IMPORTANT INFORMATION ABOUT FMLA LEAVE

Under the Family and Medical Leave Act of 1993 (FMLA) eligible employees are entitled to up to 12 weeks of leave within a 12-month period for: 

1. The birth, adoption or foster care placement of a child;

2. The employee's serious health condition; or 

3. For a serious health condition of a spouse, son, daughter or parent.

Eligibility requirements include 12 months or more of employment with the company and at least 1,250 hours of work during the 12 months immediately prior to the family care or medical leave of absence. 

You must provide your manager 30 days advance notice when you intend to take leave for family or medical reasons. When 30 days notice is not possible, you must notify your manager as soon as you know of your need to take leave. Your notification may be verbal or by completing the Request for Family Leave of Absence form. Regardless of how you notify your manager, you must complete a Request for Family Leave of Absence form.

If you are requesting family leave because of a serious health condition of a spouse, son, daughter or parent you must also submit a completed Certification of Physician or Practitioner Form. Family leave for your own serious health condition must be substantiated by a written statement from your doctor.

You may request an intermittent or reduced workweek leave schedule if the leave is for the serious health condition of a spouse, son, daughter, parent, or yourself.  Intermittent or reduced workweek leave must be approved in advance by the manager and requires certification by the physician or practitioner.  While every consideration will be given to the scheduling preferences of the employee, your manager will make the final decision based upon department needs and business conditions.  Intermittent or reduced workweek leave may require reassignment to another position if it would be disruptive to your current position.

If you are requesting family leave due to the birth, adoption or foster care placement of your child, your leave must conclude within 12 months of the birth or placement of the child for adoption or foster care. 

Spouses employed by this company are jointly entitled to a combined total of 12 workweeks of family leave for the birth or placement of a child for adoption or foster care, and to care for a parent (but not a parent "in-law") who has a serious health condition.

If you are requesting family leave due to your own serious health condition, you will be required to submit a Doctor's statement to substantiate the need for a medical leave. Time spent on medical leave (up to 12 weeks within 12 months) will be designated as leave under the family leave entitlement.

