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Contact Information

Office of Human Resources Customer Service Center

1590 North HiglStreet, Suite 300, Columbus, Ohio 4320B0

6142921050

1-800-678-6010

Fax: 614292-6235

Provides information on human resources services and benefits. Houses Office of Human Resources publications and form

Office of Human Resources

1590 North High Seet, Suite 300Zolumbus, Ohio 43202190

614-292-2800

Fax: 614292-0549

Consults on a wide variety of human resource topics including leave policies aratigttemork arrangements.

Office of Academic Affairs

Bricker Hall, 190 North Oval MallColumbus, Ohio 43210
614292-5881

Fax: 614292-3658

Consults and advises on faculgues.

The Ohio State University Health Plan, Inc.

700 Ackerman Road, Suite 5&8plumbus, Ohio 43202

614-292-4700 or 8066786266

Fax: 6142921166

Provides medical cagranagement, preertification for medical servicesnd behavioral health referrals.

Ohio State Employee Assistance PrograrfEAP)

700 Ackerman Road, Suite 580, |@mbus, Ohio 43202

61429244720r 8006786260

Fax: 614292-1166

Provides24/7/365confidential counseling services foctdty and staff experiencing personal distress that may interrupt or
cause deterioration in work performance. Services are voluntaryafieeonfidentia

Office of Human Resourcéstegrated Disability Services

1590 North High Street, Suite 300plumbus, Ohio 43202190

6142923439 or 8066786413

Fax: 614292-0271

Coordinates worland non workeelated illness and injury cases, helps establish a disability claim and facilitates return to work.
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Introduction

The Ohio State University is committed to providing a work environment that is healthy, supportive and considerate of
employees' work and personal life obligations. The university's work/life effort entails providingpspgadicies, and
services to assist faculty and staff with better integration of their professional and personal lives to help emplmyaes feel
productive, engaged, and sfiéid in their work environment.

The Parental Leave Guidebook supportsthdaani ¢ pl andés i nterest in recruitin
designed to assist faculty and staff in better understanding the university policies, procedures and philosophy & it relates
pregnancy, childbirth, adoption, foster care asdés relating to child care. The information contained in the guidebook is to

support those who face the joy and challenges of parental responsibilities, is meant to be explanatory, and does not repla
the current policies, which may be found in full degaithe Office of Human Resources websiteraisu.edu.

The guidebook begins with providimgformation about all types of parentabives (maternity, paternity, adoptiand
foster care). It then details the medical benefits available and other benefit options. It concludes with issues specific to
faculty, working schedule optionsrfetaff and a resource section.

Parental Leave

The Ohio State University provides paréigave to male and female faculty and staff. Whether you are taking leave for
maternity, paternity, or adoption, our leave poligigsvideyou several options for university paid time off. Additional paid
time off may also be an option, depending on yeave balances, as well as unpaid time off as permitted by Family and
Medical Leave. Understanding your parental leave options begins wite  u n iFanélyrasdiMedicél keaveolicy 6.05

Family and Medical Leave

Family and Medical Leave (FML) allows you to take time off for childbirth, adoption or foster care placement. You are
eligible for Family and Medical Leave if you:

¢ have been employed with Ohio State fdeast12 months, and
¢ haveworked1040 hoursn the previous 12 months, and
e are having a baby or having a child placed in your home for adoption or foster care

For full-time employees, FML entitles you to take 12 weeks of job protected leave within a rollimgnit2 period. If you
havealready used FML time in the previousitidnth period, you will be eligible for only the remainder of thevE2zk
balance that you have not used. fiane employees are eligible for 12 prorated weeks, prorated based on the number of
hours rgularly workel each week.

FML may be taken as unpaid leave or paid leave. To take FML as paid leave you ngost aserued sick leae and/or
vacation leave and/omparental leave, as appropriateTo better understand how to use your leave time with FML, the
following pages outline specific situations in a question and answer format. This section is organized based on an
individual 6s family situation, such as a birth madt her
several examples farther detail how FML is used concurrently with your other accrued leave options.

il am a netwerdi rt h m

1. How much leave time am | entitled to and how will | becompensated?

Birth mothers, who are employed in a position with atfole equivalency (FTE) of 75% or greater and who have
completed one year of service, may receive up to six weeks of full pay@hidebtaté s par ent al | ea
thePaid Leave Programs policy 6.27

As a birth mother you may also use up to 6 weeks of your sick leave for your medical recuperation and to care for
your newborn child. This sick leave may be used anytime during the FML etygaliod. If you are eligible, FML
will run concurrently with parental leave and sick leave taken for this FML qualifying leave.

Anynonme di c al |l eave beyond the twelve weeks i s appro
vacation or comprne, or unpaid leave to cover this additional leave. Refer to the chart of examples at the end of
this section to illustrate how these leaves work together.
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2. What if | dondt have enough | eave time to be paid

A birth mothe who cualifies for FML andoarental leave may rege up to 6 weeks of FML gzarental

leave. The remaining 6 weeks of FML may be paid with any combinationkoliesive (up to 6 weeks),
ShortTerm Disability (STD) (if this coverage was purchased prior to tegrancy), or accrued

vacation or compensatory time. If sufficient accrued time is not available the remaining weeks of the 1
week FMLtime may be taken as unpaid leave

3. Can | take time off beyond the 12 weeks?

You may take time off beyond the 12 weekg&wapproval from your department. The following chart outlines your
options, dependp on the reason for the leave.

