Answers to Questions Frequently Asked by Faculty Members About Family Care Policies at The University of Arizona 
1. OVERVIEW and DEFINITIONS

This brochure provides information about family care issues and policies at The University of Arizona.  The answers to the assembled list of frequently asked questions are based on Federal and University of Arizona policies outlined in the University Handbook for Appointed Personnel (UHAP).  The University is committed to providing a family-friendly workplace by supporting employees in their efforts to balance their work and family lives.  This brochure offers brief overviews of the policies outlined in UHAP and outlines the various options available to employees in their attempts to integrate their family and professional lives.

Definitions of Temporary Alternative Duty Assignment (TADA) and Family and Medical Leave (FML):

The two main policies available to appointed personnel for family care issues are the Temporary Alternative Duty Assignment (TADA) and Family and Medical Leave (FML) policies.  These policies provide eligible employees with leave and/or work assignment flexibility needed while affected by certain family or personal circumstances as described below.

1) What is Temporary Alternative Duty Assignment (TADA) and who is eligible?

· Temporary Alternative Duty Assignment allows employees and supervisors to work out and agree on  the assignment of alternative duties for up to 16 weeks in order to enable employees to remain on active duty employment while affected by the following circumstances (see <a href=”http://w3.arizona.edu/~uhap/chap8.html#8.05”>UHAP Chapter 8</a>):  
· birth of the employee’s child and to care for the newborn child;
· or a child’s placement with the employee for adoption or foster care;
· or to care for a partner, child or parent with a serious health condition.
· If the employee’s FTE remains unchanged, he or she is compensated at the same rate of pay for all hours worked.  If the employee elects to temporarily reduce the number of hours worked in addition to the assignment of active duties, the employee shall use paid or unpaid leave (including any FML) for the absence portion.
· TADA is available to all appointed personnel who are regularly scheduled for at least 20 horus per week (.50 FTE) and whose positions are expected to be active for more than six months.
2) What is Family and Medical Leave (FML)?

· The Federal Family and Medical Leave Act of 1993 allows eligible employees to take a Family and Medical Leave (FML) for the birth and care of a newborn child, a child’s placement with the employee for adoption or foster care, to care for the employee’s spouse, child or parent who has a serious health condition or the employee’s own serious health condition.  An eligible employee may take up to 12 workweeks of FML during a “leave year” (the period of 12 months measured backward from the date the proposed leave is to begin).  
· At the end of an FML absence, employees return to their former positions or to comparable positions at a rate of pay not less than the former rate.
· Employees are required to use accrued sick leave and shall be permitted to use accrued vacation, if the employee so chooses.  For additional leave beyond 12 work weeks, employees may request the use of any accrued paid leave or unpaid leave, subject to approval by the responsible administrator.
· Eligible employees are those who a) have at least 12 months of cumulative service and have worked at least 1,250 hours at the University during the 12 month period preceding the date their FML is to begin; b) have a qualifying reason; and c) have a remaining balance of FML.  (See <a href=”http://w3.arizona.edu/~uhap/chap8.html#8.04.06”>UHAP Chapter 8.04</a> for more information.
II.  BIRTH / ADOPTION / FOSTER CARE

1) I am pregnant OR I will be adopting or having a child placed with me for foster care.  What are my options for leave or modified duties?

You have many options, and, depending on your circumstances, you may use any or all of the following?

· Under the TADA policy, you may receive an assignment of temporary duties for a period of up to 16 weeks which will make it more feasible for you to remain on an active employment status during pregnancy, childbirth, infant care, or a child’s placement with you for adoption or foster care.  During this period, you will continue to be compensated at your regular salary rate for all hours worked.  If you reduce the active percentage of your appointment, the nonactive percentage must be designated as paid or unpaid leave (may include FML).  (See <a href=”http://w3.arizona.edu/~uhap/chap8.html#8.05”>UHAP Chapter 8.05</a>.)

2) My partner is pregnant OR we are adopting or having a child placed in our home for foster care.  What are my options for leave or modified duties?
· Under the TADA policy, you may apply for a modified duty assignment if you will be responsible for at least 50% of the care of your child.  You must sign a statement to this effect.  

· If eligible, you may take FML for the birth and care of your child or a child’s place in your home for adoption or foster care.

3) I am/my partner is pregnant or we have a child being placed with us for adoption or foster care and we are both University of Arizona employees.  May we both use FML and TADA?
· When you and your spouse are employed by the University and are eligible for FML, the total number of work weeks of leave for birth, adoption and foster care is limited to 12 work weeks combined.

