Department Name

Case Network ID

CWRU Extension

TYPE OF LEAVE REQUESTED (check one) ...Full Continuous Leave ...Intermittent Leave

Family Medical Leave Act Leave

Other Leaves

[] Personal Medicalgmployee illnegs

[_] Family Medical ¢hild/spouse illnegs

[ ] PersonaMedical NonrFMLA (please explain

[ ] Family MedicalNon-FMLA




Rev. 7/2023
Instructions to Supervisors

Instruct the employee to complete Employedata.
Discusshetypeof leaverequestedavith the employeeusingthedefinitionsprovidedbelow*.

Advise WKH HPSOR\HH UHJDUGLQJ WKH UHTXLUHG PHGLFDO FHUWhernthé-lBew6 RQ )RU P
foreseeableA certificationfrom a healthcareprovideris requiredfor all intermittentieaveqpre-scheduledime off for medical

appointmentsr reducedvork time) of anydurationandfor family medicalleavesor personamedicalleavesof more than 5 consecutive
working days. Forms for Certification of a Health C&mviderfor Family Medicalor PersonaMedicalLeave are available online at the

HR Formswebsiteor from EmployeeRelations, Room 32@rawfordHall, 7047, oby callingext.2268 Completedormsshouldbe

returnedo Email addresdeaves@case.edu

Calculate the amount sick leave balance and vacation balance. Contact the Leave Administrator with questions.
The Leave Administrator will communicate approvals.

Confirmthestartdateandestimatedeturndate. Confirmthetermsof theleave whetheiit will becontinuousr intermittent and orvhat
basis.

a) Advisethe employee they must use all unused sick and vacation days before beginning an unpaid leave for personal medical reaso
Note the amount of timéné employee requests.

(b) Confirmwhethertheemployeeelectsto useupto 12 sick daysannuallyfor anapprovedamily medicalor family military service
membeleaveunderthe FamilyandMedicalLeaveAct (minusanysick daystheymayhavetakenfor bereavemenparentingor foster
care,or family illnessnotcoveredasFMLA leave) Employee®n Non-FMLA parentingor family medical leave have the option of using
up to 8 sick days and must use all unused vacation days prior to commencing an unpaid lé&ie. Beentdleave Policyfor paid
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