Medical Leave of Absence (LOA) Policy

Purpose

A medical leave of absence (LOA) is available for full-time and part-time regular employees for their own medical disability or to care for their ill family members as defined below.

General

The Company will grant a medical LOA due to an employee's medical disability for a period not to exceed four (4) consecutive months. In accordance with the Family and Medical Leave Act of 1993 and California law, up to 12 weeks used during a 12-month period will be designated as leave under the Family Leave entitlement. If employees are medically unable to return to work after a 4-month medical LOA, with or without reasonable accommodations, they are subject to termination. Full-time and part-time regular employees who are absent due to illness or injury, for more than two consecutive work weeks will automatically be put on medical LOA.

Medical Leave of Absence

Physician's Statement Requirements

· When the employee submits a Request for Medical LOA form, a written statement is required from the employee's physician, indicating that the employee is unable to perform regularly assigned duties for a specific period of time.

· A manager may request a physician's excuse/release for absences of less than two consecutive workweeks.

· The Company may require that another physician, of the Company's choice, provide a confirming opinion.

· Employees returning from a medical LOA must submit to their immediate supervisor, a physician's release to return to work. Failure to provide appropriate documentation releasing the employee will result in the employee's inability to return to work until such a release is obtained. The employee must provide a written statement obtained from the employee's attending physician describing any reasonable accommodation, limitation, or restriction required to facilitate the employee's return to work.

Benefits Coverage

The Health Plan Summary Plan Description (SPD) which provides a detailed explanation of coverage, limitations, exclusions and restrictions, is available from Human Resources. In the event of any conflict between the SPD and any summary policy statement included in the corporate policies, implementation instructions, and other guidelines, the SPD will prevail. Human Resources will provide employees with information on benefit options available, current costs, and deadlines for payments, if applicable.

Disability Insurance

A California employee may file a short-term disability claim with State Disability Insurance (SDI) when eligible for short-term disability payments. Employees may use their accrued sick and/or vacation leave during the disability period. Payment of any accrued sick and/or vacation leave will be coordinated with short-term disability benefits.

Health Insurance

Full-time regular employees on a medical LOA will continue to receive the same level of insurance coverage as other regular, full-time employees who are not on a medical LOA.  Part-time regular employees on medical LOA who were purchasing health benefits before going on leave, will be allowed to continue purchasing such benefits during the medical LOA at the same cost as before the medical LOA.

Holiday Pay

Employees on a medical LOA will earn holiday pay equivalent to the percentage of vacation or sick leave hours they are using to supplement their daily disability income prior to the scheduled holiday. If the employee has used up his/her sick or vacation leave, or chooses not to use sick or vacation leave during the medical LOA, he/she will not be eligible to receive Holiday pay. 

Reinstatement Provisions

If the employee returns from medical LOA within 4 months of the start of the disability, the Company will attempt to return the employee to the last job held and, if that is not available, will attempt to find a comparable position.

If an employee returning from medical LOA has a medical restriction that prevents the employee from resuming the previous or a comparable position, if available, the employee will receive reasonable accommodation for openings constituting similar employment that the employee is capable of performing. If no such position is available, the employee may be terminated. If an employee returns from a medical LOA at less than a full-time status due to continued disability, the Company will attempt to reasonably accommodate the disability to the extent that the employee's function can be performed on a reduced hours basis. Management will determine if the work situation allows for a part-time position. If a part-time work situation cannot be reasonably accommodated in the employee's position, or elsewhere in the organization, the employee may be terminated.

Performance and Salary Review Date

Upon return from a medical LOA, an employee's performance and salary review date will be adjusted by the length of the leave, if the leave has been for a minimum of one month.  As an alternative, the salary increase may be granted as originally scheduled, but will be prorated based on the amount of time the employee was on medical LOA.

Special Provisions for Family Leave

In accordance with the Family and Medical Leave Act of 1993 and California law, the following guidelines are for employees who request a Family Leave. The medical LOA provisions stated above will also apply for Family Leave. Family Leave can be requested to care for newborn, adopted or foster children, or to care for a child, parent or spouse with a "serious health condition.” For specific questions relative to a Family Leave, employees should contact their manager or Human Resources.

Definitions

· Child - biological, adopted, foster child, or stepchild, a legal ward, or a child of a person standing "in loco parentis" who is under 18 years of age or an adult dependent child.

· Parent - biological, foster, or adoptive parent; stepparent; or legal guardian, or other person who stood "in loco parentis" to the employee when the employee was a child. Does not include parent-in-law.

· Serious health condition - An illness, injury, impairment, or physical or mental condition that involves inpatient care and/or continuing medical treatment by a health care provider.

Eligibility

Any full or part-time regular employee who has one year of continuous service with the Company, at least 1,250 hours of work during the 12 months immediately prior to the family care or medical leave of absence, and is eligible for other company benefits (e.g., vacation, sick leave, or holiday leave) is eligible for a Family Leave. The employee shall submit the Request for Family Leave of Absence form. 

Duration of a Family Leave

A full-time regular employee may be granted up to 12 weeks of Family Leave during any 12-month period. The 12-month period begins on the first day a family leave commences. For a part-time regular employee the Family Leave will be prorated. The Company may require an employee to use accrued vacation or other available paid or unpaid leave during the requested Family Leave. Whenever possible, an employee will provide management with an advance 30 days written request for approval of an intended Family Leave. The following specific conditions apply:

Care for Newborn, Newly Adopted or Foster Child

· The Family Leave must be completed within 12 months of the birth or placement of the child.

· An intermittent or reduced workweek leave schedule must be approved in advance by management. While every consideration will be given to the scheduling preferences of the employee, the manager will make the final decision based upon department needs and business conditions.

· Parents who are both employed by the Company may take a family LOA at the same time. The combined leave time for both employees is a maximum of 12 weeks.

Serious Health Condition of Child, Parent, or Spouse

· The Family Leave request must be accompanied by a certification by a health care provider that the employee's child, parent, or spouse has a serious health condition; the condition's expected duration; and the need for the employee to attend to the family matter.

· The employee is required to substantiate the nature of the serious health condition by having the Certification of Physician or Practitioner form completed by a duly licensed health care provider.

· The leave may be taken as consecutive days, or when medically necessary, the leave may be taken intermittently.

· Parents who are both employed by the Company may take a Family Leave at the same time to care for a seriously ill child as long as it is medically necessary to provide care. The Family Leave period for each employee is not to exceed a maximum of 12 weeks.

· When the Family Leave is for the purpose of caring for a family member with a serious health condition, the company may request periodic physician's reports to verify the continuing nature of the serious health condition and the expected return date.

