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FAMILY AND MEDICAL LEAVE POLICY 
 
NHRMC recognizes that employees may find it necessary to take leave from their jobs for a 
temporary period to address certain family responsibilities or their own serious health conditions. 
Therefore, and in compliance with the Family and Medical Leave Act of 1993 (FMLA), NHRMC 
hereby establishes its Family and Medical Leave Policy. 
 
Employees should recognize that this policy and FMLA are only intended to cover (1) the birth or 
adoption of a child, or receiving a child for foster care and (2) serious health conditions – generally 
those that involve more than three days incapacity from work for chronic, long-term, incurable 
conditions (see section II.b for definition of a serious health condition). 
 

I. GENERAL 
 

An employee who is absent for birth, adoption or foster care placement of a child or due to an 
illness for more than three consecutive workdays is required to apply for a family and medical 
leave under this policy. 

 
A.  Covered Leave 

 
 

NHMRC will grant an eligible employee leave for up to 12 weeks during a 12-month period, 
if the procedures in this policy are followed and leave is requested for any of the following 
reasons: 

 
1. The birth or adoption of a child, or receiving a child for foster care;  
2. To care for a “family member”, as defined in Section II.a, of the employee if that 

individual has a serious health condition; or  
3. The employee’s own serious health condition that makes it impossible to perform 

essential job functions. 

4.   Any qualifying exigencies arising out of the fact that a spouse, son, daughter, or parent 
of an employee who is on active military duty or has been notified of an impending call 
or order to active duty in the Armed Forces. 
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NHMRC will grant an eligible employee up to 26 weeks of unpaid leave in a single 12-
month period to care for a “covered service member” 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.   

If the leave is for birth, adoption or foster care placement, the leave must be completed 
within 12 months of the date of birth, date of adoption, or date of placement. 

 
B. Spousal Exception 

 
If a husband and wife both work for NHRMC, and are eligible for leave, they are entitled to 
a combined 12 work weeks of leave taken for birth, adoption, foster care, or to care for a 
parent. 

 

C. Intermittent Leave 
 

An employee taking leave for personal illness or to care for a sick family member need not 
take such leave continuously and may take it on an intermittent basis, or by reducing the 
employee’s scheduled work hours. The employee must provide certification from the health 
care provider caring for the employee and/or family member that it is medically necessary 
for the leave to be taken in this manner. If leave is not taken continuously, it will be 
deducted from the employee’s entitlement to leave, i.e. 12 weeks equivalent during a 12-
month period in increments of one (1) hour. 

 

II. DEFINITIONS 
 

a.  Family Member – includes the employee’s spouse, child or parent, but not a parent in-
law. Child is defined as the biological son or daughter, adopted, or foster child, step-
child, or legal ward, or a child for whom the employee stands in loco parent as 
(standing in the place of a parent), who is either under 18 years of age, or 18 years or 
older but is not able to care for him/herself because of physical or mental disability. A 
parent is any individual who assumed day-to-day and financial responsibility for the 
employee when the employee was a child. A spouse is defined as your legally married 
spouse; domestic partners are not covered. 

 
b. Serious Health Condition – is defined as an illness, injury, impairment, or physical or 

mental condition that involves a period of incapacity or treatment following in-patient 
care in a hospital, hospice, or residential medical care facility; a period of incapacity 
requiring more than three days’ absence from work and continuing treatment by a 
health care provider; or continuing treatment by a health care provider for a chronic or 
long-term health condition that is so serious that, if not treated would likely result in 
incapacity of more than three (3) days: or continuing treatment by or under the 
supervision of a health care provider of a chronic or long-term condition or disability that 
is incurable; or prenatal care.  

 
c. Health Care Provider – is any doctor of medicine or osteopathy, podiatrist, optometrist, 

and nurse practitioner or nurse midwife performing within the scope of their practice as 
defined under state law. Christian Science practitioners and Chiropractors are 
healthcare providers to the extent defined under regulations issued by the US 
Department of Labor. 
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d. Covered Service Member – includes the employee’s spouse, son, daughter, parent or 
next of kin (defined as the nearest blood relative) who is a member of the Armed 
Forces, including a member of the National Guard or Reserves. 

