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FAMILY AND MEDICAL LEAVE POLICY  
  
  

  
Policy  

It is the policy of Skidmore College to provide its employees time off (paid and unpaid) necessitated 
by illness or family care in accordance with the federal Family and Medical Leave Act of 1993 (the 
“FMLA” ) as amended.  You are eligible to take up to 12 weeks of unpaid family / medical leave 
(“FMLA Leave”) within any consecutive 12 month period and be restored to the same or equivalent 
position upon your return from leave provided you have worked for the College at least 12 months, 
and
  

 for at least 1250 hours in the last 12 months.  

  

  
Eligibility for Leave  

To qualify to take family or medical leave under this policy, the employee must meet all of the 
following conditions:   
  
The employee must have worked for the employer for 12 months or 52 weeks. The 12 months or 52 
weeks need not have been consecutive. For eligibility purposes, an employee will be considered to 
have been employed for an entire week even if the employee was on the pay4( )1(ou-4nj )1(f)10(or )1onlty (a)-4rt  
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“Child” is defined as any biological, adopted or foster child, a step child or legal ward of an 
eligible employee less than 18 years old, unless the child is incapable of self-care because of a 
mental or physical disability.  Leave is also available when an employee has the day-to-day 
responsibility for caring for a child and is acting as that child’s parent. For example, a 
grandmother or older sibling may be acting as a parent to children who have lost a biological 
parent.  Similarly, an employee can take leave to care for an individual who acted as a parent 
to the employee when the employee was a child.  
  
Leaves for the birth, adoption or placement of a foster child must be taken within twelve (12) 
months of the event.  
  
Leave may be taken on an intermittent or reduced schedule basis at the sole discretion of the 
college.  This is not required by the act.  

  
3) To care for a spouse, child or parent with a serious health condition (described below).  
4) The serious health condition (described below) of the employee.  
  

An employee may take leave because of a serious health condition that makes the employee 
unable to perform the functions of the employee’s position.   
  
A serious health condition is defined as a condition that requires inpatient care at a hospital, 
hospice or residential medical care facility, including any period of incapacity or any 
subsequent treatment in connection with such inpatient care or a condition that requires 
continuing care by a licensed health care provider. 
  
This policy covers illnesses of a serious and long-term nature, resulting in recurring or 
lengthy absences. Generally, a chronic or long-term health condition that would result in a 
period of three consecutive days of incapacity with the first visit to the health care 
provider within seven days of the onset of the incapacity and a second visit within 30 days 
of the incapacity would be considered a serious health condition. For chronic conditions 
requiring periodic health care visits for treatment, such visits must take place at least 
twice a year.  
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5) A covered family member’s active duty or call to active duty in the Armed Forces.  
  

An employee whose spouse, son, daughter or parent either has been notified of an impending 
call or order to active military duty or who is already on active duty may take up to 12 weeks 
of leave for reasons related to or affected by the family member’s call-up or service. The 
qualifying exigency must be one of the following: 1) short-notice deployment, 2) military 
events and activities, 3) child care and school activities, 4) financial and legal 
arrangements, 5) counseling, 6) rest and recuperation, 7) post-deployment activities and 8) 
additional activities that arise out of active duty, provided that the employer and employee 
agree, including agreement on timing and duration of the leave. 
 
“Covered active duty” means: 
 
(a) in the case of a member of a regular component of the Armed Forces, duty during the 
deployment of the member with the Armed Forces to a foreign country; and 
 
(b) in the case of a member of a reserve component of the Armed Forces, duty during the 
deployment of the member with the Armed Forces to a foreign country under a call or 
order to active duty under a provision of law referred to in section 101(a)(13)(B) of title 
10, United States Code. 
 
The leave may commence as soon as the individual receives the call-up notice. This type 
of leave would be counted toward the employee’s 12-week maximum of FMLA leave in a 
12-month period. 

  
Employees requesting this type of FMLA leave must provide proof of the qualifying family 
member’s call-up or active military service before leave is granted.  
 
(Son or daughter for this type of FMLA leave is defined the same as for child for other types 
of FMLA leave, except that the person does not have to be a minor.) 

  
6) To care for an injured or ill covered service member.  
  

