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POLICY NAME:  Leaves of Absence – MODIFIED October 29, 2018 
EFFECTIVE DATE: 01/01/2019 
 
Purpose: 
To provide guidelines related to Leaves of Absence. 
 
Scope: 
All team members of Hackensack Meridian Health.   

 
Special Provision: 
The HMH Paid Time Off (PTO) and Earned Sick Leave (ESL) policies go into effect April 1st.  The provisions of 
those policies from each pre-merger entity will stay in effect from January through March 2019, EXCEPT FOR 
how time is paid during a Leave of Absence.  The guidelines below will govern how time will be paid in 
conjunction for a leave effective January 1, 2019.   Any reference to “Frozen Banks” will apply after April 1, 2019, 
as such banks will not exist until PTO and ESL are in effect. 
 
Policy: 
Hackensack Meridian Health (HMH) team members may be eligible for and granted paid and unpaid leaves 
of absence for a variety of reasons, including health (team member’s own or a family member's), education, 
military duty, and personal. For most leaves, team members must have completed at least one year of 
service with HMH by the commencement of the leave and have declared intent to return to work after the leave. 
Eligibility for benefits during the leave, length of leave, and other conditions depend upon the circumstances of 
the leave and certain other qualifying factors.  
 
Team members must notify their manager of their intent to take a Leave of Absence and must certify or provide 
documentation regarding the reason for the leave by contacting HMH’s Absence Management Administrator                  
to initiate a claim for a leave of absence.  Team members also have the option of filing a claim on-line 24/7.  
 
Team members are required to provide the intake coordinator with certain information to start the claim 
process. Approval of the leave will be dependent upon providing the proper documentation to HMH’s Absence 
Management Administrator and the Administrator will promptly notify the team member of the team member’s 
rights and obligations (including documentation, certifications, and recertification obligations), and eligibility for 
the requested leave based on hours, service and remaining leave time available. 
 

Additional forms of leave not described in this policy may be available to team members. Team members with 
any questions about leaves not addressed in this policy or answered by HMH’s Absence Management 
Administrator and its administrative processes should contact Team Members Support Services Center. 

I. FEDERAL FAMILY AND MEDICAL LEAVE ACT 

In accordance with the federal Family and Medical Leave Act (“FMLA”), HMH provides eligible team 
members with up to 12 weeks of unpaid medical and family leave during the 12-month period and 
up to 26 workweeks to care for a Covered Service member or for a military exigency. At the 
conclusion of the leave, subject to some exceptions, a team member generally has a right to return 
to the same or an equivalent position. 

A. Leaves Available 

Eligible team members may take up to a total of 12 weeks of unpaid leave during the 12-month leave 
period for any one or more of the following reasons: 
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1. The birth, adoption or placement for foster care of the son or daughter of a team member, and 
to care for such child; 

 
2. A serious health condition of a spouse, son, daughter or parent of an team member if the 

team member is needed to care for such family member; 
 

3. A serious health condition of a team member that makes a team member unable to work. 
Generally, the incapacity must result in the team member's inability to work for more than 
three consecutive days; 

 
4. Any qualifying exigency arising out of the fact that the spouse, son, daughter, or parent of the 

team member is on active duty, or has been notified of an impending call to active duty status 
in support of a contingency operation (“qualifying exigency leave”). 

The determination of a "serious health condition" is governed by applicable law. 
In addition, eligible team members who are the spouse, son, daughter, parent or next of kin of a 
Covered Service Member shall be entitled to a total of 26 workweeks of unpaid leave during a single 
12-month period to care for the Covered Service Member (“military caregiver leave”). For purposes 
of military caregiver leave only, the 12-month leave period shall run forward from the first day of 
leave.  During this single 12-month period, an eligible team member who qualifies for leave to 
provide care for the Covered Service Member shall be entitled to no more than a combined total of 
26 workweeks of leave. 

B. Definitions 

"Covered Service Member" refers to a member of the Armed Forces, including a member of the 
National Guard or Reserves, who is undergoing medical treatment, recuperation, or therapy, is 
otherwise in outpatient status, or is otherwise on the temporary disability retired list, for a serious 
injury or illness. 
"Eligible Team member" refers to an individual who has been employed by HMH for at least 12 
months, has worked at least 1250 hours during the preceding 12-month period, and is employed at a 
worksite with at least 50 team members within 75 miles of that worksite. 
"Next of kin" refers to the nearest blood relative of the individual. 
"Qualifying Exigency" refers to a number of broad categories of reasons and activities, including 
short-notice deployment, military events and related activities, child care and school activities, 
financial and legal arrangements, counseling, rest and recuperation, post-deployment activities, and 
additional activities agreed to by the employer and the team member. 
"Serious Health Condition" refers to an illness, injury, impairment or physical or mental condition 
that involves either inpatient care or continuing treatment by a health care provider. It generally 
includes a period of incapacity due to pregnancy, prenatal care, a chronic health condition, a 
permanent or long-term health condition, or restorative or preventive treatment. 
"Serious Injury or Illness" refers to an injury or illness incurred by a Covered Service Member in the 
line of duty or on active duty in the Armed Forces that may render the member medically unfit to 
perform the duties of the member's office, grade, rank or rating. 
"12 Month Leave Period" refers to the rolling 12-month period measured backwards from the date a 
team member uses FMLA leave (except for Covered Service Member Leaves.) 