You are taking leave
beyond twelve Example
weeks due to

You will continue to receive
compensation by using

You do not have enough accrued time*

PERSONAL You have decided Accrued vacation or comp time You may request an unpaid personal leave of

Reasons to spend more time absence, approval is at the discretion of your
with your newborn department

MEDICAL You are unable to Accrued sick leave should be You may request an unpaid medical leave of

Reasons for yourself | return to work due used first and then vacation or absence once all leave time is exhausted; you
to your medical comp time. must provide medical documentation.
condition Short-term (STD) or long-term Contact Integrated Disability to apply for

disability (LTD) may be options. | disability benefits.

MEDICAL Your baby has Accrued sick leave should be You may request an unpaid personal leave of

Reasons for developed a used first and then vacation or absence and provide medical documentation;

immediate family serious health comp time. approval is at the discretion of your department.

member condition

! Approval of unpaid medical and unpaid personal leaves is at the discretion of the department.

Any unpaid personal leave may have significant impact on your befsefitshe Benefits section of this guidebook
for additional information) Contact your unit human resource professional oDffiee of Human Resources
Customer Service Centlefore your leave beginsge contact information on page 2

4. Canl still take 12 weeksoflave i f | dondot qualify for FML?

In the absence of accrued benefit time, birth mothers are entitled to an unpaid medical leave of absence (based u
the number of weeks that a physician deems appropriate) for your medical recovery (tyjcatelés)If you

dondét qual idf ML fwldch rurks 2onoaresietlk veith the unpaid leayeu may request an additional
unpaid personal leave of absence and its approval isdistietion of your supervisor.

5. If I qualify for FML, can | divide up my 12weeks of leave?
For example, | wartb take six weeks right after the birth of the child and then take six additi@eks several
months later.

If you qualify for FML, you may divide up your totaR weeks within the first year after the birth of your child. If
you would like to take youremaining FML allotment beyond the firk2 weeks, plan ahead and negotiate this with
your supervisor as early as possible.

6. If I qualify for FML, can | choose not to use my leave time as FML?

Having a baby is one of the qualifying events under FML. L&éenetaken for this event, by an employee who
meets the eligibility criteria, must be designated as FML, pursuant to federal regulations and university policy

7. How do | request a leave and wat forms do | need to complete?

Once you know your projected ddate, you should notify your supervisor of approximately when you will be off
work and for how long. Once the d&econfirmed, you will need to:

o CompleteanApplication for Leave fornand obtain approfate signatures; if you are eligible for FML, be sure to
mark the FML checkbox on the form. This form is availaldethe provided link othrough your supervisor or
your unt human resource professional.
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¢ Provide other necessary documentation with ap@temsignatures to your supervisor

e A Medical Certificatom f Heal t hcare Provider f or EimspeededfeFblds S
andthe medical conditions of yourself and/or child. This form is avaikabl¢éhe provided linkthrough your unit
human resource professional or the Office of Human Resources Customer Services€entantact information
on page P Once your complete@fms are returned, your unit human resource professional will provide
information about youFML eligibility and FML rights.

¢ Plan on providing status reports to your supervisdrexpected return to work date.
o If you haveShortTerm Disability, contadntegrated Disabilityo apply for disability benefits.

What must | do to return to work from leave?

The amount of leave to be taken should be discussed and agreed upon with youosinedovésthe event.

Following the birth, confirm with your supervisor the exact date of your return. If you were on an extended leave
due to your medical condition, be sure to acquire a medical statement indicating your return to work date and any
requesfor accommodations from your physician. It is recommended that you provide your supervisor with at least
two weeks mtice before returning to work.

Al am a new father, domestic paargntber, adoptive p

How much leave time am | entitledo and how will | be compensated?
New fathers and adoptive parents, who are employed in a position withienéuéquivalency (FTE) of 75% or
greater and who have completed one year of service may receive up to three weeks of parental leave. The three
weeks of parental leave may be used anytime duringhteeligibility period. If you meet the criteria féiML,
you may also use any of your accumulated vacation or comp time to be paid and extend your leave up to 9 more
weeks to receive the ful2 weeksof FML. Refer to the chart of examples at the end of this section to illustnate
these leaves work together.
What i f I donét have enough | eave time to be paid
If you qualify for FML, but do not have enougkale balancevailable for the nineveeks of FML after the parental
leave weeks are exhausted, you may take the remainder of theUudiMflying time as unpaid leave.
Can | take time off beyond the 12veeks?
You may take time off beyond the 12 weeks with approval froun giepartment. The following chart outlines your
options, dependg on the reason for the leave.

el s ) You will continue to

leave beyond . : 1

Example receive compensation by You do not have enough accrued time

twelve weeks due usin

to 9

PERSONAL You have decided to Accrued vacation or comp | You may request an unpaid personal leave of

Reasons spend more time with | time absence, approval is at the discretion of your

your newborn department

MEDICAL Your baby has Accrued sick leave should You may request an unpaid personal leave of

Reasons for developed a serious be used first and then absence and provide medical documentation;

immediate family health condition vacation or comp time approval is at the discretion of your department

member
! Departments may approve unpaid personal leaves of absence up to a total of six months for Classified Civil Service staff and one year for

faculty and unclassified staff.
Any unpaid personal leave may have a significant effect on your bgsegtthe Beefits section of this guidebook
for additional information)lt is recommended that you contact your unit human resources professiondfficte
of Human Resources Customer Service Cdyafare your leave beginsde contact information on page 2
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4, Can | take 12 weeks of |l eave even if | dondt qual:.

