
Harvard University   
Leave of Absence Procedure 

If you need to put an 
employee on this type 
of leave… 

then complete (or have employee 
complete) and file these forms 
and related “back up”… 
 

with the following 
unit in central 
administration… 

by this time. During the leave, 
the employee will 
be then be paid 
from this funding 
source. 

To return the employee from leave, 
the department must take these 
steps. 

Short-Term Disability 
(STD) 

All components of the STD packet: 
 
-STD Summary Worksheet 
-STD Benefit Claim Form 
-Harvard University Medical 
Certification  
-Authorization for Release of 
Information 
 
Plus: 
A copy of FMLA letter to employee 

Disability Claims 
Unit (DCU) 

At least 2 weeks before a planned 
absence.   
 
As soon as possible with 
unexpected absence. 
 
Important:  To avoid processing 
delays, HR officers should submit 
STD paperwork on behalf of 
employees who cannot do it for 
themselves. Simply write “unable to 
sign” on lines requiring the 
employee’s signature. 

STD None.  DCU will return the employee 
from leave at the expiration of the 
entitlement or with recovery.   
 
DCU will change the salary costing and 
the Time & Labor approval group (if OT-
eligible) back to the employer 
department. 
 
 

Birth Mother Parental 
Leave  
(See row 5 for non-birth 
mother parental leaves.) 

Request for Family or Medical 
Leave form  

DCU  With claim form for maternity STD. 
 
If the employee is overtime-eligible: 
DCU will return the employee to the 
department's T & L group at end of 
STD.  Departmental timekeeper 
enters Paid Leave (PAL) hours and 
any supplement.  For example, if 
the employee normally works 40 
hours per week, you can enter: 
 
28 hours of  PAL  
12 hours of PTO or go without pay 
for this time (TOE) 
 
Note:  Be sure to enter something 
(PAL, PTO or TOE) on each day 
normally scheduled. 
 

Department The department must submit a 
Nondisability Leave of Absence form to 
change the employee from paid leave 
status to active status.  The action 
reason code would be: Return from 
Leave/RFL 

                                                   Page 1 of 7 
 



Harvard University   
Leave of Absence Procedure 

If you need to put an 
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then complete (or have employee 
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source. 

To return the employee from leave, 
the department must take these 
steps. 

Workers’ Compensation 
(WC) 

Workers’ Compensation Accident 
Report 

DCU Within 48 hours of the incident WC None.  DCU will return the employee 
from leave if benefits are terminated for 
any reason.     
 
Salary costing will revert to the 
employer department. 

LTD LTD application packet (available 
by calling DCU.) 
 
Those employees on WC or STD 
will receive the LTD application 
packet from Disability Claims Unit.  
DCU will work directly with these 
employees to manage their 
transition.  

 
Important:  Faculty are not eligible 
for STD, and therefore DCU is not 
aware of a disability-related 
absence by a faculty member in its 
early months.  Local HR or faculty 
affairs officers should obtain an LTD 
application packet on behalf of a 
faculty member at the 3-month point 
of the disability, or refer the faculty 
member to the DCU at that time. 

DCU After 3 months of disability from a 
serious injury or illness expected to 
continue for at least 6 months 
 
Important:  An application must be 
submitted within one year of the 
onset of disability to protect the 
employee’s claim to this benefit.  

LTD None if the employee is returning from 
LTD to their same job. DCU will change 
costing to the employer department. 
 
However, please contact DCU when 
making any job or employment changes 
for someone on LTD (e.g., reemploying 
them on a part- time basis, changing 
their hours.) 
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To return the employee from leave, 
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Other (Non-STD) 
Parental Leave such as: 
 
• paternity leave 
• fostering a child  
• adopting a child 

PS Non-Disability Leave of 
Absence with an action/reason of: 
 
Paid Leave of Absence/PAL 
(four weeks or 13 that can be taken)
 
Leave of Absence/PAL 
(remaining unpaid weeks) 
 
Request for Family & Medical 
Leave form 

Financial 
Administration 
(FAD) Payroll 

As soon as possible once the leave 
is expected. 

Department The employer department should 
submit the following form(s) to FAD 
Payroll: 
 
If returning to the same job 
• PS Non-Disability Leave of 

Absence  
 
If returning to a different job in the same 
department, or other items (e.g., time 
status) have changed 
• PS Non-Disability Leave of 

Absence, plus 
• PS Job Data Change 
 
If returning to a different department 
• PS Non-Disability Leave of 

Absence, plus 
• PS Transfer  
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If you need to put an 
employee on this type 
of leave… 

then complete (or have employee 
complete) and file these forms 
and related “back up”… 
 

with the following 
unit in central 
administration… 

by this time. During the leave, 
the employee will 
be then be paid 
from this funding 
source. 

To return the employee from leave, 
the department must take these 
steps. 