C. Eligibility Requirements 

Any team member who has worked at HMH for 12 months or more and has worked 1,250 hours or 
more in the 12-month period preceding the first day of the requested leave may be eligible for an 
unpaid leave of absence of up to 12 weeks during the 12-month period. 
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Leave to care for a child after birth, adoption, or foster care must conclude within 12 months of the 
child's birth or placement. 
If both spouses work for HMH they may only take a total of 12 weeks between them in order to care 
for a child after birth, adoption, or foster care or to care for a parent with a serious health condition. 
Each spouse may be entitled to additional leave time under other state laws, or for other qualifying 
reasons under the FMLA, such as the team member's own illness or for the serious illness of the 
team member's child. 

D. Notice Requirements 

When the leave is foreseeable, team members are required to give at least 30 days' advance notice 
to their leader and the leave administrator. If 30 days' notice cannot be provided, as much notice as 
is practical should be provided. Failure to give reasonable notice may delay the approval of the leave. 

E. Certification and Reporting Requirements 

A team member taking a leave to care for a family member with a serious health condition or for 
his/her own serious health condition, may be required to provide medical certification and to 
undergo periodic recertification. 

 
For a qualifying exigency leave, the team member may be required to provide certification that the 
covered military member is a member of the National Guard or Reserves and is on active duty or called 
to active duty in support of a contingency operation. The team member may also be required to provide 
a certification about the nature and details of the specific exigency, the amount of leave needed, and 
the team member's relationship to the military member. Absent unusual circumstances, both 
certifications must be provided within 15 days from the date when the leave is requested. 
For a military caregiver leave, the team member may be required to provide information from the 
health care provider and team member and/or Covered Service Member to support such leave. Absent 
unusual circumstances, such certification must be provided within 15 days from the date when the leave 
is requested. 
HMH will also require periodic status reports from team members concerning their intended return 
date. An unexcused failure to provide requested documentation may result in the denial or suspension 
of the leave. 
HMH may attempt to clarify or authenticate the certification or may require additional certifications to 
support the need for the continuation of the leave. When a leave is taken to care for a family member, 
HMH may require the team member to provide documentation or a statement of family relationship 
(e.g., birth certificate or court document) and proof of the need to care for the family member. 

F. Utilization of Paid Leaves 

Generally, an FMLA leave of absence is unpaid. Team members may use available Earned Sick Leave 
(ESL) and/or Paid Time Off (PTO) during an otherwise unpaid leave of absence, but use of ESL/PTO will 
not serve to extend the length of the team member’s leave of absence under this policy. Team members 
who take leaves for their own serious health condition will be paid first from ESL banks (Current first, 
Frozen second) until ESL banks are exhausted. Should a team member remain disabled, short-term 
disability benefits will begin upon exhaustion of ESL.  STD benefits will be supplemented to 100% with 
PTO from Frozen PTO draw-down banks first, then from current accrued PTO bank, if time is available.  
In no circumstance will the current PTO accrual bank be drawn down below 80 hours.  
 
 
Team members who take leaves to care for a family member will be paid in accordance with section III 
(B) below, NJ Family Leave Insurance benefits.  
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Depending upon the circumstances, team members may be entitled to receive workers' 
compensation benefits, paid family leave benefits, or other state-sponsored wage replacement 
benefits which pay a portion of normal compensation. These benefits will run concurrently with the 
team member’s unpaid leave. In no circumstance shall team members receive more than 100% of salary 
at any time.  

G. Intermittent Leaves 

When medically necessary, a leave taken because of a serious health condition of a team member or 
a family member, or to care for a Covered Service Member may be taken on an intermittent or 
reduced work schedule basis. If a team member takes a leave intermittently or on a reduced work 
schedule basis in order to obtain planned medical treatment, the team member must, when 
requested, attempt to schedule the leave so as not to unduly disrupt HMH's operations. HMH may 
require a team member taking intermittent or reduced work schedule leave for their own or a family 
member's foreseeable medical treatment to transfer temporarily to an alternative position with 
equivalent pay and benefits better suited to the leave schedule. 
 