This leave may extend to up to 26 weeks in a 12-month period for an employee whose spouse, 
son, daughter, parent or next-of-kin is injured or recovering from an injury suffered while on 
active military duty and who is unable to perform the duties of the service member’s office, 
grade, rank or rating. Next-of-kin is defined as the closest blood relative of the injured or 
recovering service member. An employee is also eligible for this type of leave when the 
family service member is receiving medical treatment, recuperation or therapy, even if the 
service member is on temporary disability retired list.   
 
The term “covered service member” means: 

 
(a) a member of the Armed Forces (including a member of the National Guard or 
Reserves) who is undergoing medical treatment, recuperation, or therapy, is otherwise in 
outpatient status, or is otherwise on the temporary disability retired list, for a serious 
injury or illness; or 
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(b) a veteran who is undergoing medical treatment, recuperation, or therapy, for a serious 
injury or illness and who was a member of the Armed Forces (including a member of the 
National Guard or Reserves) at any time during the period of 5 years preceding the date 
on which the veteran undergoes that medical treatment, recuperation, or therapy. 
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Reporting While On Leave  

If you take FMLA Leave because of your own “seri
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 If your payment is more than 30 days late, we will send you a letter to this effect.  If we do not 
receive your co-payment within 15 days of this letter, you coverage may cease.  In the event that you 
do not return to employment after you have completed your period of FMLA Leave, the College 
reserves its rights under applicable law to obtain reimbursement for the group health premiums it paid 
on your behalf while you were on FMLA Leave, including reducing any payments you are otherwise 
entitled to in connection with your termination of employment such as vacation pay or expense 
reimbursements unless you cannot return to work because of a “serious health condition” or other 
circumstances beyond your control.  If your group health coverage is terminated while you are on 
FMLA Leave due to nonpayment of premiums and you return to employment with the College, you 
are entitled to reinstatement in the College’s group health plan.  
  
If the employee chooses not to return to work for reasons other than a continued serious health 
condition of the employee or the employee’s family member or a circumstance beyond the 
employee’s control, the college will require the employee to reimburse the college the amount it paid 
for the employee's health insurance premium during the leave period.   
  
Pre-tax salary reduction contributions to Medical Reimbursement Accounts and Skidmore 
Employees Federal Credit Union deductions do not continue during periods of unpaid FMLA 
Leave.  
 
  

  
Intermittent and Reduced Schedule Leave 
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An employee who takes leave under this policy will be able to return to the same position or a 
position with equivalent status, pay, benefits and other employment terms. The position will be the 
same or virtually identical in terms of pay, benefits and working conditions.   
  
The college may choose to exempt certain key employees from this requirement and not return them 
to the same or similar position.   
  
However, if a reduction in force has occurred while an employee is on leave under this policy, and the 
eligible employee would have been terminated in conjunction with that reduction in force, the eligible 
employee is not entitled to reinstatement with the college.  
  
An employee who fails to report to work promptly at the end of the approved leave period will be 
considered to have voluntarily terminated.  
  
  

  
Extended Leave for Disability/Serious Health Condition  

If you can not return to work after the initial 12 week period, you must submit medical certification of 
your continued serious health condition in advance for each month that the leave is extended.  
  
  

  
No Work While On Leave  

The College’s policy is that the taking of another job while on FMLA Leave or any other 
authorized leave of absence is grounds for immediate termination. 
 
 
State and Local Family and Medical Leave Laws and Collective Bargaining Agreements 
 
Where State or local family and medical leave laws or collective bargaining agreements offer more 
protections or benefits to employees, the protections or benefits provided by such laws or agreements 
will apply.  This guideline may be superseded by Federal or State law if the associate is entitled to a 
more generous leave or other provisions.  
  
  

  
Supervisor Procedures  

When an employee requests leave under the Family and Medical Leave Policy, they must complete a 
Request for Family and Medical Leave form and forward it to their Supervisor and Department Head 
for approval.  The approved request form should be sent to the Human Resources Department for 
final approval and processing.  If there is a question of approval, the Supervisor should contact the 
Human Resources Department.  Request for Family and Medical Leave forms are located in the 
Human Resources Department.  
  
The supervisor should communicate with the employee during the leave and obtain proper 
documentation authorizing the employee’s return to work when applicable.  Upon an employee’s 
return from a leave of absence, the supervisor must notify the Human Resources Department 
immediately so that the payroll may be reactivated.  
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