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1. BUMG Faculty Leave of Absence Checklist

For more details on benefits, available resources, and BUMG policies please visit our website:

https://www.bumc.bu.edu/bumg/resources/human-resources/

Please note: This list is not all inclusive, please focus on the items that are applicable to you. Use or modify the checklist to develop
your personal leave plan.

Leave Preparation:

U
U
U

Read BUMG personnel policies

Familiarize yourself with available benefits

Contact Sedgwick, the Leave Administrator for Boston University at mySedgwick portal or by phone at 877-708-0037 to
apply for a leave

o

Ensure you understand the process, including required medical documentation, to apply for leave

Determine if you would like to use PTO or sick time for top off and discuss with your Administrative Director; if applicable

Collaborate on a preliminary re-entry plan with dept leadership - discuss your return-to-work timeline, potential phased re-

entry etc; if applicable

EIwork Transition Planning:

[J Coordinate with your department to ensure all patient care, administrative duties, and on-call responsibilities are

0

appropriately covered

@)

0 0O O O 0O 0O O O O O

EPIC clinic template(s) are closed

Set out of office notification for EPIC in-basket and assign designated colleague as coverage

Clinical coverage for patients is finalized

All patients are rescheduled and notified of upcoming leave

Coordinate on-call and/or inpatient blocks coverage with dept leadership

Forward your pager or show as unavailable

Ensure all patient cases, ongoing projects and administrative work are up-to-date and easy for colleagues to access
Outline how and when you will transition responsibilities to others on your team

Designate someone to handle emergencies

Identify who your direct reports/mentees will report to while you are out; if applicable

Block outlook calendar and set out of office email; Identify if you will be missing any reoccurring meetings and
identify meeting owner

For ongoing research/grants, click here for detailed planning tips

[ Plan for your return:

[J  Notify your dept leadership when you will be returning to work

o

o

If your return-to-work date is later than originally discussed, notify them asap
If extending leave:
=  Contact Sedgwick for approval
=  Consider whether any of the coverage plans would need to be modified and provide these updates to your
dept leadership

[] Decide whether you need to request approval for a modification of duties/schedule upon your return, submit this request

0

ASAP to dept leadership for approval

o

o

For personal medical leaves, you will need to contact the Boston University Occupational Health Center at
buohc@bu.edu or call them at 617-353-6630 (at least two weeks before return to work date) to be cleared to
return to work

For physical accommodations, reach out to the BU Equal Opportunity office

Identify resources that will help with your transition back to work
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2. Tips for BUMG Faculty Taking PFML Leave

1. Timing considerations: Failure to follow the guidelines below may result in incorrect leave pay. Incorrect pay will necessitate

retroactive adjustments and may result in a request to repay any overpayments.

o  Filing your claim: The ideal time to file your leave claim is from 60 days to 14 days prior to your expected leave start date.
If you submit less than 14 days prior, your approval may be delayed. Claims should be filed with Sedgwick at
www.sedgwick.com/bostonuniversity or by phone at 877-708-0037.

e  Getting your leave approved: Submit any required supporting documentation to Sedgwick ASAP. Although you have 90

days to provide documentation, your leave will not be approved until Sedgwick receives supporting medical certification.
Leaves with a future start date will be conditionally approved and you will not receive PFML pay until you confirm the first
day absent with Sedgwick.

e Making changes to your leave: To change your leave start date or request an extension to your leave, contact Sedgwick

immediately and provide any supporting documentation ASAP. The best way to alert your examiner of any changes to your
leave is by using the messaging feature in the MySedgwick portal and text messaging (see Texting with Sedgwick).

e  You will have 30 days from the current approved leave end date to submit additional medical documentation to
Sedgwick for a leave extension.

e Intermittent leaves: Report intermittent leave days to Sedgwick via phone or online by the deadlines on the calendar on

page 2. Whenever possible, report your intermittent days in advance. You may report in advance for each pay period or
for longer durations as you receive your schedule. The most efficient way to submit intermittent absences to Sedgwick is
through the MySedgwick portal. From there, you can select specific dates and hours missed. This information is instantly
transmitted to the claim system, which automatically updates the claim schedule and tasks for the examiner’s review and
processing.

e Birth parents: To take your bonding leave immediately following your childbirth recovery leave, please contact Sedgwick at
least one week before your childbirth recovery leave ends to initiate your bonding claim and confirm the first day of your
bonding leave absence with Sedgwick. Proof of birth is required to approve bonding leave claims, if not already provided to
Sedgwick.

