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Resource Guide for Leaders - Workforce Members Taking Protective Leave
This resource provides leaders with guidance on roles and responsibilities when managing workforce member leave. It offers practical tips to help navigate necessary conversations while remaining within legal boundaries regarding what can and cannot be discussed.

It is important that you initiate an ongoing conversation with employees prior to taking leave so you can plan for their time off and support them during what could be a difficult time.

They are entitled to take the time they need to recuperate or care for their family member. Showing your support eases the anxiety they may be facing and encourages them to return to work as soon as they are able to do so.

What Discussions Should I Have Prior to the Leave of Absence:
Leaders should discuss the following before a continuous or extended leave begins. Having this conversation early ensures alignment to expectations.

1. Leave Duration for Continuous Leaves
Ask:
· What will be your last day of work before starting leave?
· When do you expect to return to work?
Share your expectations:
· Please keep me updated on your return-to-work plans and contact me proactively if your estimated return date needs to be extended
· Please do not perform any work while on medical leave of absence, which includes, checking and responding to emails and attending meetings or work functions
Confirm:
· Contact information – ensure phone and address are current
· Obtain and emergency/alternative contact

2. Continuous Leave Expectations
· Workforce members are required to share their requested leave dates, which includes alerting you when they need to extend their leave
· You have the right to reach out to your workforce member if the start date or end date of their leave has not been made clear or if they did not return to work as expected
· Employees are required to respond, unless they are incapacitated and unable to do so

3. Intermittent Leave (IFML) Expectations - Leave taken as needed, rather than continuously. It starts and stops at irregular intervals and does not extend past 3 full days at a time
Ensure workforce members:
· Be sure your employee understands departmental call-in procedures and how to notify you directly if the situation changes and/or if their need for time off becomes greater than what is approved.
· Ensure your employee knows that they are required to advise at the time of call-in that their absence is related to their leave case (and provide their case number, if they have more than one current intermittent case). This will ensure their absence is protected and not subjected to an infraction under your attendance policy.
· Ensure they understand adhering to what is contained in their approval

Reporting IFML Time to HR Leave and Accommodations:
· Departments must submit weekly electronic intermittent tracking forms (eITFs) to report any intermittent FML time taken, so the FML time taken can be deducted from available FML
· Absences of 4 hours or less (AB4) is not allowed for exempt employees taking IFML – they must use their applicable accruals for all absences no matter the increment

Important considerations:
· Managers may negotiate dates/times if the workforce member agrees. 
· Managers may not require changes to requested dates. 
· Managers may not ask about medical conditions, diagnosis, treatment information, etc.

4. Return-to-Work Expectations
· Ask workforce members to confirm their return a few days in advance 
· Ask workforce members to alert you of any expected limitations or restrictions they may have once they return - without discussing medical details
· If a release is provided that contains restrictions and you are able to accommodate them, you can complete the Accommodation Offer form and send a copy to HR Leave and Accommodations
· If you are unable to accommodate, refer your workforce member to HR Leave and Accommodations and email HRLeaveAdmin@mdanderson.org with a copy of the release noting your inability to accommodate

Leave Status Changes
· Workforce members should:
· Notify both their leader and HR Leave and Accommodations of any changes 
· Provide at least 2 days’ notice, when possible, before their expected return date, of the need to extend
· Leaders should:
· Follow up with workforce member if confirmation of the return-to-work date is not received 
· There may be cases when employees may not be able to give a full 2 days’ notice, but it is important that they are aware that you expect for them to reach out to confirm their return date.
· Reach out to them the day before expected return, if needed
· If the workforce member did not return as expected, call them to determine why
· If they inform you of a need to extend their leave, remind them to keep you updated and refer them to HR Leave and Accommodations



Common Scenarios & Guidance
Scenario 1: Patterns of Absence (Intermittent Leave) - Patterns could include frequently utilizing FML adjacent to off days/holidays/scheduled PTO 
· Review the approval letter with the workforce member 
· Discuss the patterns and show them a visual reference (e.g., color-coded calendar visualization) 
· Reach out to your HR Business Partner for guidance
· Advise HR Leave and Accommodations will be contacted if the pattern continues

Important:
· Do not request or accept medical information 
· If your workforce member begins to share medical information, ask them not to
· Refer all medical discussions to HR Leave and Accommodations 
· Do not take corrective action without consulting your HR Business Partner, who will consult with HR Leave and Accommodations
· Follow up discussions about patterns and potential consequences in writing

Scenario 2: Suspected Misuse of Leave or Forgery of Documents
· Contact your HR Business Partner and/or HR Leave and Accommodations 
· Do not make accusations or assumptions 
· Share any information or documents you have with HR Leave and Accommodations
· Do not call the workforce member’s medical provider

Scenario 3: Setting Return-to-Work Expectations
Suggested discussion:
“Since you are taking leave for yourself, you are expected to provide a medical release when you return to work. If any restrictions or limitations are placed on your return, please notify me and HR Leave and Accommodations in advance so we can assess your need for accommodation. Should you find out that you will not be able to return as planned, please update me proactively.”
· This conversation should occur at leave initiation and again prior to return 
· No medical release is required if leave was taken for a family member 

Scenario 4: What Can I Discuss With My Workforce Member While on Leave
Reach out to your workforce member while on leave, but closer to their expected return:
· Ask them how they are doing 
· Confirm if they are planning to return-to-work based on what they originally communicated
Please do not:
· Ask about medical conditions, treatments, prognosis, etc.
· Discuss medical details, even if this information is volunteered 
· Share information with others who do not have a need to know
· Speculate about leave validity of the leave



Scenario 6: My Workforce Member Did Not Return as Scheduled
· Contact your workforce member 
Suggested discussion:
“Hi, how are you doing? We expected you back at work today. If you needed additional time, you needed notify both me and HR Leave and Accommodations. If you have been released, please report to work tomorrow with your release. If you need to extend your leave, please confirm your estimated return to work date. Please also contact HR Leave and Accommodations immediately to determine what is needed.”
· HR Leave and Accommodations will send an updated notification once the workforce member has reached out and preliminarily approve the extension pending receipt of medical certification from their medical provider.

Scenario 7: My Workforce Member Returned Without Medical Release
· Allow them the opportunity to obtain documentation, if possible. Ask them to reach out to their medical provider to see if they can get it faxed
· If they can get it within 24 hours, that is acceptable. If not, they may have to go back on leave until they do. Contact HR Leave and Accommodations if this occurs.
Suggested discussion:
“I’m sorry, but you if you cannot get it to me by tomorrow, I will not be able to allow you to continue to work without that clearance. Are you able to contact your doctor to obtain one now? If not, you can’t return until you obtain one. We will continue to use any available, applicable accrued time for your absence until you can submit that release.”

Supporting the Return-to-Work Transition - Returning from leave can be challenging. 
Leaders should:
· Welcome your workforce member back
· Reintegrate them at a comfortable pace 
· Schedule time with them to provide them with updates of what they missed – for example: 
· Leadership changes 
· Process updates 
· Training requirements 
· Performance goals 

In summary
Consistent and supportive monitoring and communication is critical to effectively managing workforce member’s leave. When in doubt, always consult HR Leave and Accommodations or your HR Business Partner for guidance or assistance.
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