You may still qualify for parental leave. You may also qualify for sick leave if a medical situation exists. If you do
not qualify for parental leave or sick leave, then you may request vaaatitor compensatory time or you may
request an unpaid leave, dla y our supervisorods discretion.

5. If I qualify for FML, can | divide up my twelve weeks of leave?

For example, | would like to take one week right after the birth/adoption and then tak@ditional weks several
months later.

If you qualify for FML, you may divide up your total twelve weeks within the first year after the birth, adoption or
fostercare placement of your chiltd.you would like to take your remaining FML allotment beyadhé first twelve
weeks, you should negotiate this with your supervisor in a timely manner

6. If I qualify for FML, can | choose not to use my leave time as FML?

Having a baby is one of the qualifying events under FML. Leave time taken for this evengrbylayee who
meets the eligibility criteria, must be designated as FML, pursuant to fededatiats and university policy.

7. How do | request a leave and wét forms do | need to complete?

Once you know that you will need to take time off for the biftyoair child or placement of your adoptivefoster
child you will need to:

¢ Notify your supervisor of approximately when youla off work and for how long.

¢ Complete thé\pplication for Leave fornandobtain appropriate signatures; if you are eligible for FML, be sure
to mark the FML checkbox at the top of the form. This form is availablthe provided link othrough your
supervisor or your iibhhuman resource professional.

¢ Provide other necessargalimentation with appropriasignatures to your supervisor:

e Medi cal Certification of Healthcare Pr oisneddedforf or
the medical conditions of spedpartnerand/or child. This form is availabléa the provided link othrough your
unit human resource professional or the Office of Human Resources Customer Services@entartfct
information on page)2

¢ Adoption Decee if adopting

¢ Individual Child Care Agreemnt if becoming a foster parent

¢ Affidavit of Domestic Partnershiform on file with your department drthe Office of Human Resources
¢ Plan on providing status reports to your supenasdrexpected return to work date.

8. What must | do to return to work from leave?

Negotiate your leave time with your department or supervisor before the event. As soon as possible, following the
birth or child event, notify your supervisorthie exact date of your return.

Specific calculations for exact balance upon retarwork include this formula:
Current Balance
T Sick, Vacation, Comp Time Used for Leave
Total
+ Time Earned during Leave
Balance upon Return

The Ohio State University Office of Human Resources Page 7 of 18
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Classified Civil Service Staff i Example Using Leave Time

Example

e Sally, a full-time custodial worker who has been employed for over 6 years, is pregnant.

e During the course of her pregnancy, Sally had many pre-natal visits. Most of the visits were scheduled during
her off-hours; however, at the time of delivery, she had used a total of 8 hours of FML for pre-natal visits.

e Sally would like to take the rest of her 12 weeks off after delivery.

Current Leave Balances

Sick T 9 weeks | Vacation i 4 weeks | Comp Time i 1 week | FMLT 11 weeks and 4 days

How Employee will Manage
Leave Time?

According to Sallybé6s current | eave balances, she
born and 6 weeks of parental leave to complete her 12 weeks off for FML.

Approximate Balances

Sick T 3 weeks | Vacationi 4 weeks | Comp Time 7 1 week | FML will be exhausted

Upon Return to Work
Current Balance

Sally will continue in a paid status during her leave and therefore will continue to accrue sick and vacation time
while on leave just as if she were working. If Sally had purchased the Short Term Disability (STD) option before
her pregnancy herleavebalances upon return to work would be gr
guidebook for more information.

Example

Unclassified Staff i Example Using Leave Time

® Ahmed is a full-time accountant and has been employed for 3 years.

e Ahmed had a difficult year because his aging mother needed help after a major surgery and Ahmed missed 2
weeks of work for this.

eAhmedds wife is expecting their first baby and h

Current Leave Balances

Sicki 4 weeks Vacationi 1 week Compi O FMLT 10 weeks

How Employee will Manage
Leave Time?

Because Ahmed has already used 2 weeks of his 12-week FML allotment he is only entitled to 10 more weeks
of FML. Ahmed may receive up to 3 weeks of parental leave which will run concurrently with his remaining 10
weeks of FML allotment. After the 3 weeks of parental leave and FML, Ahmed will have 7 weeks of FML
remaining. Ahmed may take the 7 remaining weeks of FML as unpaid leave or he may receive pay for 1 more
week if he uses his vacation balance. Any time taken after the FML allotmentisatthesup er vi sor & s

Approximate Balances

Sick i 4 weeks | Vacationi 0 | Comp Time'i 0 | FML will be exhausted

Upon Return to Work

Ahmed will continue to accrue sick and vacation time while in a paid status but will not accrue leave time during
the unpaid leave.

Example

Unclassified Staff i Example Using Leave Time

® Margaret has been employed for 12 years as a part-time systems specialist, working 35 hours a week.
® She and her partner are adopting a baby. She would like to take 8 weeks off to be with her new baby.

Current Leave Balances

Sick T 13 weeks | Vacationi 2 week | Comp Time i N/A | FMLT 12 weeks

How Employee will Manage
Leave Time?

Margaret may receive up to 105 hours (three 35-hour weeks) of parental leave. She will also be able to use 2
weeks (of 35 hours each) of vacation, thereby giving her 5 weeks of paid FML. She may take the remaining
3weeks off as unpaid leave to reach her goal of 8 weeks.

Note: If Margaret desired more time off, she is entitled to the remaining 4 weeks of FML off as unpaid leave, for
a total of 12 weeks of FML.

