PAID FACULTY LEAVE POLICY
POLICY STATEMENT 
As part of its benefits package, Chapman University provides paid leave to full-time faculty members, pursuant to this policy, in an effort to support their well-being and maintain employee morale.  Full-time Faculty, including Tenured, Tenure Track, and Non-Tenure Track, are eligible for Paid Faculty Leave (also referred to as “PFL”) for up to 12 weeks of qualifying events.  
This policy defines the eligibility criteria, administrative procedures, and paid leave benefits available to Chapman’s full-time faculty.  
POLICY 
General Information 
Fulltime Faculty employees who are eligible for Family Medical Leave (FMLA, California Family Rights Act (CFRA), Pregnancy Disability and Parental Leave, or Disability Leave (“Qualifying Leave”) are eligible for up to 12 weeks of PFL in a 12-month period subject to the conditions described below. The 12-month period is measured forward from the date any Faculty employee’s first Leave begins. Successive 12-month periods commence on the date of a Faculty employee’s first use of such leave after the preceding 12-month period has ended. There is no carryover of unused leave from one 12-month period to the next 12-month period.  
If a faculty employee is on a Qualifying Leave, Human Resources will proactively place them on PFL.  This ensures that employees will not go without pay while taking time off for an eligible reason.  The benefits and specified time periods for PFL will run concurrently with rights and benefits provided by state and federal laws for unpaid family and medical leaves. For example, if an employee is entitled to 12 weeks of FMLA and CFRA leave to care for an ill spouse, those two leaves will run concurrently with the PFL.  Consistent with applicable law, the employee cannot stack up the eligible leaves to take additional time off.  However, Chapman will consider additional time off under other internal policies or applicable law, as appropriate. 
Human Resources will communicate with a faculty employee who is placed on PFL, to ensure that they are clear on their status, eligibility, and leave balance, used and remaining.  
If Faculty employees qualify for more than one type of Qualifying Leave in the eligibility period, the PFL will be limited to a maximum of 12 weeks total, except where prohibited by applicable law.  Some examples include: 
· A faculty member takes 10 weeks of leave to care for an aging parent recovering from surgery. Three months later, within the same 12-month eligibility period, the faculty member requires an additional 3 weeks of leave for their own medical condition. At that point, the faculty member has 2 weeks of paid leave remaining under this policy. While Chapman may approve additional time off as a reasonable accommodation under the ADA (if eligible), only the first 12 weeks are paid. The remaining 1 week of time off would be unpaid.


· A faculty member takes 12 weeks of leave for their own medical condition related to pregnancy and childbirth. Six months later, within the same 12-month eligibility period, the faculty member requests an additional 12 weeks of baby bonding leave. Both types of leave are Qualifying Leaves and would be approved under applicable CFRA law. However, under this policy, only the first 12 weeks are paid. The additional 12 weeks of bonding leave would be unpaid.

Eligibility 
A Faculty employee must meet all the following criteria to be eligible for PFL: 

· Full-time Faculty, including Tenure, Tenure Track, and Non-Tenure Track
· Must have worked for the University for a total of at least 12 months during any period of time as of the date that the leave begins.
· Must have worked at least 1,250 hours during the 12 months which immediately precede the date that the leave begins.
Please note, part-time employees such as lecturers, adjuncts, and other short-term employees are not eligible for PFL, even if they qualify for family leave rights under applicable law. Such employees will continue to be entitled to any rights they qualify for under applicable University policy or applicable state and federal law, just not under this policy.
Faculty who are eligible for PFL must apply for California State Disability Insurance (“CA SDI”) and/or California Paid Family Leave (“CA PFL”).  When CA SDI or CA PFL benefits are received, the CA SDI or CA PFL is taxable by the federal government but is not taxable by the State of California. The employee with get a Form 1099-G for all or part of the CA SDI or CA PFL benefits, if taxable.  The Employment Development Department administers CA SDI or CA PFL payments directly to the employee in coordination with full pay.  Human Resources will work with faculty and assist with the filing of the paperwork for CA SDI and CA PFL.

Qualifying Leaves
Eligible faculty members may receive PFL for: 
· A serious health condition that renders a Faculty employee unable to perform their job functions.  A “serious health condition” is defined as an illness, injury, impairment or physical or mental condition that involves either: 
· in-patient care in a hospital, hospice, or residential health care facility; or
· continuing treatment or supervision by a health care provider.
· Caring for the employee’s spouse, domestic partner, child, parent, parent-in-law, sibling, grandparent, grandchild, or “Designated Person” as defined by California law, with a serious health condition, 
· The birth or adoption of a child -- to care for or bond with a child, to provide for the placement of a child through private or state adoption, to provide foster care or to function as a legal ward (Pregnancy Disability and Parental Leaves Policy).
· Incapacity due to pregnancy or prenatal medical care (i.e. pregnancy disability). See: https://www.chapman.edu/faculty-staff/human-resources/_files/policies/family-medical-leave-policy.pdf
· Qualifying exigency leave if the Faculty employee’s spouse, domestic partner, child, or parent is a member of the National Guard or Reserves or of a regular component of the Armed Forces when on covered active duty or called to covered active duty.
· Caring for a seriously injured or ill spouse, domestic partner, child, parent, or next of kin who is a covered service member or veteran.
Note: Tenure track Faculty are reminded of their eligibility to apply for a “tenure clock stoppage” or adjustment from the Office of Faculty Affairs, in consultation with the Dean and Provost.  If someone is gravely ill, the deadline could be extended or appealed. 

