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LEAVE POLICY 
Pay for time not worked is a privilege and a benefit provided to regular status employees and postdoctoral 
associates of the Research Foundation.  Regular status employees and postdoctoral associates are eligible 
for the following types of paid leave: holiday, annual, sick, bereavement, civil, and military leave.  

http://www.researchfoundation.odu.edu/
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ANNUAL LEAVE 
Leave accumulation (accrual) begins the first day of regular employee or postdoctoral associate status 
employment.  Annual leave accrual is based on the actual number of hours paid up to 80 hours per pay 
period.  Regular status employees and postdoctoral associates are eligible for annual leave accrued 
according to length of leave eligible service.  Maximum carry-over of annual leave at fiscal yearend (June 
30) is based on completed years of service.  
 

 
 
 
 
 
 
 
 
 
 
 

The posting of annual leave to an employee’s record is done at the end of each pay period. Annual leave 
is accrued while the employee is receiving workers’ compensation.  Annual leave is not accrued when an 
employee is on leave without pay.  Annual leave may not be taken and is not available until posted 
each payday. 

 
All leave is only approved as business circumstances permit. The Research Foundation will attempt to grant 
all eligible employees annual leave at the time they desire to take it. However, the Research Foundation 
must maintain adequate staffing of all departments at all times.  Where conflicts develop, they will be 
resolved as fairly as possible.  Approval by the supervisor on a leave request form is required before taking 
annual leave.  All leave used must be recorded on a leave request form and indicated on the e� an 
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Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of 
more than 3 consecutive calendar days combined with at least two visits to a health care provider or one 
visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic 
condition. Other conditions may meet the definition of continuing treatment.  
 
Use of Leave  
Depending on the reason for the FMLA leave, an employee does not need to use this leave entitlement in 
one block. Leave can be taken intermittently or on a reduced leave schedule when medically necessary 
due to the serious health condition of the employee, covered family member, or covered service member 
(Military Caregiver Leave). Employees must make reasonable efforts to schedule leave for planned medical 
treatment so as not to unduly disrupt the employer’s operations. Qualifying Exigency Leave may be taken 
on an intermittent basis, regardless of medical necessity.  
 
Substitution of Paid Leave for Unpaid Leave  
Employees may choose or employers may require use of accrued paid leave while taking FMLA leave. In 
order to use paid leave for FMLA leave, employees must comply with the employer’s normal paid leave 
policies.  
 
Employee Responsibilities  
Employees must provide 30 days advance notice of the need to take FMLA leave when the need is 
foreseeable. When 30 days notice is not possible, the employee must provide notice as soon as practicable 
and generally must comply with an employer’s normal call-in procedures.  
Employees must provide sufficient information for the employer to determine if the leave may qualify for 
FMLA protection and the anticipated timing and duration of the leave. Sufficient information may include 
that the employee is unable to perform job functions, the family member is unable to perform daily activities, 
the need for hospitalization or continuing treatment by a health care provider, or circumstances supporting 
the need for either type of medical military family leave. Employees also must inform the employer if the 
requested leave is for a reason for which FMLA leave was previously taken or certified. Employees are 
required to provide a medical certification and periodic recertification supporting the need for any type of 
FMLA leave, and are required to provide a “fit for duty” certification upon return to work if the FMLA leave 
was for the employee’s own serious medical condition.  
 
Employer Responsibilities  
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from the health care provider that the employee is needed to care for the family member or covered service 
member.  The medical certification should be provided within 15 calendar days of the request to use FMLA.  
Failure to provide required medical certification may result in the denial of FMLA leave.  The Research 
Foundation may require a second medical opinion, at its expense, if there is reason to question the original 
certification.  Upon return to work, employees must provide a “fit for duty” certification to their supervisor 
for personal medical leave. 

 
Intermittent Leave 
Under some circumstances, an employee may take leave intermittently (take a day or days periodically 
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Employees must request bereavement leave by contacting their supervisor before going on leave.  The 
supervisor may require an employee to submit an obituary and other evidence of relationship to the 
deceased along with the request for bereavement leave or upon return to work.  Approval by the supervisor 
on a leave request form is required. All leave used must be recorded on a leave request form and indicated 
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granted leave without pay and be allowed to retain his/her earned leave balan