Approximate Balances

Sick i 13 weeks | Vacationi O | Comp Time'i N/A | FMLT 4 weeks

Upon Return to Work

Margaret will continue to accrue sick and vacation time while in a paid status but will not accrue leave time
during the unpaid leave.

Faculty i Example Using Leave Time

Example

e Jackie is a 9 month faculty member, who is having a baby during fall quarter.
e She would like to take the rest of fall quarter off, which would be about 2 weeks and all of winter quarter.

Current Leave Balances

Sick i 5 weeks | Vacationi N/A | Comp Time i N/A | FML - 12 weeks

How Employee will Manage
Leave Time?

Since Jackie is teaching fall quarter, she has arranged with her department chair to have another faculty
member cover the last 2 weeks of classes for fall quarter when she is due to deliver. This time will count
towards FML and she may use 2 weeks of her parental leave to be paid for this time. To avoid using benefit
time, Jackie has arranged with her chair to change her off-duty quarter from summer to winter quarter. For this
year only she will be off-duty during winter quarter and can stay home with her child. Jackie will return spring
quarter and will work through summer quarter.

Approximate Balances

Sicki 5 weeks | Vacationi N/A | Comp Time'i N/A FMLT 10 weeks

Upon Return to Work

Jackie will continue to accrue sick leave during her entire leave.

NOTE: If a newborn, adoptive,

or foster child has a medical condition supported by medical documentation, sick leave may teeumedimt of

time specified by the physician, instead of vacation or comp time.
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Health Benefits

Health Plan Benefits

If you ar enrolled iruniversity health coveragthere are several items to remember as you anticipate the new addition to
your family. It is important to ensure that yaveenrolled inyour health plarchoiceat the time of birth, adoption or foster

care placemnt. Although you will be able to add your new family member to your existing health plan, you will not be able
to changsyour health plan until the nexnnualopen enroliment period.

Pre-Certification for Birth

Regardless of which university sponsoredlth plan you are enrolled in, you or your physician must coBact Health
Plan Inc. (see contact informationa link provided oon page 2of this publication) to obtain preertification prior to
delivery. Your physician may provide paperwork at the first office visit to take care of this process. Completing the
necessary paperwork beforehand will ensure a smoother admissiesgat the time of delivery.

Co-Payments and Deductibles

Depending on your health playou may have a epayment or deductible that must be met prior to the birth or at the time of
birth. It is important to understand the guidelines of your particular plan prior to the birth. Please refeMedycairPlals
I_Specific Plan Detailfor plan guidelines or vishir.osu.edu.

Prenatal Care

It is important to begin your prenatal visits and care early in your pregnamcy. of t he uni ver sityo:
prenatal coverag&ome planshaveag@ay t hat i s paid upon the first docto
require that you pay 20%30% of the bill. Please refer to yadiedical Plasi Specific Plan Detailfor plan guidelines or

visit hr.osu.edu.

Mother and Baby Care

You will have access to a lactation consultant during your hospitafstmydlessf what health plan you are enrolled in or
where you deliver your babyhe consultant will help with questions or concerns regarding nursing and can be a valuable
resource even after your return home from your hospital Atijtionally, the hospital wilprovide instructions on how to

care for yourself and baby, including bathing, changing and feeding your little one. Your pediatic@BGY Nwill

continue to be great resources for questions atawatand development of yourbabyw d momés r ecover y.

Lactation sites are available around campus and the nm
return to work. Consult your unit humaesource professional ¥fork Life for the nearst lactation site or fanformation
on pumping at work if a formal lactation sitenist located near your worksite.

Home Visit

You may have an option for a home visit from a registeredeostim nurse. At this visit, the nurse will assess mother and
baby for general health, caregfding, questions and concerns.

Adding a Child to your Health Plan

You have 31 days following the birth, adoption or placement to add the child to your medical, dental, vision, and life
insurance plans. It is youesponsibility to notify the Office of Human Resources Customer Service Center to obtain an
enrollment forng and initiate the increase in coverage (see contact informatipagen?. You may also obtain the foem

from your departmentédRP or athr.osu.edu. Return the completed form(s) to the Office of Human Resources Customer
Service. Once the completed enrollment forms and other necessary documentation have been received by the Office of
Human Resources, the family stathg&nge will cover medical expenses as per plan guidelines baclgiattiging event

date. In order to prevent a delay in claims processing, please@biityf thequalifyingevent as soon as possible

Tax Considerations

You may want to consider chging the exemptions on your tax form {#\Form).Please contact your departmboman
resource professional or the Officetloé ControllerPayroll Service$or the proper paperwork if you airgerested in
making a change.
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Well-Child Care

All of the university health plans provide coverage for whlld care including physical examinations, laboratomgys,
immunizations and vaccinations. The number of well care visits is determineglbyahh i | dé6s age and th
are enrolled. Depending on the plan, you may either havgaycor deductibland coinsurancéHowever, most plans

provide for 6 to 10 welthild exams for children ranging from birth to 24 months. Refer to Madlical Plang Specific

Plan Detailslocument and the OSde a | t h  PHediatricPrevemtice.Cére Guidelines athr.osu.edu.

Benefits Available While on a Leave of Absence

When planning a leave of absence you shooifsideryour health coverage for the time period you will not be working. The
manner in which your health care premium and/or coverage are paid will depend upon the type of leave of absence you are
taking and how long you have worked for the university. Pleasetcethe following list tdetter understand this process.

Family and Medical Leave (FML) Paid

If you are eligible for FML and enrolled in a university sponsored health plan prior to your leave and use accumulated sicl
leave, compensation time, or vaoattime while on the leave of absence, your benefits continue as if you were working.
(See FML section of this guidebook for further information regarding FML eligibility.)

