FAMILY AND MEDICAL LEAVE (FMLA) POLICY


· Must have complete one year of continuous service and
worked minimum 1,250 hours during the 12 months
immediately prior to the date of the request

· Up to 12 weeks total time allowed during the 12-month period

· Must use available sick time and vacation time before Short Term Disability wages are paid

· Available for birth of child, placement of an adopted/foster care child, to care for a parent (not in-law) or child, or employee’s serious illness.  If for birth or placement of a child, it must be taken within the 12-month period following the incident, beginning the first day of the employee’s leave.

· Benefit premiums will continue to be deducted from all wages paid during the leave of absence.  If wages have been depleted and the employee then moves to non-paid status, the employee is then required to make monthly payments to the company until they return to work and have wages available for deduction of premiums.

· It is the employee’s responsibility to communicate to their Supervisor any updates available during their FMLA period. 