Staff members with approved intermittent leaves for their own health condition or during pregnancy 
will draw from their ESL for each intermittent leave day taken.  This excludes team members taking 
intermittent leaves that are not for a purpose permitted under the ESL policy, for example, baby 
bonding, family military exigency, or military caregiver. 

  

H. Benefits Protection and Employment 

During the leave, the team member will pay for health benefits at the active premium rate for up to a 
maximum of 6 months.  If a team member is enrolled in voluntary supplemental benefits, the team 
member is solely responsible for making payment arrangements with the respective insurance 
company. If the team member has a 401(k) loan, the team member must contact Human Resources to 
make payment arrangements so that the loan does not go into default. Team members should consult 
with Human Resources prior to taking an approved leave. If the team member fails to return to work 
after the FMLA leave for any reason except for medically-related extenuating circumstances beyond the 
team member’s control, the team member must pay back all unpaid health insurance premiums. 
Guidelines on performance evaluation eligibility while on a qualified leave of absence can be found in 
Performance Management Policy  

I. Job Reinstatement 

Subject to some limited exceptions, upon return from FMLA leave, team members will be returned to 
the position they left or to a position equivalent in pay, benefits, and other terms of employment.  
Individuals identified as "key team members" (the highest paid 10% of salaried team members at the 
work site or within a 75 mile radius of that work site) at the beginning of their leave may not be 
returned to their former or equivalent position, if restoration will cause substantial economic injury 
to HMH. Team members will be informed of their key team member status at the beginning of the 
leave period. 
 
 

II. NEW JERSEY FAMILY LEAVE ACT 

In accordance with the New Jersey Family Leave Act ("NJFLA"), HMH provides eligible team members up to 12 
weeks of unpaid family leave during any 24-month period. At the conclusion of the leave, subject to some 
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exceptions, a team member generally has a right to return to the same or an equivalent position. The following 
outlines team members' rights and obligations under the NJFLA and HMH's policies implementing the NJFLA.  If 
there is a conflict between this policy and any applicable federal, state or local law, a team member will be 
afforded all available rights required by law.  

A. Leaves Available 

Eligible team members may take up to a total of 12 weeks of unpaid leave during any 24-month period 
for any one or more of the following reasons: 

1. The birth or adoption of their son or daughter, and to care for such child; or 
 

2. A serious health condition of the spouse, partner in a civil union, minor child, or parent/parent-in- 
law/step-parent, or a child over age 18 who is incapable of self-care due to a mental or physical 
impairment, if the team member is needed to care for such family member. 

The NJFLA does not cover an employee’s own serious health condition. The definition of a "serious 
health condition" is governed by applicable law. If a team member has any questions about what 
constitutes a "serious health condition," or whether a family member is a qualifying family member 
under the law, please contact Human Resources. 

B. Eligibility Requirements 

Any team member who has worked at HMH for 12 months or more and worked 1,000 hours or more in 
the 12-month period preceding the first day of the requested leave may be eligible for an unpaid leave 
of absence of up to 12 weeks during any 24-month period. The 24-month period shall be determined by 
using a rolling 24-month period (measured backwards from the date a team member uses NJFLA leave). 
Leave to care for a child after birth, adoption, or foster care must conclude within 12 months of the 
child's birth or placement. 

C. Notice Requirements 

Team members are required to provide at least 30 days' advance notice to their leader and HMH’s 
Absence Management Administrator of their intent to take a Leave of Absence. If 30 days' notice cannot 
be provided, as much notice as is practical should be provided. Failure to give reasonable notice may 
delay the approval of the leave. 

D. Certification and Reporting Requirements 

All certification and reporting requirements will be provided to the team member by HMH’s Absence 
Management Administrator. 

E. Utilization of Paid Leaves 

Generally, an NJFLA leave is unpaid. However, depending upon the circumstances, team members may 
be entitled to receive paid family leave benefits which pay a portion of normal compensation. These 
benefits will run concurrently with the team member's unpaid leave. Team members may not receive 
more than 100% of salary at any time. Use of paid time off will not serve to extend the length of the 
team member's leave of absence under this policy.  Team members who take leaves to care for a family 
member will be paid in accordance with section III (B) below, NJ Family Leave Insurance benefits.  
.   
 
Coordination with other Leave Policies 
In the event that additional family leave is available pursuant to federal or other state laws, this leave 
will also run concurrently with NJFLA leave to the extent permitted by law. 
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F. Intermittent and Reduced Schedule Leaves 

An intermittent leave is taken in separate blocks of time due to a single illness or injury, and must be in 
intervals of at least one week and completed within a 12-month period. 
 