Family and Medical Leave (FML) Unpaid

If you are eligible for FML andot paid while on leave, your benefits will continue as if you were working. If enrolled in a
university sponsored health plan prior to the FML leave, the university will pay for its portion as well as your pdréon of t
medical benefit costs. You will be responsitalethe cost of anyoluntary benefitén which you are enrolled at the time of
your leave' (See FML section of this guidebook for further information regarding FML eligibility.)

Unpaid Medical Leave if You have Less Than One Year of Service

In you areenrolled in a university health plan prior to your leave and lesgsthan one year of serviggrou must pay your
share of the premi um r at eemansenralledlobeneitsovetabee uni ver si t yoés

Unpaid Medical Leave if You have More Than One Year of Service

If you are enrolled in a university sponsored health plan prior to your leave, your benefits will continue and the university
will pay for its portion as well as your portion of the medical benefit costs. Yobewksponsible for theost of any
voluntary benefitén which you are enrolled at the time of your ledve

Unpaid Personal Leave

If you are taking an unpaid personal leave of absence (other than FML) you must pay your share of the premium rate as"
as the universityo6s s h arsitg plan pfiorto thmleavBleade eontecnti@ldR Custocher i n  a
Service Center for information on the current rates and payment information (see contact oriaympége 2).

! Voluntary benefits = Dependent Group Term Life Insurance (DGLTI), Voluntary Group Term Life Insurance (VGTLI), Short Term
Disability (STD)

Other Benefits

As you think about adding to your family, there are additional Ohio State behafiteay apply to you. The following
section will expain these additional benefits.

Adoption Assistance

If you adopt a child, theniversity may reimburse up to $80for eachadopted child for adoptierelated expensee
eligible faculty and staffT his reimbursement will occur afteretichid has been placed in your home.

Eligibility
Faculty or staff must be enrolled in one of the wnive
benefit. If both you and your spouse/domestic partner are university emplibgekenefit maximum may not exceed

$5,000 per child. Adopted children must be under 18 years of age and may be biologically related to either parent. Adopti
made through public, private, domestic, internationaliagielpendent means are eligible.
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How to Receive the Benefit

Upon placement of the child in your home, completeAith@ption Assistanogaim form. This form is available from the
Office of Human Resources Customer Service Center or can be obtained from the OHR webhssieatu. Submit his
form along with a copy of the adoption placement certificate or final adoption decree and all eligible recwijjits Rest
be in U.S. dollars.

Reimbursable Services
Most expenses directly related to the adwpéare reimbursable, including:
¢ Agencyand placement fees
¢ Legal fees and court costs
¢ Required medical expenses for child prior to adoption
¢ Immigration fees
¢ Immunization costs
¢ Translation services
¢ Trarsportation and lodging expenses
e Examples of nomeimbursable expenses include:
¢ Medicalexams or the adopting parents
¢ Cost of persnal items, i.e. clothing, food
e Expenses incurred while nah employee

Tax Implications

Reimbursement for adoption related expenses will be included in a regular paycheck. State tax will be deducted from this
amount. You are responsible for any federal tax implicatianhthe time of annual filing.

Infertility

The universitybs medi cal benefit plans provide for ex
only to individuals who have a medigabson of infertility. It does not cover reversal of elective sterilization, i.e., tubal
ligation or vasectomy. Coverage is provided per medical plan guidelines that are stated in your Medic&8deleific Plan
Details For further details please coctt® SUHealth Plan, Ing(see contet information on front cover).

Flexible Spending Accounts (FSA)

The university offers options to use fiex dollars to pay for certain health and dependent care expenses through Flexible
Spending Accounts (FSA). Thitap allows you to contribute, through gex payroll deductions, to a Health Care and/or
Dependent Care Flexible Spending Account. You may then request reimbursement from your account with an itemized
receiptand a FSA Request for Reimbursement form

Paticipating in aFSA canresult in significant tax savings. The deductions are taken from your paycheck etvalpasis.

After eligible services are received, you may request a reimbursement from the account(s). For this program to be financi
advantgeous, it is necessary that you estimate as accurately as possible your health care and/or dependent care expens
the plan year. Any unused funds in the FSA at the end of the plan yeae foitfdited per IRS guidelines.

You must enroll for this option within 31 days of a family status change or camiagnuabpen enrollmenperiod

Dependent Care FSA

The Dependent Care FSA is used for dependent care expenses that are incurred during your work hours. This aan apply
day care facility or ishome care for dependents under age 13, or care tmhdtdependent that is physically/mentally
incapable of seltare.The FSA Dependent Care Request for Reimbursementmioshbe completed.

The childcare provider cannot be your child under age 19, or anyone else you or your spouse can claim as a dependent f
tax purposes. You will be required to report the Tax ID number or social security ndrypber dependent care prider.
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Dependent Care FSA may not be advantageous for all employees. Greater tax savings may be gained by claiming availa
tax credits on both the state and federal tax return (particularly employees earning in the range of $25,000 or less). To
determinavhich is more advantageous for you, cohaubx advisor for assistance.

Health Care FSA

The Health Care FSA can be used for eligible health care expenses that have paiddeegour health coverage.
Eligible services must lreceived and paiduring the benefit plan yearo8ie examples aligible expenses for you and
your dependents may include:

¢ Deductibles, copayments, aoolinsuranceamounts
e Serviceswith age restrictions such as: orthodontia for adults over age 19

e Services with frequency restrictions, such as dental cleanings, eye glass frames, second pair of eye glasses, and
disposable contacts

e Hearing care expenses
e Expense for Braille books and magazines
e Costs for specialized telephones and televisions fdreéhgngimpaired

For a full listing of eligible and ineligible expenses, visit FSA Online atsu.edu.