Military PS Non-Disability Leave of 
Absence with an action/reason 
code of:  Paid LOA/MIL 
 
Copy of military orders and military 
pay stub which shows base pay. 
 
An Emergency Contact Form 
(optional) 
 
A Temporarily Reduce Pay form 
signed by the employee to recoup 
any overpayment that occurs during 
the first month.    
 
Note:  Departments are encouraged 
to keep the employee on full pay for 
the first month after deployment, 
since the employee will not have a 
pay stub for at least a month.    

FAD Payroll ASAP once leave is expected Department.   
 
President’s fund will 
provide 
reimbursement to 
department for salary 
expenses after 90 
days up to 12/31/03. 

The employer department should 
submit the following form(s) to FAD 
Payroll: 
 
If returning to the same job 
• PS Non-Disability Leave of 

Absence  
 
If returning to a different job in the same 
department, or other items (e.g., time 
status) have changed 
• PS Non-Disability Leave of 

Absence, plus 
• PS Job Data Change 
 
If returning to a different department 
• PS Non-Disability Leave of 

Absence, plus 
• PS Transfer  
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If you need to put an 
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unit in central 
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by this time. During the leave, 
the employee will 
be then be paid 
from this funding 
source. 

To return the employee from leave, 
the department must take these 
steps. 

Other Non-Disability 
Leaves 

PS Non-Disability Leave of 
Absence with an action of “Paid 
LOA” and the appropriate non-
disability reason for the leave 
(career development, educational, 
government service, sabbatical, 
etc.) 
   

FAD Payroll ASAP once leave is expected Department 
 
 
 

The employer department should 
submit the following form(s) to FAD 
Payroll: 
 
If returning to the same job 
• PS Non-Disability Leave of 

Absence  
 
If returning to a different job in the same 
department, or other items (e.g., time 
status) have changed 
• PS Non-Disability Leave of 

Absence, plus  
• PS Job Data Change 
 
If returning to a different department 
• PS Non-Disability Leave of 

Absence, plus 
• PS Transfer  
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Trouble-Shooting Guide 
 

Use this guide to help resolve common problems relating to administering leaves of absence. 
 

Step # Problem System-based changes Paperwork required/Who does it? 
1 The employee on leave was paid an incorrect  

amount 
If overpaid, Go to Step 2 
If underpaid, Go to Step 3 

 

2 The employee was overpaid. If salaried: 
 
Recoup overpayment via salary deduction (process 
as negative additional pay) or 
 
Recoup via personal check from employee  
 
 
 
 
 
 

 
 
Who does it? 
DCU for employee on STD, LTD, WC 
FAD Payroll for employees on non-disability leaves 
 
Paperwork required 
Temporarily Reduce Pay form (if funds will be recouped from future 
paychecks) or 
Harvard University Credit Voucher (for depositing personal check from 
employee) 

3 The employee was underpaid If salaried: 
 
• pay via additional pay 
 
If OT-eligible: 
 
• pay via T & L or additional pay 
 

DCU for employee on STD, LTD, WC 
 
FAD Payroll for employees on non-disability leaves 

4 Was the wrong area charged for the salary 
expense? 

Process a GL journal to move the charges to the 
correct account coding.   

GL Journal 
 
DCU for STD, LTD, WC 
 
Payroll for military leave after 90 days.   
 
All others should be handled locally. 

5 Do unpaid hours exist in the T&L system from 
prior to or after the OT-eligible employee went 

If yes, go to 5a. 
If no, go to 6 
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on leave? 
5a. Should those hours be paid to the employee? 

 
 

If yes, approve the hours in Time & Labor and pay 
the employee.  (If the employee is in a DCU T & L 
group, you will need to contact them.) 
 
If no, adjust reported time in T & L to reflect Time at 
Own Expense (TOE) or a flex day Off (FXOFF). 

Tub 

6 Was the OT-eligible employee paid for hours 
that were not actually worked due to the leave? 

If yes, adjust the reported hours in Time & Labor. 
 
 

Tub 

Key Contact Information 
 
Disability Claims Unit, 617-495-9054 
 
Information about disability programs and benefits: 
http://atwork.harvard.edu/b-shortdisability.html 
http://atwork.harvard.edu/b-longdisability.html 
http://atwork.harvard.edu/b-compensation.html 

 
 
 Guide to acronyms used in this document 

 
DCU = Office of Human Resources, Disability Claims Unit 
STD = Short-Term Disability 
LTD = Long-Term Disability 
WC = Worker’s Compensation 
EE = employee 
FMLA = Family and Medical Leave Act 
PS = PeopleSoft 

http://atwork.harvard.edu/b-shortdisability.html
http://atwork.harvard.edu/b-longdisability.html
http://atwork.harvard.edu/b-compensation.html
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