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Interoffice Correspondence


DATE:
March 23, 2016

FROM:
Lori K. McGovern, Absence Management Specialist

TO:
All OPP Employees

SUBJECT:
Annual FMLA Notification

The purpose of this memo is annual notification of your rights and responsibilities under the Family and Medical Leave Act of 1993 (FMLA).

The FMLA provides up to 12 weeks of absence to eligible employees for certain family and medical reasons.  The FMLA does not increase the amount of available paid time off which accrues to you under the bargaining agreement or University Policy.

The Federal Family and Medical Leave Act (FMLA) entitles eligible employees to take up to 12 weeks of unpaid, job-protected leave in a 12-month period for the following reasons:

· the birth or adoption of a child or placement of a child for foster care
· the care of a seriously ill child, parent, partner or spouse

· the employee’s own serious illness which causes the employee to be unable to perform the functions of their position

· a child, parent, or spouse who is called to active military duty

You are eligible for FMLA leave if you have been employee either part-time or full-time with the University for at least 12 months, which do not need to be consecutive or continuous, and have worked at least 1250 hours in the 12 months prior to your absence.  In addition, FMLA provides for a total of 26 workweeks of unpaid leave during any consecutive 12-month period when you are needed to care for a child, parent, spouse, or next-of-kin who is a military service member who was injured in the line of duty.

When your absence is covered by the FMLA, it will be counted against your annual FMLA leave entitlement (12 weeks in a rolling 12-month period).  FMLA leave runs concurrent with applicable paid time off, as well as leaves of absence.
If you are using FMLA for a family illness, you must first use available family sick (up to 5 days per year).  Then you must use your accumulated vacation, personal holiday, or holiday compensatory time.  You may not use your sick leave (other than 5 family sick days per year) for absences due to a family member’s illness.

If you are using FMLA for your own serious illness, then you must first use your accumulated sick leave.  It is your choice to use your other paid time off such as vacation, personal holiday or holiday compensatory time.

If you are on an unpaid leave designated as FMLA or Medical, you may continue participation in all health insurance programs in which you are enrolled at the regular employee rate.

Absences of an ongoing nature or, when medically necessary, may be taken as an intermittent leave or on a reduced leave schedule.  Whenever possible, you should make a reasonable effort to schedule any medical treatment visits so as not to unduly disrupt operations.

FMLA requires that all covered absences are recorded as FMLA.  You cannot be disadvantaged due to an absence for an FMLA qualifying event, these absences must be recorded correctly so that errors are avoided when making decisions about promotions, lateral transfers, job bidding, etc.

For more information about the FMLA, you may call OPP Human Resources at 865-2336 or visit our website at http://www.opp.psu.edu/intranet/hr/family-medical-leave-act.
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