The ESA Healthcare Reguest for Reimbursement fioust be completedhe Health Care FSganna be used to
reimbursethe costof health contribution ratesvhich are lieady a prégax deduction for miversity faculty and staff.

Please refer to thelexible Spending AccountsSpecific Plan Dedils online for more information about FSAs.

Reimbursement

A Request for Reimbursement Form and proof of the eligible expense are submitted to the Office of Human Resources. T
money reimbursed from your FSA is paid directly to you; it is your respbtystbipay the service provider for the incurred
expense. Reimbursement from an FSA is currently not subject to taxation. Reimbursement forms can be obtained by
contacting OHR Customer Service Center (see contaciafion onpage 2.

If you are interested in a Flexible Spending Account refer ®Behefits Overview for Faculty and Steicument or dtr.osu.edu.

Short-Term Disability Insurance

TheShortTerm Disability(STD) benefit is an optional program that is designed to provide disability income benefits after a
30-calendar day waiting period. Enrollment for the STD coveragelimtary and you pay the aftexx premiums. STD is a
nontaxabk income benefit.

Eligibility
Your eligible appointment must be 50% ftithe equivalent (FTE) or greater. Faculty and staff, who are eligible for the

university provided_.ong-Term Disability(LTD) benefit, are eligible to elect the optional STD coverage.
Note: Faculty and staff of/niversity-affiliated groups areot eligible for STD coverage.

Benefit

If you are approved ahave met the 3@ay waiting period, you will receive 60% of your gross monthly wage base up to a
maximum benefit of $5,000 per month

Contactintegrated Disabilityo coordinate yousTD coverage in conjunction with paid parental leavedagimize both
benefits properly.

Disability benefits will be paid during the portion of your medical/maternity leave that is medically documented and after
you meet the 3@alendar day waiting perioth the case of a birth moth&TD may be of benefit if the birth mother is
experiencing a medical situation, which is medically documented, and does notaltowdturn to work after the six

weeks of parental leave are exhausted. In this situ&Dwill not be activated if théirth mother is medically able to
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return to work but chooses to remain home using her FML benefit time. Medical complications that arise before or after
delivery, that extend through the requisited2y waiting period wilactivateLTD.

Note: The STD benefit is recommended for new employees or those with minimal sick leave balance. Some individuals
choose to use only accumulated sick and vacation time, to receive 100% of their pay while on a leave of absenoel Others
the STD option more beneficial in order to save their sick time for future use. You may drop STD coverage during an ann
enrollment period with the coverage change effective the first day of the next plan year. You may also drop STD coverage
within 31-calendar days of a qualifying family status change.

Note: Birth of a child is not considered a qualifying family status change égoiipose of dropping coverage.

You may enroll in the STD option:
e During a degnated open enrollment period.

¢ Within 31days of a change in family status, which is defined by marriage, birth, adoption of a child, becoming the
legal guardian of a child, death of or divorce from your spouse, or thealestbmancipation of a child.

e By submitt i nfgnsusahiltyfoe f iodemc e&€omt act | ntegr afPeateridte sabi
the disability carrier will determine if you are imable under the plan.)

e Within 31 days of employment or trdesto an eligible appointment.

Pregnancy is covered only if ytsecome pregnant after the effective date of your STD coverage

Example

Janeisathreeear st aff member who goes on maternity | eave a
length of service and hours worked she is also covered underJalie chooses to supplement the 60% disability benefit
with 25% of her pay. She chooses to stay off work for the full 12 weeks of FML to bond with her baby. The following
describes how Jane will be paidngsher leave benefits and STD:

Benefit Program Percent Paid
First 4 weeks FML and paid parental leave 100%
Day 31-42 FML and STD if Jane has a medical condition that qualifies her to 60% of gross monthly wage from
(approximately activate her select term disability benefit. If Jane chooses to disability leave.
weeks 5 and 6) supplement her disability benefit, deductions will still be taken from Supplemented amount minus
the supplemented amount, therefore, it may not be beneficial to deductions.
supplement with accrued benefit time.
Weeks 7-8 FML and paid parental leave. 100% or unpaid
Weeks 9-12 FML and vacation, compensatory leave time and/or unpaid leave. 100% or unpaid

Note: retirement, health care and other deductions will be withheld from sick laagjon and/or comp time pay.

Dependent Group Term Life Insurance (DGTLI)

The addition of your new family member provides the opportunity to enipendent Group Life Insurancehis benefit
pays up to $10,000 (depending on@@ge level selected) to you in the event of the death of a covered depEnelent.
DGTLI premiumis deducted from yoysaycheck on an aftéax basis.

If you are eligible, gu may enroll within 31 days of a qualifying evenas a new employeRequest$or enroliment at any

ot her ti me r eq uBRvideacesfinturabiligs if om mofanan di@ét er mi nati on of a
carrier. Once enrolled, you remain enrolled until you expegienqualifying event, transfer to an ineligible appointment, or

at termination of employment. You may cancel yourTGenrolimentat any timewith 30 days written notification.