A reduced schedule leave lessens an eligible team member's usual number of working hours per 
workweek. Reduced leaves must be taken in full day increments and may not be taken for more than 24 
consecutive weeks. A team member may take only one reduced schedule leave per 24-month period.  
Team members may take intermittent or reduced schedule leaves for care of the serious health 
condition of a covered family member as defined above in paragraph, if certified to be medically 
necessary. 
 
Team members may not take intermittent or reduced schedule leave for the care of a newborn or newly 
adopted child. 
 
If a team member takes leave intermittently or on a reduced work schedule basis, for planned medical 
treatment, the team member must, when requested, attempt to schedule the leave so as not to unduly 
disrupt HMH's operations. HMH may require team members taking intermittent or reduced work 
schedule leaves for their own or a family member's foreseeable medical treatment to transfer 
temporarily to an alternate position, better suited to the leave schedule, with equivalent pay and 
benefits. 
 
Staff members with approved intermittent leaves for their own health condition or during pregnancy 
will be able to draw from their ESL for each intermittent leave day taken after their first three leave days 
have been drawn from their Paid Time Off (PTO) bank in a calendar year. (For those team members 
eligible for PTO). This means that yearly, the first three days of the approved intermittent leave will be 
deducted from your PTO bank and any remaining intermittent leave days taken will come from the ESL 
bank.  This excludes team members taking intermittent leaves that are not for a permitted purpose 
under the ESL policy, baby bonding, family military exigency, or military caregiver and is not subject to 
retroactive processing prior to the effective date of July 1, 2013; subject to the revised NJ ESL law. 

G. Benefits Protection and Employment 

During the leave, the team member will pay for health benefits at the active premium rate for up to a 
maximum of 6 months. If a team member is enrolled in voluntary supplemental benefits the team 
member is solely responsible for making payment arrangements with the respective insurance 
company. Team members who have a 401(k) loan, must contact Human Resources to make payment 
arrangements so that their loan does not default. If the team member fails to return to work after their 
NJFLA leave for any reason except for extenuating circumstances beyond the team member’s control, 
the team member must pay back all unpaid health insurance premiums. 
Guidelines on performance evaluation eligibility while on a qualified leave of absence can be found in 
the  Performance Management Policy  . 

H. Job Reinstatement 

Subject to some limited exceptions, upon return from NJFLA leave, team members will be returned to 
the position they left or to a position equivalent in pay, benefits, and other terms of employment. 
Individuals identified as "key team members" (those team members whose base salary ranks within the 
highest paid five percent or whose base salary is one of the seven highest, whichever number of team 
members is greater) at the beginning of their leave may not be returned to their former or equivalent 
position, if restoration will cause substantial economic injury to HMH. Team members will be informed 
of their key team member status at the beginning of the leave period. 
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III. NEW JERSEY STATE FAMILY LEAVE INSURANCE  
 

A. Leaves Available 

The New Jersey Family Leave Insurance (NJFLI) program provides eligible employees with up to six (6) 
weeks of partial pay up to a statutory maximum amount Family Leave Insurance benefits. These NJFLI 
benefits are payable to covered team members to: 

1. Bond with a child during the first 12-months after the child's birth, when the covered individual or 
the domestic partner or civil union partner of the covered individual, is a biological parent of the 
child, or within the first 12-months of a child being placed for adoption with the covered  individual; 
or 

2. Care for a family member with a serious health condition supported by a certification provided by a 
healthcare provider. 

Claims may be filed for six consecutive weeks, for intermittent weeks or for 42 intermittent days during 
a 12-month period beginning with the first date of the claim. The NJFLI program does not provide team 
members an additional six (6) weeks of leave entitlement beyond the 12 weeks of unpaid NJFLA leave. 
 
Unlike NJFLA leave, NJFLI leave is not job-protected leave. Accordingly, upon returning from NJFLI leave, 
HMH will attempt (but is not required) to return the team member to the same or similar job at the 
same pay held prior to the NJFLI leave. However, a team member’s job cannot be guaranteed when 
returning to work from an NJFLI leave. 
 

B. Benefits Protection 

Team members will be paid up to two (2) weeks of accrued, unused Paid Time Off (PTO) for the first two 
(2) weeks of a continuous leave. NJFLI benefits will be supplemented to 100% of pay with PTO from 
Frozen PTO draw-down banks first, then from accrued PTO, if time is available.  In no circumstance will 
the current PTO accrual bank be drawn down below 8o hours.  Once NJFLI is exhausted, team member 
will continue to be paid through their Frozen PTO draw-down banks first if available, and then current 
accrued PTO bank.  In no circumstance will the current PTO accrual bank be drawn down below 80 
hours. Team members will be paid any accrued, unused PTO time for an intermittent leave. It will be 
paid at the base hourly rate for a team member's primary benefit-eligible position (excludes secondary 
positions which are not benefit-eligible), subject to the revised NJ ESL law. 
 
