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 3.5.2  Taking the Paid Parental Leave on an intermittent or reduced schedule basis does not extend the 
six months after the birth or adoption in which the leave must be taken.  

 3.5.3  An employee must follow HR and department procedures for requesting time off and calling in 
absences when on intermittent or reduced schedule Paid Parental Leave. Failure to do so may result in 
the Paid Parental Leave not being approved for those days.  

3.6  If both parents are University staff members, both are eligible for this leave. 

      3.7       The Paid Parental Leave must be taken within 6 months following the birth or adoption.  

 3.8       Paid Parental Leave will run concurrently with Family and Medical Leave of Absence (FMLA), if 
the employee meets FMLA eligibility requirements. FMLA allows employees up to 12 workweeks 
of unpaid leave in a 12 month period. After the Paid Parental Leave is exhausted, subsequent leave 
will  be covered under appropriate policies. If the employee’s leave of absence continues after paid 
leave benefits exhaust, the employee is required to use their accrued sick and vacation per the 
Employee Handbook. 

 3.9  Paid Parental Leave will be paid at 100 percent of the employee base rate pay.  If the employee is an 
eligible part time employee, they will be paid for their regularly scheduled hours per week. 

 3.10  The Paid Parental Leave will end immediately if the employee no longer meets the criteria for 
eligibility. For example, if the employee transfers to an ineligible position, or the employee separates 
from the University while on Paid Parental Leave.  

3.11   An employee’s email and network access will remain in effect during the leave but the employee is 
not to conduct work during the leave. 

 3.12  Supervisors should address needs of the department and create and communicate a plan for the 
employee’s work to be completed while on leave 
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  4.1       In order to be eligible, an employee must be a regular staff employee or library faculty. 

 4.2       A part-time employee is eligible if they work at least 20 hours/week and accrue leave.  

 4.3      
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Employee Must submit leave request to Human Resources at least 30 days prior to the start of the 
requested leave. 
Must complete all leave-related documentation and medical provider information 
required. 

Human Resources Must provide accurate leave-related forms to the employee.  
Must process leave request and notify employee and supervisor of decision. 

Supervisor Once a parental leave is approved, the supervisor is responsible for addressing the 
needs of the department while the employee is on leave.  
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