Office of University Human Resources | Protected Leaves

How To Reguest Protected Leave

Protected Leave Summary

The Family and Medical Leave Act (FMLA), Oregon Family Leave Act (OFLA) and Oregon
Paid Family & Medical Leave (OPFML) were enacted to assist employees and employers in
balancing the demands of the workplace with the needs of employees and their families
when leave is needed for a serious health condition, pregnancy, parental, bereavement,
and military family leave (exigency and caregiver leaves).

Protected Leaves offer job-protected time away from work for your own serious health
condition, because you need to care for an eligible family member with a serious health
condition, or for another qualifying event. Leave may be taken all at once or intermittently
as the medical condition requires. The leave laws define who is eligible, what absences
and family members qualify, if your health insurance benefits will be protected, and how
much leave time you may take during your leave year.

Step by Step Guide:

1. Loginto My Time website located here: https://mytime.oregonstate.edu/

Welcome to the MyTime
Website

Login to EmpCenterrz =2

Login@ directly to the WebClock.

Courtesy Supervisors - click here@ to access

EmpCenter.



https://mytime.oregonstate.edu/
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2. Navigate to My Time Off

I Employee Dashboard

My Timesheet My Time Off €—

Edit Employee Time

View Past Assignments

View Reports

3. Click create a new request

(3 Create New Request <—
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Vacatlan - Pre-Approved 12119/2025 12119/2025 4.00 Hours Approved
Special Day - Pre-Approved 12426/2025 12426/2025 £.00 Hours Approved
Vacatlon - Pre-Approved 01/20/2026 01/20/2026 8.00 Hours Approved
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4. Select Absences for FMLA, OFLA, and military leave

| need to reques

Absences for FMLA, OFLA, and Military Leave
FMLA = Family and Medical Leave Act
OFLA = Oregon Family Leave Act

Must also complete "Absences for Vacation, Sick, and Other” section to indicate leave usage while absent
Examples include leave for:
= Serivus Health Cundition (Emipluyee ur Farmily Mernbse) Q

» Parental (Newborn, Adoption, or Foster Care Placement)

o Military @

.
Continue| <€

5. Answer the questions and submit the request (submit button is found on the bottom
left corner of the page)

ied Submit Request <—

ﬂ Change responses o preliminary guestions

Oregon Paid Family and Medical Leave (OPFML/PLO)

If you are also applying for OPFML please complete the OPFML application and Survey.
OPFML Application: https://beav.es/36e

OPFML Survey: https://beav.es/UMt



https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fbeav.es%2F36e&data=05%7C02%7Czachary.walter%40oregonstate.edu%7Cbfb922678b1c405b815808de382126bd%7Cce6d05e13c5e4d6287a84c4a2713c113%7C0%7C0%7C639009912186059155%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=FEdaKcoICskwxtgJdaBM9%2F8pAzgEnNsnNRlmuh3BwlY%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fbeav.es%2FUMt&data=05%7C02%7Czachary.walter%40oregonstate.edu%7C3d5576ad89b944cd654808de3cf5a246%7Cce6d05e13c5e4d6287a84c4a2713c113%7C0%7C0%7C639015222832476311%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=JxdhEHh3wDPCpIVkMLaExbZlAwBgXOPOdAh66BHOqhk%3D&reserved=0
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Contact Information

If you have questions regarding protected leave, please reach out to the OSU Protected
Leave Office.

Phone: 541-737-5946

Email: medical.leave@oregonstate.edu

Mailing: University Human Resources, 236 Kerr Administration Building, Corvallis, OR
97331-2132

Fax: 541-737-0553

*Please note due to the individualized nature of protected leave we will only be able to
answer general questions before receiving your request*


mailto:medical.leave@oregonstate.edu