Guidelines on performance evaluation eligibility while on a qualified leave of absence can be found in 
the  Performance Management Policy  . 

C. Filing Claims 

Team members covered under the New Jersey State Plan can obtain information pertaining to the 
program and an application for Family Leave Insurance benefits from the LOA Absence Coordinator. 
Team members may also contact the Department of Labor and Workforce Development: on the web at 
www.nj.gov/labor ; by telephoning the Customer Service Section at (609) 292-7060; or by mail at PO 
Box 387, Trenton, NJ 08625-0387. 
 

IV. NEW JERSEY SECURITY AND FINANCIAL EMPOWERMENT ACT 

In accordance with the New Jersey Security and Financial Empowerment Act ("NJ SAFE Act"), HMH 
provides eligible team members with up to 20 days of unpaid leave during any 12-month period to attend 
to a variety of matters related to an act of domestic violence or sexual assault committed against the 
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team member or a family or household member. At the conclusion of the leave, subject to some 
exceptions, a team member generally has a right to return to the same or an equivalent position. The 
following outlines team members' rights and obligations under the NJ SAFE Act, and HMH's policies 
implementing the NJ SAFE Act, subject to the revised NJ ESL law. 
 

A. Leaves Available 
1. Eligible team members may take no more than 20 days of unpaid leave during any 12-month period. 

This leave is to be used in the 12-month period following any qualifying incident to engage in any of 
the following activities, as it applies to them personally, or to a family member as defined below: 
Seeking medical attention for, or recovering from, physical or psychological injuries caused by 
domestic or sexual violence; 
 

2. Obtaining services from a victim services organization; 
 

3. Obtaining psychological or other counseling; 
 

4. Participating in safety planning, temporarily or permanently relocating, or taking other actions to 
increase the victim's safety or to ensure his or her economic security; 
 

5. Seeking legal assistance, including preparing for, or participating in, any civil or criminal legal 
proceeding related to or derived from domestic or sexual violence; or 
 

6. Attending, participating in, or preparing for a criminal or civil court proceeding relating to an incident 
of domestic or sexual violence. 

B. Eligibility Requirements 

Any team member who was a victim of an incident of domestic violence or a sexually violent offense, or 
whose child, parent, spouse, domestic partner, or civil union partner was a victim, and who has been 
employed by HMH for 12 months or more and worked 1,000 hours or more in the 12-month period 
preceding the first day of the requested leave may be eligible for an unpaid leave of absence of up to 20 
days in one 12-month period, to be used in the 12-month period immediately following any incident of 
domestic violence or any sexually violent offense. 
Each incident of domestic violence or any sexually violent offense shall constitute a separate offense for 
which a team member is entitled to unpaid leave, provided that the team member has not exhausted 
the allotted 20 days for the 12-month period. 

C. Notice Requirements 

When the necessity for the leave is foreseeable, the team member must provide written notice to 
HMH’s Absence Management Administrator and notify your leader of the need for a leave as far in 
advance as is reasonable and practical under the circumstances. 

D. Certification and Reporting Requirements 

HMH will require documentation of the domestic violence or sexually violent offense which is the basis 
for the leave. Sufficient documentation includes one or more of the following: 

1. a domestic violence restraining order or other documentation of equitable relief issued by a court of 
competent jurisdiction; 
 

2. a letter or other written documentation from the county or municipal prosecutor documenting the 
domestic violence or sexually violent offense; 
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3. documentation of the conviction of a person for the domestic violence or sexually violent offense; 

 
4. medical documentation of the domestic violence or sexually violent offense; 

 
5. certification from a certified Domestic Violence Specialist or the director of a designated domestic 

violence agency or Rape Crisis Center, that the team member or team member's child, parent, 
spouse, domestic partner, or civil union partner is a victim of domestic violence or a sexually violent 
offense; or 
 

6. other documentation or certification of the domestic violence or sexually violent offense provided 
by a social worker, member of the clergy, shelter worker, or other professional who has assisted the 
team member or team member's child, parent, spouse, domestic partner, or civil union partner in 
dealing with the domestic violence or sexually violent offenses. 

 
Utilization of Paid Time Off (subject to the revised NJ ESL law). 

F.  