· If both you and your partner are University employees and are eligible for TADA, you may both apply to your immediate supervisor(s) for TADA.  IF you and your partner are in different departments, it should be possible to make some arrangement for both of you to benefit from the TADA policy.  If you and your partner are in the same department, however, the particular needs and circumstances of that unit must be considered carefully so as not to cause hardship to the department in question.  In either case, the approval of TADA is at the discretion of the supervisor.

4) How many times can my partner or I take a leave or childbirth or adoption or foster care?
· There is no specified limit to the number of times an eligible employee may request a Temporary Alternative Duty Assignment.  The Family Medical Leave Act allows for a total of 12 workweeks in a 12 month “leave year.”

5) What are my options of my child is born or adopted or placed for foster care in the middle of the semester?
· You may, if otherwise eligible, request FML.

· You may apply for TADA if you will be responsible for at least 50% of the care of the child and if the request is made as far in advance as possible.  It is advisable for you to inform your immediate supervisor when placement plans for adoption or foster care are underway.  It would be helpful to have a back-up plan in the event that placement occurs earlier or later than anticipated.

6) What are my options if my child is born or adopted or placed for foster care during the summer?
· If you are on a fiscal appointment or are working during the sdummer, you may apply for FML or TADA.

· If you are on an academic appointment, you may apply for FML or TADA for the upcoming fall semester if otherwise eligible.

7) Should pregnancy-related complications develop during the semester, what accommodations are available for teaching coverage?
· You and your department should work together to determine how your classes will be covered.  Ultimately, as with any unexpected illness, the responsibility to find coverage will fall to your department.

· If you hare unable to work due to medical incapacity, then you have the right to take any FML for which you are eligible.

III.  FAMILY ILLNESS

1) Can I apply for TADA or FML to take care of my elderly parents?  My partner?  My child who is chronically sick with a serious illness?

· Under FML, you may request a period of up to 12 weeks leave in a 12 month “leave year” in order to take care of  a parent, spouse or child with a serious health condition.  (See the University’s FML policy at <a href=”http://w3.arizona.edu/~uhap/chap8.html#8.04.06”>UHAP 8.04.06</a> for the definition of a “serious health condition.”)  If you request FML, your immediate supervisor must grant it if you meet the eligibility requirements and properly request the leave.
· Under the TADA policy, you may apply for leave or modified duties for a period of up to 16 weeks to care for a spouse or partner, child, or parent with a serious health condition as defined in the FML policy (see above.)
2) What are my options if my child becomes ill and my regular childcare arrangements cannot accommodate illness?

· You may request FML if you are otherwise eligible and if your child’s illness meets the definition of “serious health condition,” as described above.
· You may apply for TADA if you will be responsible for at least 50% of the care of your seriously ill child.
· If your child suffers a routine childhood illness or ailment, there is a University-subsidized arrangement called <a href=”http://lifework.arizona.edu/”> “Sick Child Home Health Care” </a>offered through the Human Resources <a href=”http://lifework.arizona.edu/”>.Life & Work Connections unit.</a>  This service provides a trained child care provider who will come to your home to care for your sick child.  In addition, you are also eligible to use any earned sick leave you may have to stay home and care for your child.
IV. HOW TO APPLY FOR TADA ER FML

1) Whom do I contact first to apply for leave or alternative duties for childbirth, adoption or foster care? At what point should I contact him or her?
· In the case of TADA, you should apply to your immediate supervisor. The application must include a statement signed by you attesting that you will be responsible for at least 50% of the care of your child. You must request the period of reassigned duties as far in advance as possible, so that the unit will be able to accommodate the ensuing shift in responsibilities.

· You must apply for FML in writing to your immediate supervisor at least 30 days in advance of the birth of the child (or of the adoption or foster care placement), when foreseeable.
2) How do I formalize my options for leave/modified duties during pregnancy or adoption? What is the time-frame for doing so?
· Your options are formalized through discussion with your immediate supervisor. Whether you opt to apply for TADA or to enact your FML, you must submit your request to your supervisor as far in advance as possible (see above answer and UHAP 10.12; 8.04.06). 