Voluntary Group Term Life Insurance (VGTLI)

Voluntary Group Term Life Insuranég anadditional, optional life insurance coverage fratvides term life insurance
benefits for you and your dependeni&his coverage is purchased in $5,000 in@ets. This isn addition to the university
provided grougerm life insurance benefit.
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Eligibility
Your eligible appointment must be at least 50% FTE. You mustcgeetage oyourself to electoverageon your spouse

or children.The amount of coveragyou elect for your spouse is limited to dradf of the amount you elect for yourself
Refer tothe Benefits Overviewor Faculty and Stafflocument oathr.osu.edu.

Cost

You are responsiblef the premiums on an aftex basis. The rate is based on your age and will increase as you reach eacl
gualifying age. It is also based on whether you are a tobacco user. This benefit is subject to the age reduction formula,
meaning that beginning at tage of 65, benefits are reduc®@&TLI after-tax rates are available at
hr.osu.edu/benefits/hb_rates.

Issues Specific to Faculty and the Faculty Toolkit

To take time off as a result of the birth, adoption, or foster care placement of a child, you may use sick leave, vacation, o
unpaid leave as described in the Leave Section of this guidebook. Explanation of the unpaid Leave of Absence (LOA) is
availablein the Faculty handboadn the web altittp:/oaa.osu.edu/handbook.html. Use of paid or unpaid leave is

generally necessary to provide an absolute reduction in respitiasibi

The initial time demands of a new addition to your family may in some casesdimmodated by a rearrangement of your
academic responsibilities, i.e. modifying your schedule or extending the probationary period (if you are untenured) in plac
of taking a lave or in conjunction with one.

Modifying Your Schedule

Any request to modjf your schedule must be discussed with and approved by the head (e.g. department chair, school
director, or dean) of your tenumitiating unit (TIU). Requests are reviewed on a dasease basis. Approval is at the
discretion of the TIU head and is nssarily contingent on factors such as the flexibility of course scheduling and available
resources.

Some colleges, usually those with flexible curricula, have policies for reducing or rearranging teaching load in response tc
faculty member's new parehtasponsibilities. In most colleges, however, course schedules are determined on the basis of
relatively inflexible curricula and faculty expertise. In such situations, schedule rearrangement is more difficultbmay not
possible, and nearlywhys requies advance planning.

During the quarter(s) before or after the birth or placement of your child, possibilities for schedule modification uticlude b
are not limied to:

¢ Reducing to some degree your structured teaching assignment and increasing neseairicie oesponsibilities,
thereby leaving your total workload about the same but creating more flexibility with regaotedule and work
location.

¢ Shifting courses to another quarter such thatatMeraching load is unchanged.
¢ Shifting your offduty quarter (appéis only to ninanonth faculty).

If you desire to reduce your appointment but remain in a tenured track position, you should review Faculty Fa4193335
(Section A) and discuss your interest in a{iame tenured track faculty padgin with the head of your TIU.

Stopping the Tenure Clock

If you are untenured, you may be concerned about how youraghigdresponsibilities will affect your ability to earn tenure
within the designated time frame. A leave of absence does not automatagaliyestenure clock. You may, however,
request an adjustment of the probationary period in order to balance your new family responsibilities with yoiengaiofess
workload.
e Untenured faculty may exclude time from the probationary period hyeseincrenents to allow for the caigiving
demands associated with the birth or adoption of a child under age six. Before requesting exclusion, you should
carefully reviewFaculty Rule 335386-03 (D) hr.osu.edu/worklife/faculty.

e Faculty who take advantage of the provisions of this Rule are assumed to be fully engaged in their regular assignec
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academic responsibilities. Any modification to the scheduling of these responsikilitiesntirely separate matter.
¢ Requests to adjust thenure clock must be submitted:

Z within one yeardllowing the birth or adoption;

Z prior to the beginning of the year of the edhled mandatory tenure review;

Zto the head of your TIU and then forwarded by the TIU to the deathartdfice of Academic Affairs.

Explanation oExclusion of Time from the Probationary Periaatluding links to the OAA request form and to the Faculty
Rule via the Board of Trustees web site, is availabitgt/oaa.osu.edu/handbook.html.

Requests to ap the tenure clock because of new parenthood are routinely approved unlessreewaihof appointment

notice has already been issued or the timing of the request is inappropriate. Requests to postpone the mandatory review
will not be approved whethe birth or adoption occurs shortly before the commencement of that year, since the years of
service on which the review is based haveaaly been completed.

UnderFaculty Rule 333®6-03 (D)it is also possible to request a stop of the tenure cloctodagverse events beyond the
faculty member's control that seriously impede academic productivity. The maximum amount of time that may be exclude
from the probationary period for any reason is three years.

Part-time Faculty

If you hold a partime tenue track faculty appointment you may request an extension of the probationary period under the
provisions ofFaculty Rule 333®6-03 (F).Such requests must be submitted:

e prior to the beginning of the year of the edbled mandatory tenure review;
e to the had of your TIU and then forwarded by the TIU to the Deantlam®ffice of Academic Affairs.

The extension will be for an integral number of years based on the principle that the usual probationary period rdpresents
time service. The maximuextension of the probationary period fargime faculty is as follows:

e Instructor: one year.
¢ Assistant Professor: three years (includinge spent as an instructor).
¢ Associate Rafessor or Professor: one year.

Faculty can also refer to the faculty kibby visiting http://oaa.osu.edu/facultytoolkit.ntml.

