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Staff Family and Medical Leave Information Sheet 

Eligibility 

• DC FML leave - Worked at AU for at least 12 months and have worked at least 1,000 hours 
over the prior 12 months. 

• Federal FML leave - Worked at AU for at least 12 months and have worked at least 1,250 
hours over the prior 12 months. 

When You Should Apply for FML Leave 

• If you are expected to be away from work for more than 3 days or have a need to be away 
from work intermittently for your own medical condition or to care for a family member, 
you can apply for FML (see page 2). 

• If you are expected to be out of the office for your own medical condition more than 2 
weeks, AU requires you to apply for both short term disability and FML leave. 

Application Process 

• Let your supervisor know you have need for leave and follow the instructions on the 
Prudential Reporting an FMLA Absence or Disability brochure. 

What to Do When Your Claim Has Been Submitted 

• Notify AU’s Disability-FML team if you want to apply any accrued sick or annual leave in 
order to be paid for all or part of an approved leave. 

• Record the time as “FMLA” on your timesheet in the “Other” column. 
• Respond promptly to requests from Prudential’s case managers to ensure timely decisions on 

any extensions. 
• For intermittent FML leaves, report your absence to Prudential within 5 days of your 

absence via their 24/7 telephonic absence intake. 

What to Do When Your Claim Has Been Approved 

• Respond promptly to requests from Prudential’s case managers to ensure timely decisions on 
any extensions. 

• Keep Prudential and HR informed if your need for leave continues. If you do not need to 
continue your leave, inform HR as soon as possible. Prior to your return, provide HR with a 
note from your doctor certifying your ability to return to work without restrictions. 

• Note: if you want to return to work, but will need accommodations, contact AU’s Disability-
FML team and they will work with you, your supervisor, and Employee Relations to 
determine whether or not this is feasible. Accommodation requests may take up to a week to 
review. 

 
This summary information sheet is intended to notify you of your rights under the Family and 
Medical Leave Act (FMLA). FML is not an optional benefit and you must adhere to FMLA policy in 
compliance with federal and state regulations. 
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While FML leave is unpaid, it does provide certain job reinstatement and benefits rights. FML is the 
approval mechanism for absences from work in cases of: 

• your own serious health condition, 
• the birth of your child, 
• the placement of a child with you for adoption or foster care, 
• the need to care for your child within a twelve (12) month period from birth or placement, 
• the need to care for your family member (someone to whom the you are related by blood, 

legal custody or marriage; a child living with you for whom you permanently assume and 
discharge parental responsibility; or a person who lives with you with whom you maintain a 
committed relationship) 

• the need to care for an immediate family member who has a serious health condition. 
• the need to care for your spouse, child, or parent due to a qualifying exigency arising out of 

their active duty or call to active duty status in support of a contingency operation as a 
member of the National Guard or Reserves 

• the need to care for your spouse, child, parent, or next of kin if they are a covered service 
member with a serious injury or illness. 

Medical leave is taken when you have a serious health condition that makes you unable to perform 
the essential functions of the position. Medical leave may be taken intermittently or continuously. 
Family leave is leave taken for the care of a family member with a serious health condition or for the 
birth or adoption of a child. Family leave may be taken continuously or intermittently. 

Please note that the time taken for intermittent family leave must be coordinated with your 
supervisor and notice must be provided as soon as possible. In addition, plans to return to work 
must be communicated both to the supervisor and human resources when known. 

AU’s policies and DC Law permit eligible staff to receive up to 16 workweeks of unpaid family leave 
and, separately, up to 16 workweeks of unpaid medical leave in a rolling 24-month period. Please 
note that the rolling 24-month period is measured backward from the date a staff member uses any 
FML leave. Federal FML allows eligible staff to receive up to 12 workweeks of unpaid family and 
medical leave (combined) in a 12-month period. Federal FML also allows eligible staff to take up to 
26 workweeks of unpaid family leave in a single 12-month period to care for a covered service 
member with a serious injury or illness. DC and Federal FML run concurrently. 

FML is unpaid, however staff can substitute paid leave as described below. 

• Continuous FML medical leave: Staff may use annual and sick leave during an approved 
FML medical leave period. Supervisors must accommodate requests for family leave from 
employees on an approved continuous medical leave. 

• Intermittent FML medical leave: Staff may use annual and sick leave during an approved 
intermittent medical leave period. 

• Continuous or Intermittent FML family leave: Annual leave and in some cases sick leave 
may be used during an approved family leave period. While on approved family leave, sick 
leave may be substituted when: a) family leave is for the care of an ill dependent; or b) during 
the first year after a child is born/adopted, parents may substitute up to 35 days of sick leave 
for unpaid FML leave. 

More detailed information may be found in the Family and Medical Leave policy in the Staff Policy 
Manual and the Disability Benefits section in the Faculty and Staff Benefits Manual. 
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