start a new leave request. Please note that your listed leave types may be 
different than those shown in the example below, as the system is customized based on employee classification.  

 

3. Once the leave request opens, use the drop down menu to select the type of leave (sick, vacation, etc.). 
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4.  Enter the start and end dates for the leave. The system will allow you to adjust the increments of leave on each day 
within the date range. You do not need to submit multiple leave requests so long as all of the time off is for the same 
purpose, leave type, and within the same pay period. If leave is taken for FMLA and/or OFLA, you will also need to select 
the box(s).  
 
Example: You are on intermittent FMLA/OFLA leave and took time off of work 2/2/16, 2/4/16, and 2/5/16, but did not 
take any leave on 2/3/16. Your request would look like this: 

 

5. Enter any notes regarding the leave (see sample above). Then, click ‘Send’ to submit for authorization. 
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Additional Notes: 
 

 If you create a leave request but are not yet ready to send it for authorization, you can click ‘Save Draft’ and 
come back to it later by logging into Leave Management and selecting ‘Modify’ rather than ‘Create’. 
 

 If you try to create a leave request for a specific date that is gray and unable to be selected, click ‘Cancel’ and 
then click ‘Modify’ to see if you have a current request for that date in progress. 
 

 If you are on unpaid FMLA/OFLA leave (meaning you have exhausted all available paid leaves), you will still need 
to submit leave request(s) for the applicable date(s). When you do not have paid leave available, the number of 
hours next to the date(s) will show as 0. Enter the information regarding leave hours taken into the notes 
section and click ‘Send’. 
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APPENDIX B: MATERNITY LEAVE 

Maternity Leave is actually a combination of family and medical leave for an employee’s own personal health condition 
(FMLA serious health condition, OFLA pregnancy disability) and parental leave (FMLA and OFLA) to bond with their 
newborn. A female employee can take leave for her own conditions related to pregnancy which can include morning 
sickness, prenatal doctor appointments, delivery, and recovery from the birth. 

FMLA provides up to a total of 12 weeks of leave for the employee’s serious health condition and bonding with their 
newborn. 

OFLA provides additional leave for female employees that have taken any amount of pregnancy disability leave. OFLA 
allows for up to 12 weeks of parental leave regardless of the number of weeks taken for pregnancy-related conditions. 

In general, RCC does not require medical certification when an employee is requesting leave for their own health 
condition related to pregnancy. Medical certification may be requested if the employee experiences complications 
during pregnancy and/or continuous leave is requested to begin more than one week prior to the due date. 

RCC will consider the first 6 weeks after the birth as the standard recovery time and apply the leave as due to the 
employee’s personal health condition related to pregnancy (FMLA serious health condition, OFLA pregnancy disability). 
Following the first 6 weeks, leave taken will be considered parental leave (FMLA/OFLA). A medical certification form 
should be completed if the employee’s physician indicates a recovery period of more than 6 weeks. 

Example: Aubrey has applied for protected leave due to her pregnancy. She qualifies for FMLA and OFLA. Her due date is 
March 1, 2015 and she is requesting continuous leave to begin February 22, 2015. She has not taken any pregnancy-
related leave. She plans on being absent from work for a total of 13 weeks (one week before her due date, 12 weeks 
after the due date). She has the baby on her due date. 

 Leave Request entered in Leave Management for Aubrey for the period of February 22-April 12, 2015 is

comprised of:

o FMLA leave

o OFLA pregnancy disability leave

 Leave Request entered in Leave Management for the period of April 13, 2015 (after the standard 6 weeks of

recovery time) through May 24, 2015 is comprised of:

o FMLA leave through May 17, 2015 (end of the 12 weeks)

o OFLA parental leave through May 24, 2015

In this example, Aubrey receives: 

 12 weeks of FMLA Leave,

 7 weeks of OFLA pregnancy disability leave, and

 6 weeks of OFLA parental leave

During the remainder of the rolling forward leave year, Aubrey will have up to 5 weeks (12 weeks – 7 weeks) of OFLA 
leave available for any other OFLA-qualifying event (e.g., sick child leave for non-serious illness, a qualifying family 
member’s serious health condition, or bereavement leave). 
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APPENDIX C: FAMILY AND MEDICAL LEAVE SCENARIOS 
 
The following scenarios illustrate typical situations in which RCC faculty and staff members may have a need for leave 
under FMLA/OFLA. In these hypothetical scenarios, employees are assumed to have met the eligibility and qualifying 
reason for leave requirements. The scenarios are intended to help you better understand your rights, but cannot be 
considered conclusive for all similar leave cases.  
 
These scenarios may prompt additional questions beyond what they have answered. Please contact Human Resources 
for more information. 
 
Scenario #1: 
Jennifer just learned that her mother had a stroke. She needs to travel to the Midwest to take care of her mother and 
make long-term care arrangements if necessary. 
 