 
 

III. MINIMUM ELIGILIBITY REQUIREMENTS 
 
 An employee is eligible if they satisfy the following: 

• has been employed at NHRMC for at least twelve (12) months (the months do not 
have to be consecutive), and 

• has worked at least 1250 hours during the twelve (12) month period prior to the time 
leave would begin under this policy.  

 
Hours are calculated based upon actual hours that the employee worked, including overtime. 
NHRMC – HR Benefits’ Team will make the eligibility determination at the time of the leave 
request. 

 
NHRMC will use payroll records of hours worked for all hourly paid employees. For exempt 
employees, NHRMC will assume that any employee employed full-time for 31 weeks during the 
12-month period prior to the time leave would be begin, meets the 1250 hour requirement.  

 

IV. PROCEDURES FOR REQUESTING LEAVE 
 

After the employee notifies their immediate supervisor of their leave request, the employee 
must contact the Benefits Department to obtain all required paperwork. It is the employee’s 
obligation to complete and return all required paperwork so that the Benefits Department can 
make a determination as to their leave eligibility. Failure to do so may result in the denial of the 
employee’s leave request.  

 
A family and medical leave requires the employee to provide a Family Medical Leave 
Request/Response form (HR-07) and medical certification of the serious health condition 
(Certification of Health Care Provider HR-08.)   

 
When a determination regarding a FMLA LOA request is rendered, the HR Manager or his/her 
designee, must authorize by signing the Employer Response form (HR-07), notify the 
immediate supervisor and employee, and issue a copy to the employee. 

 
The Department Director or Manager takes responsibility to complete the Personnel Action 
Form (PE134) and ensures that the employee understands the policy, particularly as it pertains 
to reinstatement. 

 
a. Foreseeable Leaves  

 
If the need for family or medical leave is foreseeable, the employee must provide notice to 
NHRMC of no less than 30 days. Leave will be denied unless there is a reasonable cause 
for delay. If the leave is denied for lack of notice, the employee may designate leave to 
start 30 days after notice is given.  
 
Failure to report to work when FMLA leave has been denied will be treated as an 
unexcused absence under NHRMC’s attendance policy. Employees will not be paid for any 
missed days or permitted to substitute PDO, and will be subject to disciplinary action. 
 

b. Scheduling 
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If the leave is for the planned medical treatment of the employee or a family member, or 
requires intermittent or reduced schedule leave, employees may be required by their 
supervisor to arrange a particular schedule or to reschedule appointments or treatments, 
subject to the consent of the health care provider. 

 
 

c. Unforeseeable Leaves 
 

If the need for family or medical leave is not foreseeable, the employee must give notice as 
soon as possible and practical. Employees are expected to promptly notify their supervisor 
as soon as they learn of the need for leave. In emergencies, the employee or a family 
member should also contact the Human Resources and give the same information by 
telephone at (910) 343-7049 or fax (910) 815-5969. A phone number where the employee 
can be reached must be provided. FMLA forms will be provided to the employee. The 
completed forms must be returned to HR – Benefits within 15 days.  
 
Except for medical emergencies, failure to call or notify a supervisor prior to a scheduled 
workday may be treated as an unexcused absence. 
 

d. Medical Certification 
 

NHRMC will require proof of necessity for family or medical leave by a health care provider 
on forms provided by NHRMC. (HR –08) 
 
Certifications must be submitted to Human Resources within 15 days of the date requested 
by NHRMC.  
 
NHRMC reserves the right to require the employee to get a second opinion of medical 
necessity for leave from an independent medical provider selected by and at the expense 
of NHRMC. If the two opinions conflict, the conflict may be resolved through a third opinion 
by a provider agreed to by both NHRMC and the employee. It shall be considered final and 
binding. 

 

V. TRANSFER TO ALTERNATIVE POSITION 
 

In all cases of intermittent and reduced schedule leaves, including part-time work after birth or 
adoption, NHRMC reserves the right to require the employee to transfer to another equivalent 
position with equivalent benefits that better accommodates the employee’s need for leave 
and/or NHRMC’s operations. This decision is at the sole discretion of NHRMC. NHRMC 
reserves this right to transfer an employee to another position whenever an employee’s usage 
of leave for one or more qualifying reason is so frequent and intermittent that it is impossible to 
predict and schedule coverage. 

