BOWDOIN COLLEGE

FAMILY AND MEDICAL LEAVE POLICY
Effective May 1, 2026
All Bowdoin College employees may be entitled to family and medical leave under the federal Family and Medical Leave Act (“FMLA”) when they meet all the eligibility requirements of this law. This policy sets forth several rules that must be applied uniformly to all College employees who may be eligible for FMLA leave. Any questions concerning the following family and medical leave should be directed to Human Resources.

Applicable State Leave Laws: In addition to federal FMLA, employees may be entitled to additional leave entitlements under state and/or local laws in which they reside or work, as well as the College’s company-leave policies. Employees should refer to the applicable state leave policy for their respective state, which should be read in conjunction with this FMLA policy. Where leave qualifies under both FMLA and other applicable laws, the leave entitlements run concurrently. Copies of applicable state leave policies are available from Human Resources.

A. [bookmark: A._The_Federal_Employee_Eligibility_Peri]Eligibility 
To be eligible for FMLA, an employee must have been employed by the College for at least 12 months and must have worked at least 1,250 hours during the 12-month period preceding the first date of leave.
The 12 months of employment do not have to be consecutive. All periods of absence from work due to or necessitated by service in the uniformed services are counted as hours worked in determining eligibility.

B. Reasons for Leave

FMLA may be taken for one or more of the following reasons:

a. [bookmark: a._Medical_leave_when_the_employee_is_un]Medical leave when the employee is unable to work because of a serious health condition;
b. [bookmark: b._Care_for_an_immediate_family_member_o]Care for an immediate family member of the employee (spouse, child, or parent) with a serious health condition;
c. [bookmark: c._Birth_and_care_of_the_newborn_child_o]To care for the employee’s child after birth, or placement for adoption or foster care;   
d. [bookmark: d._Placement_with_the_employee_of_a_son_][bookmark: e._“Qualifying_exigency_leave”*_for_an_e]For any qualifying exigency arising out of the fact that a spouse, child or parent is a military member on covered active duty or on call to covered active-duty status; or
e. Military caregiver leave to care for spouse, child, parent, next of kin for eligible service member or veteran with serious illness or injury.

Refer to the Definitions section of this policy for additional detail.

[bookmark: *”Qualifying_exigency_leave”_allows_elig]

C. Leave Entitlement  
Eligible employees can take up to 12 weeks of FMLA leave for certain family and medical leave reasons during any 12-month period.  The College will measure the 12-month period as a 12-month period measured forward from the date an employee’s first leave begins. Using this method, when an employee takes FMLA leave, a 12-month period is established beginning on the first day of leave and running forward for 12 months. The employee is entitled to up to 12 weeks of FMLA leave during that 12-month period.

An eligible employee can take up to 26 weeks for the FMLA military caregiver leave during a single 12-month period measured forward beginning on the first day the employee takes military caregiver leave.  FMLA leave already taken for other FMLA reasons during that same 12-month period will be deducted from the total of 26 weeks available.

FMLA only counts against the 12-week leave entitlement for periods when the employee would otherwise be required to report to work. When the College closes for one or more full weeks and the employee is not expected to work, such as winter break, spring break, or summer break (for academic year appointments), that time does not count against the employee's FMLA leave. If the employee holds a 12-month appointment and the department remains operational during a break period, FMLA leave continues to run because the employee would otherwise be expected to report to work.

D. [bookmark: C._Notice_by_Employee]Intermittent Leave or Reduced Schedule

Employees may take FMLA leave continuously (one consecutive block of time) or intermittently (take a day periodically when needed over the year) or, under certain circumstances, may use the leave to reduce the workweek or workday, resulting in a reduced hour schedule. In all cases, the leave may not exceed a total of 12 workweeks (or 26 workweeks to care for an injured or ill service member) in a 12-month period. Intermittent FMLA can be used at a minimum of 15-minute increments, except where applicable state leave requires a lesser or greater increment. Intermittent leave requirements may also vary under the College’s company policy, and the employee should reference those applicable company policies for requirements. 

The College may temporarily transfer an employee to an available alternative position with equivalent pay and benefits if the alternative position would better accommodate the intermittent or reduced schedule, in instances when leave for the employee or employee's family member is foreseeable and for planned medical treatment, including recovery from a serious health condition or to care for a child after birth or placement for adoption or foster care.

For the birth, adoption or foster care of a child, FMLA leave may be taken intermittently or on a reduced schedule only with mutual agreement between the College and the employee. Applicable state leave laws may permit intermittent bonding leave without mutual agreement, subject to minimum increment requirements. Employees should refer to the state leave policy for the state in which they reside or work.

When leave is needed for planned medical treatment, the employee must make a reasonable effort to schedule treatment so as not to unduly disrupt the College’s operations.

E. Notice by Employee and Certification Requirements
Employees requesting leave shall provide at least 30 days’ notice to Human Resources whenever the need for such leave is foreseeable. When the need for FMLA leave is not foreseeable, the employee must notify Human Resources as soon as practicable. 

The College may require medical certification to support any FMLA leave request, and employees must return a complete and sufficient certification within 15 calendar days. Failure to provide adequate certification may result in denial of FMLA leave. 

The College may request recertification no more often than every 30 days unless the employee requests an extension, circumstances have changed significantly, or the College receives information casting doubt on the absence or the certification's validity. If the certification states a minimum incapacity longer than 30 days, the College will generally wait until that duration expires before requesting recertification. For leaves extending beyond a single 12-month period, the College may require new certification in each subsequent leave year. 

When the College has reason to believe that an employee is or will be absent for an FMLA- qualifying purpose, Human Resources shall request the appropriate information from the College employee to determine their eligibility for FMLA.