Generally, NJ SAFE Act leave is unpaid. Team members may use available PTO and/or ESL during an 
otherwise unpaid leave of absence, but use of PTO/ESL will not serve to extend the length of the team 
member’s leave of absence under this policy.  
In addition, depending on the circumstances, team members may be entitled to receive state-sponsored 
wage replacement benefits which pay a portion of normal compensation. These benefits will run 
concurrently with the team member's unpaid leave.  A team member who is eligible for these benefits 
may also choose to use accumulated paid leave during his or her approved unpaid leave. Team members 
may not receive more than 100% of salary at any time. 
Team members who are not eligible for such state-sponsored wage replacement benefits are required 
to use their accumulated paid time off during an approved unpaid leave. Use of paid time off will not 
serve to extend the length of the team member's leave of absence under this policy. 

G. Coordination with Other Leave Policies 

The period of time attributable to the team member's absence due to any disability or sick leave will be 
counted against available leave under this policy to the extent permitted by law. In the event that 
additional family, medical or sick leave is available pursuant to federal or state laws, this leave will also 
run concurrently with NJ SAFE Act leave to the extent permitted by law. You will be provided with 
detailed information from The Hartford or Human Resources. 

H. Intermittent Leave 

Unpaid leave may be taken intermittently in intervals of no less than one day. 

I. Benefits Protection and Employment 

If a team member is enrolled in voluntary supplemental benefits the team member is solely responsible 
for making payment arrangements with the respective insurance company. If the team member has a 
401(k) loan, the team member must contact Human Resources to make payment arrangements so that 
the loan does not go into default. Team members should consult with Human Resources prior to taking 
an approved leave. If the team member fails to return to work after the NJ SAFE Act leave for any reason 
except for circumstances beyond the team member’s control, the team member must pay back all 
unpaid health insurance premiums. 
Subject to some exceptions, most team members will be returned to the position they left or to a 
position equivalent in pay, benefits and other terms of employment. 
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A failure to return from NJ SAFE Act leave for reasons other than the team member's own serious health 
condition and/or disability may result in termination of employment. In the event that a team member 
cannot return to work at the end of NJ SAFE Act leave due to a continuation of his/her own serious 
health condition and/or disability, they must contact Human Resources before the expiration of the 
leave to discuss their options under state and federal law. 
Guidelines on performance evaluation eligibility while on a qualified leave of absence can be found in 
the  Performance Management Policy  . 

J. Federal and Other State Leave Laws 

HMH will comply with any federal or state leave laws to the extent they provide for more generous 
benefits. State and federal leave law benefits will run concurrently with NJ SAFE Act benefits to the 
extent permitted by law. 

V. MILITARY LEAVE OF ABSENCE POLICY 

In compliance with the Uniformed Services Employment and Reemployment Right Act (USERRA), HMH 
will grant leave for Temporary (two-week) Military Leave for training and Extended (all other) Military 
Leaves. USERRA extends re-employment rights to individuals who have been absent from a position of 
employment based on military duty in the "uniformed services". 

 

A. Leaves Available 

Full-time and part-time team members may be granted unpaid leaves of absence for military service. 
Eligible team members who must be absent from their job for a period of not more than ten working 
days each year in order to participate in military training, are entitled to as many as ten days paid 
military leave. Team members will be paid the difference between their medical center pay and the 
National Guard or Reserve pay/allowance, providing the latter is less than their regular pay. 
 
Team members directed to participate in extended military duties in the U.S. Armed Forces that exceed 
ten working days will be placed on an unpaid military leave of absence. Team members returning from 
military leave will be guaranteed reemployment to their prior or similar position and/or the position the 
team member would have obtained had it not been for the military service, in accordance with the law. 

B. Definitions 

"Uniformed services" are defined as the Army, Navy, Marine Corps, Air Force, Coast Guard, Reserves, 
National Guard, Air National Guard, Commissioned Corps of the Public Health Service, and any other 
category of persons designated by the President in time of war or emergency. 

C. Eligibility Requirements 

In order to be eligible to receive payment for a military leave, team members are required to have 
worked for one year. 

D. Notice Requirements 

Unless precluded by military necessity, it is expected that team members will give as much advance 
notice as possible, at least 30 days, regarding their need for a military leave. 
 
When possible, team members will provide their leader with notice that they will be engaging in military 
service. When advanced notice is not feasible, verbal notice will be accepted with the expectation that 
documentation of military duty will be submitted at a future date. 
 

http://hackensackmeridianhealth.org/
http://humcnet/documents/humn/policy/1043-70%20learning%20and%20performance/human%20resources%201043-70-1.doc


 

HackensackMeridianHealth.org  

 

Team members must also notify HMH’s Absence Management Administrator to initiate their claim for a 
leave of absence. Claims can be filed on line 24/7.  Team members will be required to provide the intake 
coordinator with certain information to start the claim process. Actual approval of the leave will be 
dependent upon providing the proper documentation to HMH’s Absence Management Administrator. 
The Administrator will promptly notify the team member of his/her rights and obligations (including 
documentation, certification, and recertification obligations), and eligibility for the requested leave 
based on hours, service and remaining leave time available. 
 