Issues Specific to Staff

Birth Mother Using Flexible and Alternative Scheduling

Sally has been at the university for 10 years and is a biwpekly Office Associate, who delivered a baby in January. Prior
to her 12 week family and medical leave absence, Sally proposed an alternative work schedule to her supervisor to be
implemented when she returned. Sally and her supervisor work togethesittam alternative work plan combining part
time, flex time, and alternative work site components to allow her more time at home viigtbier

They agree to the following plan:

Work schedule: Pattme worki 30 hours a week. Monday, Wednesday, andalyriti30a.m.i 4 p.m.in office (30
minute lunch break). 6 hours per week at home reconciling accounts and transcription, to be workedat Sall i s c r

The plan will be evaluated the first of June for effectiveness; changes will be made if nettsgkay pay will be earned

at the prorated amount. Sally will bring all work performed at home to work on Mondays and will review it with the
supervisor. If Sally or her baby is ill and she is unable to complete her six hours of work at home, thiklienehaiged to
available sick leave. A time sheet will be kept and given to the supervisor every other Friday. Sally and the supervisor pos
Sallybés work schedul e and hmailisseht® alisttohcontaets, peaple wisead rnotdiet! a t
of the change. Sallyds benefits, laceherlpardime appoingnenpr e mi u ms
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Domestic Partner of Birth Mother Using Intermittent and Compressed Schedule

Stan is a recently hired, monthly paid, Admirasitre Associate. His partner is pregnant and expecting their baby, on July 1.
He has filed the affidavit of domestic partnership and has informed his supervisor of the event. He plans to taketéme off a
his partner returns from maternity leave to loebj. Hi s p ar t n-Augdsts Stadn pravides hisesapersisomaithd

the application foteave form and proof of birth.

FML and parental leave are not available to Stan since he has not been employed at OSU for one year, however, tte is entit
use accrued vacation or compensatory time or sick time if his situation meets thenesicd the sick leave policy.

After 6 weeks of being on | eave, Stands domestic part
day careon Wednesdays. Stan works with his supervisor to create a compressed workweek for the following 6 weeks, dur
which time it is expected that the day care issues can be worked out. Stan workstiour,d&ys, Mondays, Tuesdays,
Thursdays, and Fridaysr the following 6 weeks. A plan is created that details many important considerations about the
compressed schedule. The plan is agreed upon and signed by Stan and the supervisor.ti\fteetth& day care issue is
resolved and Stan reqw to hisnormal work schedule.

Adoptive Mother and Father, Both OSU Employees Usig Reduced Appointment Schedule

Sue and Steve are married, monthly paid staff. They adopted a child and received the adoption assistance benefit. Both ¢
eligible for FML and paid pantal leave so each may receiiveee weeks of parental leave.

After returning to work, Sue decides that she would like to alter her schedule for the next 2 years by having summers off t
coincide with the chil dés hetdumewisor. Bhe dugenisol i€suppdtiesof thkiidsac u s
since the level of activity for the unit drops in the summer months. The supervisor discusses the idea with the Office of
Human Resources, since there are important considerations for a redudethrempoAfter seeking support and advice,
Suebs appoint ment i s c hmontlystaff appomthménttitat will bespaiddover 12 Imenths. Her pay

is reduced but she continues to work full time until June 30. On July 1, she contibegsatd at the reduced rate but does

not work until October 1. This allows her unit to maintain service and operatiite decreasing costsallows her to have
summers off to be with her child. Her health care benefits remain the same. Consulthtibe @iffice of Human

Resources is advised since redugpgpointments can be confusing.

Resources
Caring for Childrenhr.osu.edu/worklife/children

Flexible Work Arrangement Toolbr.osu.edu/worklife/flexiblework
Flexible Work Policy 6.12yr.osu.edu/policy/policy612.pdf

Child Care Centehr.osu.edu/childcare

Office of Academic Affairsoaa.osu.edu

Office of Human Resources;.osu.edu

The Wo me nw@msensBlacaosieedu

Work Life web sitepr.osu.edu/worklife
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Leave Time for Birth Mother Decision Tree

Leave Time Usage For Birth Mother - Decision Making Document

Birth Mother (EE) goes out on leave & Family
Medical Leave (FML) clock begins
‘http://hr.osu.edu/policy/policy605.pdf

Does the
leave start
prior to the
birth event?

No
EE may take Unpaid
EE may use upto t'he Is the EE enrolled remaining Yes Leafre forthe
full amount of Paid remainder of the
In Short-term FML )
Parental Leave (PPL) or o Is the leave , FML period
; . Disability (STD)? : available?
SickLeave®, a5 [€ Mo Yes medically
appropriate il necessary?
pprep : benefits/db_integr il
el ateddisability.aspx
cy/policy627h.pdf .
No EE may us Vacation
4 Leave or
Compensatory Time
EE may use approved
Vacation Leave or
Yes i E—
SR Compensatory Time T
until the birth event
Yes
EE should apply for STD EE may use full
henefits; may use Paid amount of remaining have any
Parental Leave (PPL) or PPLor any remaining remaining No EE returns to work
appropriate Sick Leave* Sick Leave®, as FML
during 30-day waiting appropriate available?,
period
A
Yes
EE recawes. S.TD pay for as have'apy EE may us ull amount of
long as it is deemed remaining No > remaining PPL
medically necessary FML g
available?

*The total amount of sick leave that can be taken for maternity/parental leave following childbirth is limited based on the amount of FML available to the employee after Paid Parental Leave usage is taken into consideration, as specified in Paid
Leave Programs, Policy 6.27. Only when time off fram work continues to be medically necessary after FML time has expired and paid Parental Leave time has been exhausted may employee us additional Sick Leave.
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Leave Time for Non-Birth-Mother Decision Tree

Leave Time Usage for Father, Adoptive Parent, Employee using a surrogate or Domestic Partner —Decision
Making Document
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