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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Oregon Family and Medical Leave (OFLA) 

The Company makes available statutory family and medical leave as prescribed by state law under the Oregon Family Leave Act (OFLA).  OFLA leave may be available in the following circumstances:  

· Sick child leave: To care for a child with an illness which requires home care (including serious health conditions). This also includes leave to care for a child whose school or place of care is closed as a result of a public health emergency. 
· Pregnancy disability leave: Before or after the birth of a child or for prenatal care including routine medical visits related to pregnancy before or after giving birth. An employee may take up to 12 weeks of pregnancy disability and still have 12 weeks available for any other purpose.
· Bereavement leave: To deal with the death of a family member including attending the funeral or alternative, making necessary arrangements or grieving.

Family Member

[bookmark: _Hlk161928931]For purposes of OFLA a family member is defined as a spouse, child or the child’s spouse or domestic partner, domestic partner, parent or parent’s spouse or domestic partner, sibling or stepsibling or the sibling’s or stepsibling’s spouse or domestic partner, grandparent or the grandparent’s spouse or domestic partner, grandchild or the grandchild’s spouse or domestic partner, or any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.

Eligibility

Generally, Oregon Family Leave is available to employees who have completed at least 180 days of employment, averaging at least 25 hours per week.

Employees reemployed or returning within 180 days who were eligible for OFLA leave (based on the current eligibility criteria described above) at the time of their separation from employment or the beginning of their temporary cessation of work will be eligible to take OFLA leave immediately upon reemployment or return. 

Employees reemployed or returning within 180 days who were not yet eligible for OFLA leave (based on the current eligibility criteria described above) at the time of their separation from employment or the beginning of their temporary cessation of work will receive credit for time worked for the employer prior to the break in service for the purpose of establishing eligibility.

ONLY IF Oregon is Under a Public Health Emergency: During a public health emergency, OFLA Leave for all qualifying reasons is available to employees if they have been employed for at least 30 days immediately before the leave begins; and they worked an average of at least 25 hours per week during the 30 days immediately preceding the leave.

Maximum Duration of Leave

Eligible employees may generally take up to 12 workweeks of OFLA leave in a 52-week period looking forward from the Sunday immediately before the date on which OFLA leave begins.
Additional leave may be available for specific statutorily authorized reasons. Intermittent or reduced schedule leave is available under certain circumstances.

[bookmark: _Hlk161673469]For purposes of leave for dealing with the death of a family member employees are allowed two weeks of leave per family member up to four weeks total of leave within a 12-month period.  Leave must be taken within 60 days of the date the employee receives notice of the death of the family member.  Leave for this reason is credited against the 12 weeks that the employee may have available under OFLA.

Benefits During Leave

All health care benefits will continue through the approved period of statutory leave.

Paid time off benefits, such as vacation and sick leave, do not accrue during any period of unpaid statutory leave.

Pay During Leave

Leave is generally without pay. However, you must utilize any other paid leaves provided by the Company while you are on leave. 

OPTIONAL: [However, Employees may be granted up to three days of paid leave for dealing with the death of a family member.  Payment is made for hours the employee was otherwise scheduled to work on those days.  These hours will not be considered hours worked for purposes of calculating overtime.  After three days, leave is generally without pay, but you must utilize any other paid leaves provided by the Company.] 

Application for Leave

Generally, a request for leave must generally be made 30 days in advance.  You must provide sufficient information for the Company to determine if the leave may qualify for OFLA and the anticipated timing and duration of the leave.  Sufficient information may include a doctor’s note or other verification of the need for leave.  You may also be required to provide a certification and periodic recertification supporting the need for leave. You must follow all call-in requirements.

[bookmark: _Hlk145327473]For leave when dealing with the death of a family member, you are expected to provide notice of the need for leave in advance of taking the time off.  Regardless, you must provide verbal notice of the need for leave within 24 hours of commencing the leave. You must also provide written notice and explanation of the need for leave within three days of returning to work.

In any event, you must provide reasonable advance notice of the need for statutory leave.  Leave may be delayed or reduced if proper notice is not given.

Certification

Before requests for leave can be approved, you may be required to supply verification of the need for leave, which in some situations may include medical certification from a healthcare provider of the condition necessitating leave. Forms may be obtained from Human Resources.

Additional Information

It is unlawful for any covered employer to interfere with, restrain or deny the exercise of any right provided under family leave.  It is also unlawful to discharge or discriminate against any person for opposing any practice made unlawful by OFLA or involvement in any proceeding under or relating to OFLA.

Any employee may file a complaint with the Bureau of Labor and Industries or bring a private lawsuit.

Call-In

The Company requires employees on statutory leave to comply with the Company’s call-in policy.

Reinstatement Upon Return From Leave

In the event that leave does not exceed the maximum duration and absent extraordinary circumstances, you will be returned to your former or equivalent position upon return from leave.

Return to Work

You are expected to return to work on the date specified at the time of your request for leave.  If you fail to report to work as scheduled and fail to properly request an extension of leave, you will be considered to have voluntarily quit.

Notification of availability to return to work prior to the planned return date should be made to the Human Resources Manager within two days prior to the expected time of return.  
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