E. Benefits Protection and Employment 

Team members on extended military leave will have all accrued and unused PTO and holiday time paid 
out to them at the beginning of their leave. 
 
Human Resources will collect any applicable insurance premiums from the team member. Medical 
coverage will continue for the team member for up to 30 days at the active team member rate providing 
the team member elects to continue coverage and pays his/her portion of the premium. 
 
Team members have the option to continue with HMH's health insurance at their expense after 30 days 
on leave at 100 percent of the full cost for up to 24 months. However, their military medical benefits 
become effective on the date of deployment or enlistment. 
 
Team members are responsible to contact vendors directly for any voluntary benefits while out on a 
military leave of absence. 
Time spent on Leave of Absence is counted in determining years of service recognition. 
Military Leave of Absence will not constitute a break in service for purposes in the Pension Plan. 
Life Insurance and Accidental Death & Dismemberment coverage will terminate following 12 months 
leave of absence or on the date the team member enters active military duty in any armed service 
during a time of war (declared or undeclared). 
Guidelines on performance evaluation eligibility while on a qualified leave of absence can be found in 
the  Performance Management Policy  . 

F. Pay for Military Leave 

All military leaves of absence, other than the ten-day military leave for training, are unpaid. Upon return 
from a military leave of absence, the base salary will be adjusted to reflect any increases the team 
member would have received had he/she remained on the job. 

G. Job Reinstatement 

Upon a team member's prompt application for return to work, the team member will be reinstated in 
the following manner depending upon his/her period of military service or physical condition upon 
return from leave: 

1. Equal to or less than 90 days of military service - In a position that the team member would have 
attained if employment had not been interrupted by military service, or if found not qualified 
for such position after reasonable efforts by HMH, the position in which the team member had 
been employed prior to military service. 
 

2. More than 90 days and less than 5 years of military service – In a position that the team member 
would have attained if employment had not been interrupted by military service or a position of 
like seniority, status and pay, the duties of which the team member is qualified to perform; or if 
proved not qualified after reasonable efforts by the HMH, in the position the team member left, 

http://hackensackmeridianhealth.org/
http://humcnet/documents/humn/policy/1043-70%20learning%20and%20performance/human%20resources%201043-70-1.doc


 

HackensackMeridianHealth.org  

 

or a position of like seniority, status and pay, the duties of which the team member is qualified 
to perform. 
 

3. Team member with a service-connected disability - If after reasonable accommodation efforts by  
HMH, a team member with a service connected disability is not qualified for employment in the 
position he/she would have attained or in the position that he/she left, the team member will 
be assigned to any other position of similar seniority, status and pay for which the team 
member is qualified, or could become qualified with reasonable efforts by  HMH; or if no such 
position exists, in the nearest approximation consistent with the circumstances of the team 
member's situation. 

 
I. Exceptions to Reemployment 

Upon returning from a military leave, a team member is not entitled to reinstatement if any of the 
following conditions exist: 

1. The team member failed to apply for re-employment in a timely manner. 
 

2. The team member did not receive an honorable discharge from military service. 
 

3. HMH's circumstances have so changed as to make reemployment impossible or unreasonable. 
 

J. Documentation 

Upon receipt of a re-application for employment after a military leave, Human Resources will request 
the team member military discharge documentation. This will establish the timeliness of the application 
for reemployment and the length and character of the team member's military service. 

VI. Americans with Disabilities Act Amendments Act (ADAAA) Leave 
 

A. Leaves Available 

This ADAAA Leave of Absence shall be used by team members who are not eligible for a protected leave 
of absence or have exhausted their protected leave under federal or state law. The determination of 
whether this leave will be approved, will be made on a case by case basis, depending on all of the 
circumstances presented.  
Team members must notify their leader of their intent to take a Leave of Absence and must certify or 
provide documentation regarding the reason for the leave by contacting HMH's Absence Management 
Administrator to initiate a claim for a leave of absence. Team members also have the option of filing a 
claim on-line 24/7.  
 
 

B. Notice Requirements 

When the leave is foreseeable, team members are required to give at least 30 days’ advance notice to 
their leader and HMH’s Absence Management Administrator. If 30 days’ notice cannot be provided, as 
much notice as is practical should be provided. Failure to give reasonable notice may delay the approval 
of the leave. 