Jennifer is eligible for up to 12 weeks of family and medical leave to care for her mother. She needs to complete the 
Family and Medical Leave Request form and contact her supervisor and HR immediately. If she needs to leave before 
she can do this, she should contact her supervisor as soon as possible and her supervisor will contact HR. She will need 
to provide medical certification for her mother's health condition within 15 days. Jennifer will need to use any available 
accrued paid leave prior to going into leave without pay, and the time counts toward her 12 weeks of family and medical 
leave.  
 
If Jennifer has to take time to move her mother to a care facility, that will also be covered by the FMLA and OFLA. Should 
her mother pass away during the 12 weeks, Jennifer will no longer be eligible for FMLA, but will be eligible for 
bereavement leave under OFLA to attend to her mother's funeral and be with family members during this difficult time. 
 
Scenario #2: 
Emily has just learned that she is pregnant with her first child. She's excited about starting a family, but knows she needs 
to continue working after the baby is born. She doesn't know what's available to her and what she needs to do. Now 
what? 
 
Pregnancy is covered under the family and medical leave, so Emily is eligible for 12 weeks of leave and entitled to return 
to her job. She should contact HR to get information about family and medical leave and her insurance coverages and 
discuss the FMLA/OFLA process. 
 
At the point when Emily is ready to share the news in her department, she should notify her supervisor indicating that 
she needs time off for childbirth and to care for her new baby. She will receive information from HR regarding eligibility, 
rights & responsibilities, and designation of FMLA and OFLA.  
 
Over the time of her pregnancy, Emily should plan how she might like to use her family and medical leave. She may 
choose to take the 12 full weeks of parental leave consecutively or, with her supervisors’ approval, she may be able to 
return to work part-time or take leave on an intermittent basis after the birth of her baby. She may need to stop working 
before the delivery date, and therefore, may be eligible for more than 12 weeks of leave because of OFLA pregnancy 
disability leave. If she has a husband or partner who also works for RCC, both may be eligible for family and medical 
leave and they can coordinate time off accordingly.  
 
Emily will need to use any accrued paid leave during her time off. Once her paid leave has been exhausted, she will be 
able to take unpaid leave for the remainder of her FMLA/OFLA leave. After the birth, she should contact HR to enroll her 
newborn in insurance coverage. 
She may also request time off beyond what FMLA/OFLA provides if she is eligible per the applicable contract, Collective 
Bargaining Agreement, or Handbook.  
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Scenario #3: 
Henry is preparing to adopt a child in two months. He wonders if he will be entitled to family and medical leave. 
 
Caring for a child after adoption or foster care placement qualifies for FMLA and OFLA, so Henry will be eligible for up to 
12 weeks of family and medical leave to spend time with his new child.  
 
He will need to notify his supervisor and complete the Family and Medical Leave Request form to send to HR. He will be 
asked to specify how much time off he wishes to take and if he plans any part-time work combined with FMLA and 
OFLA. If he has a wife or partner who also works for RCC, both may be eligible for FMLA and OFLA, and they can 
coordinate time off accordingly.  
 
He should also contact HR to discuss enrolling the new family member in health insurance. 
 
Scenario #4: 
Tyler is out for a full week with strep throat. He went to the doctor and got a prescription for an antibiotic. Is he covered 
by family and medical leave? 
 
Yes. He was treated by the doctor only once but was under continuing supervision because he was asked to let his 
doctor know if his condition improved after taking the antibiotics. If his doctor hadn't prescribed antibiotics, Tyler's time 
off would not be protected by FMLA and OFLA, but he would be eligible to use sick leave. 
 
Scenario #5: 
Luke was recently diagnosed with cancer and faces major surgery that will keep him off work for roughly six weeks. The 
surgery will be followed by chemotherapy, which may mean he is unable to work full-time. How will both the surgery and 
chemotherapy be covered? 
 
Luke's illness fits the definition of a serious health condition under the FMLA and OFLA because it involves hospital care, 
lengthy absence, and treatment for a chronic condition. He would use FMLA and OFLA for the six-week period he is off 
due to the major surgery. For the chemotherapy, he may use the remaining six weeks intermittently or by working part-
time, so long as his doctor has released him to do so.  
 
Let's assume Luke has 4 weeks of sick leave and 3 weeks of vacation. He must use all his paid leave before taking leave 
without pay. He would use the six weeks of accrued leave for his surgery and use the remaining week for his 
intermittent leave or reduced hours. He will also accrue sick and vacation leave during this time since he will be in a paid 
status. 
 
Luke might also be eligible for discretionary leave and/or donated sick leave. He should contact HR to discuss. 
 
Scenario #6: 
Evelyn's daughter has food allergies which are sometimes so serious she has to stay home with her and which require 
frequent doctor's office visits. 
 
After requesting the time off and providing the medical certification required, Evelyn learns from HR that her daughter's 
allergies qualify as a serious health condition and she is entitled to use FMLA and OFLA. Evelyn will need to select the 
boxes for FMLA/OFLA in Leave Management when she is taking leave intermittently for this reason. 
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APPENDIX D: OFLA LEAVE POSTER 
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APPENDIX E: FMLA SUMMARY OF RIGHTS AND RESPONSIBILITIES 

 

 