Employees are not expected to perform any work duties during an approved FMLA leave period.  The College will not request, assign, or direct any work activity to an employee while on FMLA-protected leave.

F. [bookmark: D._Coordination_with_Other_Leave]Coordination with Other Leave
When leave is taken that qualifies both as FMLA and as permitted leave under any employment contract, leave policy, or state paid family leave, the employee shall use FMLA and the other type of leave concurrently, provided that the employee meets all the eligibility requirements for each type of leave.

Types of leave that shall run concurrently with FMLA include but are not limited to: personal absence time (sick time), vacation time, Short Term Disability, Long Term Disability, parental leave, unpaid leave, absence for work- related injuries, and any other applicable types of leave available. An employee may reserve up to 5 days (one week) of available vacation time (if applicable) and not use it concurrent with FMLA. To the extent that paid leave is not available and/or used during FMLA leave, FMLA leave is unpaid.

Employees on unpaid FMLA leave and who are not concurrently receiving state paid family leave benefits are required to use accrued paid time (including vacation, personal absence time, or sick time, as applicable and in keeping with the uses of each paid time type), up to 100% of the employee’s regular base pay. The College will not require employees to use accrued paid time while receiving state paid leave benefits, consistent with applicable state law. Employees who wish to supplement must notify Human Resources at the start of leave or as soon as practicable. For supplementation procedures specific to each state program, employees should refer to the applicable state leave policy.

Sabbatical leaves and other paid research or professional leaves are considered work for the College, and eligibility, requirements, and expectations for FMLA leave shall be the same during sabbatical or research leave as during all other FMLA-covered work time. Employees on sabbatical or research leave who experience an FMLA-qualifying event must notify Human Resources promptly. FMLA will be designated according to standard policy, and applicable state paid leave claims must also be filed per the applicable state leave policy.

G. Benefits During FMLA leave

The College will continue coverage of the employee's benefit plans (including medical, dental, short-term disability, basic life insurance, and long-term disability insurance) during an approved FMLA leave and will maintain its contributions toward that coverage.  Employee contributions will continue through payroll deduction while the employee remains in paid status. When the leave becomes unpaid, the employee is responsible for making billing arrangements through Human Resources.  College retirement contributions, sick time, and vacation time shall continue to accrue only while the employee remains in paid status. Accruals will be discontinued during any unpaid portion of the leave, except where applicable state law mandates their continuation.

H. [bookmark: F._Fitness_for_Duty_Certificate]Return to Work 
Before returning to work, employees taking FMLA for their own serious health condition shall submit a certificate from a health care provider to Human Resources indicating that they are able to return to work and perform the essential functions of the position. The certificate should address any work restrictions or need for accommodation upon return.
Under FMLA, eligible employees who return from leave are entitled to be restored to the same position or an equivalent position with equivalent employment benefits, pay, and other terms and conditions of employment.
I. Non-Interference and Non-Retaliation
The College will not interfere with, restrain, or deny any employee’s exercise of FMLA rights. The College will not discharge, discipline, or discriminate against any employee for exercising FMLA rights, opposing any practice made unlawful by the FMLA, or participating in any FMLA-related proceeding. Employees who believe their rights have been violated should contact Human Resources. 
J. Definitions

a. Serious health condition means an illness, injury, impairment, or physical or mental condition that involves inpatient care or continuing treatment by a health care provider. This can include conditions with short-term, chronic, long-term or permanent periods of incapacity.
b. Spouse means a husband or wife as defined or recognized in the state where the individual was married and includes individuals in a common law or same-sex marriage. Spouse also includes a husband or wife in a marriage that was validly entered into outside of the United States, if the marriage could have been entered into in at least one state.
c. Child means a biological, adopted or foster child, a stepchild, a legal ward, or a child of a person standing in loco parentis, who is either under age 18, or age 18 or older and "incapable of self-care because of a mental or physical disability" at the time that FMLA leave is to commence.
d. Parent means a biological, adoptive, step or foster father or mother, or any other individual who stood in loco parentis to the employee when the employee was a child. This term does not include parents "in law." 
e. Qualifying exigency includes short-notice deployment, military events and activities, child care and school activities, financial and legal arrangements, counseling, rest and recuperation, post-deployment activities, and additional activities that arise out of active duty, provided that the employer and employee agree, including agreement on timing and duration of the leave.
f. Covered active duty for members of a regular component of the Armed Forces, means duty during deployment of the member with the Armed Forces to a foreign country. For a member of the Reserve components of the Armed Forces, means duty during the deployment of the member with the Armed Forces to a foreign country under a federal call or order to active duty in support of a contingency operation, in accordance with 29 CR 825.102.
g. The next of kin of a covered service member is the nearest blood relative, other than the covered service member's spouse, parent or child in the following order of priority: blood relatives who have been granted legal custody of the service member by court decree or statutory provisions, brothers and sisters, grandparents, aunts and uncles, and first cousins, unless the covered service member has specifically designated in writing another blood relative as his or her nearest blood relative for purposes of military caregiver leave under the FMLA.
h. Covered service member is a current member of the Armed Forces, including a member of the National Guard or Reserves, who is receiving medical treatment, recuperation or therapy, or is in outpatient status or on the temporary disability retired list for a serious injury or illness.
i. Serious injury or illness is one that is incurred by a service member in the line of duty on active duty that may cause the service member to be medically unfit to perform the duties of his or her office, grade, rank or rating. A serious injury or illness also includes injuries or illnesses that existed before the service member's active duty and that were aggravated by service in the line of duty.
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