2. Texting with Sedgwick: The most efficient way to directly speak to your examiner is by text messaging rather than calling. The

option to opt-in for texting with Sedgwick will be shared with you during intake. We encourage you to opt-in because it is one of
the quickest ways to share information with your claim examiner and receive alerts regarding your claim. This is also a way to
create a paper trail, since text messages provide a record of communication that can be used for tracking and record-keeping.
Remember to save Sedgwick’s phone number upon receiving the first text message.

e Various texting options that could be utilized:

e Receiving real time decision updates on your claim

e Notification sent when medical documentation is received

e  Text to confirm Last Day Worked

e  Text to confirm First Date Absent including surgery and delivery dates

e  Text to confirm Return to Work Date

e  Text to request an extension on your claim and provide updated estimated return to work date
e  Text to update the claim’s examiner on leave dates for any changes

e Text to provide Physician Provider Contact information

3. Items you must provide yourself:

To your department - It is your responsibility to inform your Department Chair/Section Chief and Administrative
Director of any leaves so that your clinical activity can be re-assigned. You should inform them ASAP when you become
aware of an expected leave.

To Sedgwick - To protect your confidentiality, Sedgwick can only accept the following information from you: leave
claims, first day absent confirmations, date change requests, supporting documentation (may also be provided by your
treating physician), and reports of intermittent days. Your department cannot provide this information.

4. Leave pay: Your leave pay is calculated based on your total compensation, which is defined as your average pay based on your
last 4 completed quarter earnings leading up to the start of your leave. This includes salary, bonus and incentives.
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e  Your leave pay may not be the same as your semi-monthly salary.
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e All PFML benefits are paid by Boston University via direct deposit to your bank account on file during your normal pay cycle.
e If you have questions about your leave pay, contact leaves@bu.edu.

5. Top off: Depending on the length of your leave, your leave pay may change from 100% total compensation to a lower amount
after a number of weeks per BUMG PFML plan design. You may be able to use PTO and/or sick time to supplement your leave
pay during this time — also known as “top off”.

e The combination of your leave pay and your top off pay should be equivalent to your current/actual base salary.

e Sedgwick will ask you if you wish to top off, but you must also discuss the specifics with your Administrative Director,
including how much PTO and/or sick time you have available and wish to use.

e  Your Administrative Director (or a designated department staff member) will process your top off pay. You will receive your
top off pay later than your leave pay. For instance, for leave dates in the first 2 weeks of the month, you will receive your
leave pay in the paycheck on the 15™, but any top off pay for this period will appear in a later paycheck.

e If you think you are missing top off pay, contact your Administrative Director.

3. CY26 Intermittent Leave Reporting Calendar (Effective January 2026)*

Deadline to Report Intermittent Leave . For .Pay Period Pay Date
Days (i.e. for Intermittent Absence Dates)

Wednesday, January 7, 2026 1/1-1/15 Thursday, January 15, 2026
Wednesday, January 22, 2026 1/16-1/31 Friday, January 30, 2026
Wednesday, February 5, 2026 2/1-2/15 Friday, February 13, 2026
Wednesday, February 19, 2026 2/16-2/28 Friday, February 27, 2026

Thursday, March 5, 2026 3/1-3/15 Friday, March 13, 2026
Monday, March 23, 2026 3/16-3/31 Tuesday, March 31, 2026
Tuesday, April 7, 2026 4/1-4/15 Wednesday, April 15, 2026
Wednesday, April 22, 2026 4/16 - 4/30 Thursday, April 30, 2026
Thursday, May 7, 2026 5/1-5/15 Friday, May 15, 2026
Wednesday, May 20, 2026 5/16 —5/31 Friday, May 29, 2026
Friday, June 5, 2026 6/1-6/15 Monday, June 15, 2026
Monday, June 22, 2026 6/16 —6/30 Tuesday, June 30, 2026
Tuesday, July 7, 2026 7/1-7/15 Wednesday, July 15, 2026
Thursday, July 23, 2026 7/16 -7/31 Friday, July 31, 2026
Thursday, August 6, 2026 8/1-8/15 Friday, August 14, 2026
Friday, August 21, 2026 8/16 —8/31 Monday, August 31, 2026
Friday, September 4, 2026 9/1-9/15 Tuesday, September 15, 2026
Tuesday, September 22, 2026 9/16 —9/30 Wednesday, September 30, 2026
Tuesday, October 6, 2026 10/1-10/15 Friday, October 15, 2026
Thursday, October 22, 2026 10/16 - 10/31 Friday, October 30, 2026
Wednesday, November 4, 2026 11/1-11/15 Friday, November 13, 2026
Tuesday, November 18, 2026 11/16 -11/30 Monday, November 30, 2026
Monday, December 7, 2026 12/1-12/15 Tuesday, December 15, 2026
Wednesday, December 23, 2026 12/16 -12/31 Thursday, December 31, 2026

*Please note: The pay periods and deadlines for Nov and Dec are tentative. They will be finalized at the end of 2026.
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