C. Effect on Pay and Benefits 
 
1. Pay (subject to the revised NJ ESL Law) 
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An ADAAA Leave of Absence is typically unpaid absence time and will not be used to calculate salary 
rates and pay adjustments while the team member is absent from work. However, team members 
requesting leaves for their own illness may be paid from their ESL and/or PTO if hours are available. 

 
 

2. Performance Evaluations – Guidelines on performance evaluation eligibility while on a qualified 
leave of absence can be found in the Performance Management Policy . 

 
E. Benefits 

Please see the table below for an explanation on benefits for team members on a non-job protected 
medical leave. 

MEDICAL LEAVE 

PTO, ESL & HOLIDAY TIME Accrues only for the first 30 days of a leave 
 

HEALTH BENEFITS 
(MEDICAL, DENTAL, RX) 

Continue during leaves 

HEALTH PREMIUM Pays active premium up to a maximum of 6 months or 
until sick time exhausts, then Interactive Process Review 

PENSION Unpaid time will not count toward 1,000 hours 
requirement to determine years of credited service and 
the Annual Recognition Celebration eligibility 

VII. Unprotected Leaves  
 

A. Leaves Available 

Unprotected leaves include: 

1. Continued periods of illness for a family member after protected leave has expired 
 

2. Team members who do not meet FMLA eligibility and are seeking leave for reasons other than 
their own medical condition 
 

3. Personal Leave 
 

4. Education Leave 

Full-time and part-time benefit-eligible team members, or otherwise eligible team members, taking 
leaves under this policy are not guaranteed job restoration during or at the end of the leave period. 
Team members must notify their leader of their intent to take a Leave of Absence and must certify or 
provide documentation regarding the reason for the leave by contacting HMH's Absence Management 
Administrator to initiate a claim for a leave of absence. Team members also have the option of filing a 
claim on-line 24/7.   

 
During any period of a non-job protected leave, HMH may take steps to fill the team member's position. 
Such steps include posting or advertising the position internally or externally, interviewing internal or 
external candidates, and hiring a candidate. Inactive team members have the opportunity to reapply for 
another position and HMH may attempt to return the team member to work in the same or equivalent 
position if such position is available as of the return to work date. 
 
 

http://hackensackmeridianhealth.org/


 

HackensackMeridianHealth.org  

 

B. Notice Requirements 

When the leave is foreseeable, team members are required to give at least 30 days' advance notice to 
their leader and HMH’s leave administrator. If 30 days' notice cannot be provided, as much notice as is 
practical should be provided. Failure to give reasonable notice may delay the approval of the leave. 
 

C. Effect on Pay and Benefits Pay 

A non-protected job leave is typically unpaid absence time and will not be used to calculate salary rates 
and pay adjustments while the team member is absent from work. 

1. Performance Evaluations - Guidelines on performance evaluation eligibility while on a qualified 
leave of absence can be found in the  Performance Management Policy . 

 
E. Benefits 

Please see the table below for an explanation on benefits for team members on non-job protected 
leaves. 

 
PERSONAL AND EDUCATION LEAVES 

PTO, ESL & HOLIDAY TIME Accrues only for the first 30 days of a leave 
Paid out any accrued, unused PTO time 

HEALTH BENEFITS 
(MEDICAL, DENTAL, RX) 

Continue during leaves 

HEALTH PREMIUM Pays active premium through 30 day leave 
PENSION Unpaid time will not count toward 1,000 hours 

requirement to determine years of credited service and 
the Annual Recognition Celebration eligibility 

 
Clearance and Return to Work 
Team members must contact their leader and HMH’s Absence Management Administrator to advise them of 
their intended return date. Team members must call HMH’s Absence Management Administrator even when 
they are returning to work earlier or later than originally anticipated. 
 

Coordination with Other Leave Policies The period of time attributable to the team member’s 
absence due to any workers' compensation, disability, or sick leave, will be counted against available 
leave under this policy to the extent permitted by law. In the event that additional family, medical or 
sick leave is available pursuant to state laws, this leave will also run concurrently with FMLA leave to 
the extent permitted by law 

 
This policy supersedes all prior policies, and is intended to comply with all applicable federal and state laws. As 
such, this policy shall be construed in all cases consistent with such statutory requirements.  
 

HMH expressly reserves the right, in its sole and absolute discretion, to change, modify or delete the provisions 

of this policy in whole or in part, at any time or for any reason without notice.   

The employment terms set out in this policy work in conjunction with, and do not replace, amend, or 
supplement any terms or conditions of employment stated in any applicable collective bargaining agreement.   
Wherever employment terms in this policy differ from the terms expressed in the applicable collective 
bargaining agreement, team members should refer to the specific terms of the collective bargaining agreement, 
which will control. 
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Any questions regarding this policy and procedure may be referred to Human Resources. 
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