Procedures 
No later than the 5th day that the Faculty employee is absent from work for the same Qualifying Leave, the Faculty employee (or in the Faculty employee’s absence, the Department Head, Program Director, Chair or Dean) must contact Human Resources to discuss any potential need for a leave. 
The Faculty employee must, whenever possible, provide at least 30 days’ advance notice to the Faculty employee's supervisor and the Human Resources Department, prior to the date that the PFL is to begin. If this is not practicable, the Faculty employee must provide notice as soon as practicable after the Faculty employee becomes aware of the need for PFL.  Since academic planning occurs up to one year in advance, Faculty employees should give as much notice as possible of their need for a PFL.

Within five (5) business days following receipt of such notice, absent extenuating circumstances, the Faculty employee will be apprised by the Office of Human Resources of the employee's eligibility to take Paid Faculty Leave. 
The Faculty employee must provide certification as explained below within 15 days of the Faculty employee’s request for PFL unless it is not practicable for the Faculty employee to do so. The University will require recertification from the health care provider if additional leaves are required beyond the initial PFL period. 
If the leave is requested for the Faculty employee’s own serious health condition, the employee must provide a certification from the health care provider which states: 
· date of commencement of the serious health condition;
· probable duration of the condition; and
· a statement that the Faculty employee is unable to work at all or is unable to perform the essential functions of their position.
If the leave is needed to care for a sick child, spouse, domestic partner, parent, parent-in-law, sibling, grandparent, grandchild, or a “designated person” as defined by California law, the Faculty employee must provide a certification from the health care provider which states: 
· date of commencement of the serious health condition;
· probable duration of the condition;
· estimated amount of time the health care provider will provide care; and
· confirmation that the serious health condition requires the participation of the Faculty employee.

Release from Teaching Duties and Assignment of Alternate Duties
Faculty employees participating in the PFL benefit whose job duties involve teaching must work with their Dean to develop a leave plan that, when the leave is foreseeable, minimizes disruption to students. To ensure consistency, the Dean and faculty member must engage in a documented planning process that includes:
1.	Assessing the timing and duration of the leave in relation to the academic calendar;
2.	Reviewing available instructional options, including full or partial release from teaching, reassignment of courses, or adjusting teaching to a different semester, interterm, or trimester; and
3.	Determining appropriate alternative duties (if applicable) to be performed before or after the leave period.
This process should result in a written agreement, approved by the Dean and shared with the Provost’s Office, Office of Faculty Affairs, and Human Resources, outlining the instructional plan and any reassigned duties.
If an employee is medically authorized to return to work, and would like to return to their prior position, they need to be willing and able to perform the alternate duties assigned by the Dean and Provost in consultation with Human Resources.  If they prefer to return at a natural break in the terms , then they should make such request in writing so that the University can consider whether such request can be granted.  If this request is granted, additional time off will be unpaid.    

Employee Status 
Faculty employees will retain their employee status during the 12-week period of PFL. 

Pay During Paid Faculty Leave 
PFL is designed to maintain the Faculty employee’s base salary during the leave period.  The University will pay the delta between what the state disability or family leave benefits are and the employee’s usual take home pay during the time of the PFL.  University-provided stipends and other overloads will not be paid during PFL because these are forms of compensation above and beyond the employee base salary.  Likewise, any course releases Faculty were due to receive will be forfeited and not carried over into the term the faculty member returns. (This refers to releases due to a special administrative role, generally outlined in a special appointment letter. This does not affect banked courses.)
Faculty employees who continue to receive pay during leave will continue to have normal payroll deductions for health insurance coverage. If PFL exhausts prior to the Faculty employee’s return to work, employees are responsible for their portion of the cost of benefits. Human Resources will provide employees with information on the cost to continue benefits. 
Participation in any non-elective health and welfare plans, such as group life insurance and long- term disability insurance, will continue during the entire period of the approved leave of absence. 
Reinstatement Following Leave 
Faculty employees returning from PFL will be restored to the original or a substantially equivalent position with the same pay, benefits, and other terms of employment.  
Faculty employees wanting to return to work from a serious health condition leave must submit an acceptable release to work form from the Faculty employee’s healthcare provider that certifies the employee can perform the essential functions of the job as it relates to the employee’s serious health condition. 
OFFICE RESPONSIBLE FOR THE POLICY 
Contact information for questions about this policy: 
Human Resources, Office of Employee Relations 
(714) 997-6686 
WEBSITE ADDRESS FOR THIS POLICY 
https://www.chapman.edu/faculty-staff/human-resources/_files/policies/family-medical-leave-policy.pdf
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https://www.chapman.edu/faculty-staff/human-resources/_files/policies/disability-leave-policy.pdf
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https://www.chapman.edu/faculty-staff/human-resources/_files/policies/pregnancy-disability- parental-leave-policy.pdf
[Once the draft FAQs specifically related to this policy are finalized, we will link them here.] 


 