V. WORK ASSIGNMENTS AND OTHER RELATED ISSUES

3) What are my duties if I elect to request a Temporary Alternative Duty Assignment (TADA)? Faculty meetings? Committee work? Research?
· Your duties are to be negotiated with your immediate supervisor as far ahead as possible. The TADA policy stats that “deans, department heads, and other supervisors shall make every reasonable effort to accommodate the needs of employees, to the greatest possible extent, and in a manner consistent with the effective and efficient operation of the University.” Examples of temporary alternative duties may include such items as: alternative work schedule, substitution of duties within the classification, project-specific work, and / or transportable work. For example, faculty members with standard assignments of 40% teaching, 40% research, and 20% service have requested alternative duty assignments of 80% research and 20% service, with the details of such assignments documented. Such arrangements have generally proven to be satisfactory to all parties involved: the employee, the supervisor, and the department in question.
4) If mutual satisfaction is not reached in these discussions, what are my options?
· If mutual satisfaction is not reached, you may seek advice from the Association for Women Faculty Family Care Issues Committee (the authors of this booklet), a Human Resources-Employee Relations consultant, and / or your supervisor’s administrator.
5) I am concerned that taking either FML or TADA will influence my future workload or relationship with my colleagues. How can this concern be addressed?

· Since taking FML or TADA is your right as a University employee, you should not be placed in a position where you feel that your decision to exercise that right has negatively influenced your relationships or the evaluation of your work performance at The University of Arizona. By the same token, it is advisable for you to do your best to fulfill the obligations agreed upon in consultation with your supervisor (for alternative duties in particular), to ensure fairness to the department.

6) What if I encounter complications in my work environment when requesting TADA or FML?
· A supervisor may not impose the TADA policy as a substitute for your request for FML due to a qualifying reason or when medical conditions restrict your ability to work. The Federal Family and Medical Leave Act prohibits any University employee or supervisor / administrator from interfering with, restraining, or denying the exercise of any right provided under FML.
· If you have any further questions or concerns in this regard, contact campus resources such as AWF Committee on Family Care Issues, the Committee on Academic Freedom and Tenure, or Human Resources.
VI. COMPENSATION

1) If I use TADA or FML, will there be a change in my compensation?
· If you elect to apply for TADA, you have full compensation during the period of up to 16 weeks, if the same number of hours are worked. If you elect to reduce the number of hours worked in addition to the assignment of alternative duties, you will use paid or unpaid leave (including any remaining FML) for the absence portion. Your FTE will remain unchanged in either case.

· While on FML, you must use accrued sick leave first and shall be permitted to use accrued vacation leave if you so elect (UHAP 8.02.01). Any remaining absence would be unpaid.

2) Am I responsible or finding a substitute to cover my classes and must I pay him/her?
· If a child is born during a semester when you have teaching responsibilities, you should work with your department head or supervisor in making arrangements for coverage of the class. Under no circumstances should you pay for the substitute to teach your classes. You may request FML or TADA to cover such a situation. The TADA policy stresses that deans, directors and department heads should make every reasonable effort to accommodate the needs of the employees and that flexible and creative applications should be explored.
3) Am I eligible for disability benefits during pregnancy?
· It depends on the type of insurance and disability coverage you have. Check with Human Resources Benefits (tel. No. 621-3662) for more information about your coverage.

VII. TENURE CLOCK STOPPAGE

1) May I delay my tenure clock for the birth or adoption of a child?
· You may delay the tenure clock twice within the six successive years of a tenure-eligible appointment (see UHAP 3.12.01 and 4.10.13).
2) What is the procedure for delaying the tenure clock?
· You must submit a written notice to the department head no later than one year subsequent to the date of the birth or adoption.
3) How are the department-level second-and/or fourth-year reviews affected if I delay my tenure clock?
· If the birth or adoption occurs during the summer / semester immediately prior to the semester in which the scheduled department-level review is to take place, then the review will take place the following year.

· If a request (approved by department head, dean, and provost) for a delay has been submitted prior to departmental consideration of the candidate, then the review will take place the following year.

4) If I delay my tenure clock, do I have additional scholarship and/or service requirements?
· There are no additional requirements.
5) How many times may I delay my tenure clock?
· Twice during the tenure-eligible appointment period.
6) Does the policy to delay tenure clock vary from college to college?
· No, this is a University-wide policy.
7) If I do delay the tenure clock, may I later change my mind and stand for tenure in the year that I would have (i.e., had I not delayed the clock)?
· Yes. It would be wise, however, to check with your individual unit regarding the advisability of this choice in your particular circumstances.