 

VI.  CONFIDENTIALITY   
 

NHRMC will keep confidential all information relating to requests for family or medical leave. 
This information will be used only to make decisions in regard to the consistent administration 
of the provisions of the policy. Supervisors must submit all completed forms related to the 

leave to Human Resources and should not retain copies in their files. 
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VII.  ACCRUED PAIDS DAYS OFF (PDO) 
 

In all cases, employees on approved FMLA leave of absence are required to use available 
accrued Paid Days Off up to a maximum of 40 hours per week. PDO balances may be divided 
equally throughout the entire period of anticipated leave to pay a portion or all of the 
employee’s benefit premiums as normally deducted from their paycheck. Employees are 
responsible for notifying their Manager regarding how they wish for their Paid Days Off to be 
paid out while they are on leave. The combined paid and unpaid FMLA leave shall not exceed 
12 weeks off from work in a year. 
  

In accordance with NHRMC policies, employees on leave of absence do not accrue PDOs or 
other benefits while on Leave of Absence unless required by law. Employees on an intermittent 
or reduced-schedule leave will earn PDO at the same rate as part-time employees working 
similar schedules.  
 

VIII. BENEFITS 
 

During an approved FMLA leave, NHRMC will maintain the employee’s coverage for benefits 
provided the employee continues to pay their portion of any insurance premiums normally 
deducted from the employee’s paycheck. This includes, but is not limited to, health, dental, 
vision, life, LTD, and FSA coverage. Premiums shall (1) be taken from paychecks received 
from PDO hours or (2), if/when PDO is exhausted, be paid by check by the tenth day following 
the normal scheduled pay date to the NHRMC Human Resources – Benefits Department.  

 
If the employee fails to make the required payments for health coverage within 30-days of the 
date that such payments are due, coverage will be discontinued without exception. If the 
employee does not return to work at the end of the leave, NHRMC will require reimbursement 
for health and dental insurance premiums it paid during the leave.   

 

X. REINSTATEMENT 
 

a. Reinstatement of Benefits 
 

 Nothing in this policy limits NHRMC’s right to amend, modify, interpret, or eliminate any 
insurance or benefit plans or policies at any time. 

 
Upon the employee’s return from leave, NHRMC has the right to refuse to reinstate any 
benefit or condition of employment that has been discontinued for NHRMC employees. 

 
An employee out on a leave of absence for 30 days or more will have their PDO benefit 
date adjusted by the length of the leave. 

 
b. General 

 
Employees returning from family and medical leave under this policy will be returned to the 
same or an equivalent position with equivalent pay, benefits, and other employment terms 
and conditions, unless the employee would have been terminated in the absence of any 
leave (i.e. layoff, downsizing, or termination of a temporary job.)  Taking of an FMLA 
approved leave will not result in any loss of benefits or conditions of employment applicable 
to any other active employee. 
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Employees who refuse to accept offered positions that meet FMLA criteria and do not 
return to work by the approved expiration date of the leave, will be considered to have 
voluntarily terminated their employment with NHRMC. Employees who voluntarily resign 
are not entitled to any severance pay.  

 
Certain highly compensated “key” employees may be denied reinstatement under FMLA 
when necessary to prevent “substantial and grievous economic injury” to NHRMC’s 
operations.  Employees will be notified of their status as a key employee, when applicable, 
after they request FMLA leave.  (Refer to Human Resources for clarification). 
 
Upon the employee’s return from FMLA LOA, the Department Director or Manager must 
complete the Personnel Action Form to reinstate active status, to include intermittent 
leaves. 
 
 

c. Fitness-For-Duty Examinations 
 
Employees absent from work for their own health conditions are required to receive a 
fitness-for duty certification from NHRMC’s Employee Health Center in conjunction with 
their physician’s medical clearance and before reporting to their department. Appointments 
must be scheduled and are available by calling Employee Health at (910) 343-7445.  
 
