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FAMILY AND MEDICAL LEAVE POLICY

POLICY:
To comply with the Family and Medical Leave Act of 1993, Edwin Fair Community Mental Health Center shall offer up to twelve (12) work weeks of job protected leave to any eligible employee no more often than every 12-months.

PROCEDURE:
To be eligible, an employee must have worked at least 1250 hours during the previous 12-month period.

An employee must use accrued paid sick leave and vacation leave as part of the FMLA.

REASON FOR TAKING LEAVE:
FMLA leave will be granted for any of the following reasons:

(1)
To care for the employee's child after birth, or placement for adoption or foster care;

(2)
To care for the employee's spouse, son or daughter, or parent, who has a serious health condition; or

(3)
For a serious health condition that makes the employee unable to perform the employee's job.

In case of birth, adoption, or placement of a child, the entitlement to leave expires at the end of the 12-month period beginning on the date of the birth or placement.  The leave may not be taken intermittently unless mutually agreed upon.  The employee must provide 30-day notice when practical.

In the case of medical leave, the employee may be required to provide the following information:

(1)
30-day advance notice when the leave is foreseeable;

(2)
Date illness began and probable duration;

(3)
Appropriate medical facts regarding the condition shall be submitted on U.S. Department of Labor form WH-380E and return to EFC Human Resource Department within 15 days of receipt;

(4)
If FLMA is needed to care for a family member, a statement from family member’s Doctor will be required showing family care is needed;

(5)
In the case of intermittent leave, the dates treatment is expected to be given and the duration of treatment.

Job Benefits and Protection:
(1)
For the duration of FMLA leave, the employee will be allowed to maintain the employee's health and dental coverage under the "group health plan".  The employee shall continue to be responsible for their portion of the group health care insurance and dental coverage.  The employee will notify the EFC Human Resource Department using U.S. Department of Labor form WH-381 regarding how the employee will pay for their insurance during their absence.

(2)
Upon return from FMLA leave, most employees will be restored to their original or equivalent positions with equivalent pay, benefits, and other employment terms.

(3)
The use of FMLA leave will not result in the loss of any employment benefit that accrued prior to the start of an employee's leave.

Edwin Fair Community Mental Health Center may deny job restoration to the highest paid 10% of its employees.
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