NHRMC reserves the right to make additional medical inquiries and/or require follow-up 
examinations, at its expense, to ensure that employees can safely perform all the functions 
of the job. Medical inquiries will be conducted in accordance with NHRMC’s policy with 
regard to HIPPAA and the Americans with Disabilities Act. 
 

d. Periodic Reporting 
 
NHRMC may require an employee to periodically recertify the medical condition that 
caused the employee to take leave as indicated on the Employers Response form.  
Intermittent leaves may require recertification as often as every 30-days and will be 
indicated on the Employer Response form. Re-certifications are submitted directly to 
Human Resources – Benefits Department and failure to comply with re-certification 
requirements will be construed as an indication that the employee chose to voluntarily 
resign from his/her position. 
 

e. COBRA 
 
When an employee notifies NHRMC that he or she is not returning from leave, NHRMC 
shall terminate all benefits in conjunction with the plan stop dates (for health benefits loss 
of coverage shall be the end of the month following their last active date of coverage.) The 
employee shall be entitled to continuation of health benefits in accordance with the 
Consolidated Omnibus Budget Reconciliation Act (COBRA) and shall receive certified mail 
detailing these rights. 
 

XI. General Provisions 
 

 Employees are not entitled to receive unemployment compensation during an authorized 
leave.  If the employee applies for unemployment compensation, it will be assumed that the 
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employee voluntarily quit his/her employment with NHRMC. Employees who voluntarily 
resign are not entitled to any severance pay. 

 
Employees who are on an approved FMLA leave may not perform work for any other 
employer during that leave.  
 
NHRMC reserves the right to modify or terminate this policy at any time in accordance with 
state and federal law. Employees and NHRMC have various rights and obligations under 
FMLA. For more information, contact Human Resources. 
 
 
 

LEAVE OF ABSENCE POLICY 
 
NHRMC recognizes that employees may find it necessary to take leave from their jobs for other 
reasons and NHRMC will provide authorized time off for leave of absences for Military, Personal, 
Educational, or Other Medical. 

   

I. GENERAL 
 

  1. A leave of absence, for reasons other than FMLA LOA, is defined as excused time off from 
work other than approved vacation with or without pay, in excess of ten consecutive days. 

 
  2. Employees requesting a leave of absence must present written requests using the Leave 

of Absence Application (HR-06) to their Department Manager or Director.  
 
  3. When an employee on a Leave of Absence, for reasons other than FMLA LOA, is able to 

return to work, the employee may be unable to return to their former position and similar 
positions may not be available at the time they wish to return. When returning from leave, 
he/she should inquire about continuing employment by contacting their manager and 
human resources. If the department is unable to return him/her to their former position, 
Human Resources will provide assistance in seeking re-employment; however, no 
guarantee of employment can be made. 

 
  4. When a determination regarding a LOA request is rendered, the Department Manager or 

Director must sign the Leave of Absence Application (HR-06) request form and send the 
original to Human Resources along with the Personnel Action Form (PE 136). The 
manager may retain a copy of the request form provided it does not include details that 
could be construed as Protected Health Information (PHI). A copy is to be given to the 
employee. 

 
  5. If the leave request is approved, the Department Manager or Director must ensure that the 

employee understands the policy, particularly as it pertains to reinstatement under the 
various types of leave. 

 
  6. Prior to actually going on leave, the employee must contact Human Resources to make 

arrangements for various benefit continuation, such as health or life insurance. 
 
  7. Employees are not entitled to receive unemployment compensation during an authorized 

leave.  If the employee applies for unemployment compensation, it will be assumed that the 
employee voluntarily quit his/her employment with the Medical Center. Employees who 
voluntarily resign are not entitled to any severance pay. 
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  8. In accordance with NHRMC policies, employees on leave of absence do not accrue PDO 

or other benefits while on Leave of Absence unless required by law.  
 
9. Employees returning from an Other Medical leave of absence are required to receive a 

fitness-for duty certification from NHRMC’s Employee Health Center in conjunction with 
their physician’s medical clearance and before reporting to their department. Appointments 
must be scheduled and are available by calling Employee Health at (910) 343-7445.  

 
10. Employees who are unable to report to work because of arrest and/or incarceration may, 

under appropriate circumstances, be placed on a personal leave of absence pending 
further internal investigation by the Medical Center. (See Arrest Policy 1.4.)  A decision 
whether to allow the resumption of active employment will be made by the employee’s 
Department Director in consultation with the Employee Relations or Vice President of 
Human Resources. 

 
11. Upon the employee’s return from LOA, the Department Manager or Director must complete 

the Personnel Action Form (PE –136) to change the employee to active status. 
 
12. An employee out on a leave of absence for 30 days or more will have their PDO benefit 

date adjusted by the length of the leave. 
 

II. Types of Leaves of Absence: 
 
 

A. Military Leaves of Absence 
 

Leaves of absence for the performance of active duty with the US Armed Forces, a 
Reserve component thereof, or the National Guard, will be granted in accordance 
with applicable law.  
 
1. Employees obligated for military service must officially notify their Department 

Director with a copy of their military orders as soon as they receive official 
notification.  In the event of a reserve call-up, the employee should make every 
effort to notify the Department Director, but reservists summoned to active duty 
are not required by law to give notice prior to leaving for duty. 

 
2. Employees returning from a Military Leave must be reinstated in the same or 

similar position with equal pay, benefits and seniority in accordance with 
applicable law. 

 
3. Employees on Military Leave may use their paid days off (PDOs) if they wish, 

but are not required to do so. 
 

4. Employees may not be discharged for meeting their military obligations. 
 

5. Employees who may be unable to fulfill their job responsibilities due to a 
disability incurred in the military service must be offered a position for which 
they are qualified, in accordance with applicable law. 

 
6. Employees on reserve status called to active duty will be notified by Human 

Resources of their insurance rights under the COBRA law, and in the event they 
do not elect to continue health insurance coverage during their leave, they will 
be reinstated upon return to work without penalty and without application of pre-
existing clauses in the insurance coverage(s).  In the event an employee elects 
to continue coverage under COBRA’s provisions, New Hanover Regional 
Medical Center will be the primary insurer. 
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7. Employees on reserve status called to active duty will be entitled to all benefits 
of seniority (i.e. pension credit, PDO accrual rates, general wage increase) as 
though no break in service occurred. 

 
8. Merit based performance evaluations will reflect a break in service and review 

dates will be adjusted accordingly upon return. 
 

B. Other Leave 
 

Other leave includes personal, educational or other medical leave not covered by 
FMLA and may be granted for up to 12 months. 

 
1. Employees who are not covered under the provisions of the FMLA or employees 

who have already utilized their full FMLA annual entitlement may apply for Other 
Medical Leave. 

 
a. During the first twelve weeks of an approved Other Medical Leave, NHRMC 

will maintain the employee’s coverage for benefits provided they have not 
been on FMLA for the prior 12 weeks and the employee continues to pay 
their portion of any insurance premiums normally deducted from the 
employee’s paycheck. This includes, but is not limited to, health, dental, 
vision, life, LTD, and FSA coverage. Premiums shall (1) be taken from 
paychecks received from PDO hours or (2), if/when PDO is exhausted, be 
paid by check by the tenth day following the normal scheduled pay date to 
the NHRMC Human Resources – Benefits Department.  

 
If the employee fails to make the required payments for health coverage 
within 30-days of the date that such payments are due, coverage will be 
discontinued. If the employee does not return to work at the end of the 
leave, NHRMC will require reimbursement for health and dental insurance 
premiums it paid during the leave.   

 
This provision does not apply to Personal Leave, Educational Leave, or 
Military Leave. 

 
b. Reinstatement/return to portion - The employee cannot be guaranteed at the 

end of his/her leave to be reinstated to his/her former portion or an 
equivalent one in pay, benefits, and other terms and conditions of 
employment as required under the FMLA policy. 

 
2. If an employee fails to return to work at the conclusion of an approved leave, or 

fails to accept a suitable position, the employee will be considered to have 
voluntarily terminated employment with the Medical Center. 

 

III. General Provisions 
 

 NHRMC reserves the right to modify or terminate this policy at any time in accordance with 
state and federal law. Employees and NHRMC have various rights and obligations under 
FMLA. For more information, contact Human Resources. 
 

 
 

 

END 
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