	
	





[bookmark: _Toc496692048][bookmark: _Toc499046488]Section 4 – Leave Policies
[bookmark: _Toc496692049][bookmark: _Toc499046489]Funeral Leave
Company|variable=Company provides up to three (3) days of paid bereavement leave per calendar year to employees in the event of the death of the employee’s spouse, mother, father, sister, brother, or child.
[bookmark: _Toc496692050][bookmark: _Toc499046490]Family and Medical Leave/Disability Leave
Company|variable=Company complies with the provisions of the Family and Medical Leave Act (FMLA) of 1993 and applicable state laws, which provide that eligible employees may take leaves of absence for specific reasons.
Employee Eligibility. An employee is not eligible to take a FMLA leave unless he or she (1) has worked at Company|variable=Company for at least 52 weeks; (2) worked at least 1,250 hours in the twelve months prior to when the leave will commence; (3) has not used all available FMLA leave in the twelve months looking back from the date the requested leave will commence; and (4) there is a qualifying event.
Qualifying Event. Under FMLA, there are only four qualifying events: (1) birth care of the employee’s newborn child; (2) placement of a child with the employee for adoption or foster care; (3) caring for the employee’s spouse, child, or parent with a serious health condition (this does not include in-laws); or (4) the employee’s own serious health condition that prevents him or her from performing the essential functions of the job.
Amount of Leave. Eligible employees may take up to twelve (12) weeks of leave during a rolling twelve (12)-month period, subject to applicable state law, and pregnancy disability leave for up to four months in accordance with applicable state laws. The twelve (12)-month period is determined by measuring backward from the date an employee takes any FMLA leave. Spouses who are employed by Company|variable=Company, and who request FMLA leave for the birth, adoption, or foster care placement of a child with the employee, are eligible for a combined twelve (12) weeks between the two employees.
Employee Notice. If the reason for the FMLA leave is foreseeable, the employee is to give Company|variable=Company thirty-days (30) notice. If the need for leave is not foreseeable, the employee is expected to notify the company as soon as possible, no more than two (2) days after knowing of the need for leave. Notice to the company is accomplished by completing and submitting a Leave of Absence (LOA) Request Form, which can be obtained from the employee’s supervisor|variable=Supervisor. If the reason for the leave is a family member’s serious health condition or that of the employee, the employee may be required to complete a Certification of Health Care Provider form, which must be returned to the supervisor|variable=Supervisor within fifteen (15) calendar days from the request for leave. Requests for Leave will be granted for no more than thirty-day (30) periods of time.
Failure to provide the required medical certification may result in the denial of foreseeable leaves until such certification is provided. In the case of unforeseeable leaves, failure to provide the required medical certification within fifteen (15) days of being requested to do so may result in a denial of your continued leave.
The medical certification for employees, as well as a child, spouse, or parent with a serious health condition shall include (a) the date on which the serious health condition commenced; (b) the probable duration of the condition; and (c) a statement that, due to the serious health condition, you are unable to perform the functions of your position.
If additional leave is required, extensions of no more than thirty-day periods may be granted by Human Resources|variable=human resources by completing and submitting a new LOA Request Form at least five (5) days prior to the expiration of the current leave period. However, the leave period under FMLA will not exceed a maximum of twelve (12) weeks, subject to FMLA and applicable state law.
Pay and Benefits during FMLA Leave. FMLA leave is unpaid. However, the eligible employee must use earned but unused vacation, sick, or FTO during the absence. The employee’s health plan coverage will be maintained during the leave under the same conditions as if the employee had continued to work. This means that the employee must continue to pay the portion he normally pays toward the insurance costs or risk cancellation of health benefits coverage during the leave. If an employee’s premium is more than thirty (30) days late, his or her health plan benefit coverage will cease. Information on how and when to make insurance payments will be provided to the employee in writing at the beginning of the FMLA leave. Benefits do not accrue during an FMLA leave. An employee on FMLA leave is not eligible for holiday pay for a holiday that falls during the FMLA leave.
[bookmark: _Toc496692051]COBRA Rights. FMLA does not constitute a qualifying event triggering continuation of health benefit provisions under the Consolidated Omnibus Budget Reconciliation Act (COBRA). If an employee resigns for any reason during an FMLA leave, he or she would be eligible for COBRA coverage by paying his or her full share of health care costs, plus a 2% administrative charge. Employees who are terminated for gross misconduct will not be eligible for COBRA coverage.
Reduction in Force. The Company will not offer any special protection to you while you are on FMLA leave at the time of a layoff. The supervisor|variable=supervisor will make the same decisions that they would have made if the employees had not been on FMLA leave.
Return to Work. The employee should notify the company of his or her intent to return to work two (2) weeks prior to the anticipated date of return. Under certain circumstances, employees may also be required to submit to a medical examination before returning to work. If the employee returns to work prior to the expiration of available FMLA leave, the employee will normally be returned to his or her former position or a comparable position. If, however, the employee cannot return to work prior to the expiration of the FMLA leave, employment will be automatically terminated.
[bookmark: _Toc499046491]Medical Leave Due to On-the-Job Injury
An employee who suffers an on-the-job injury may be permitted to take a medical leave of absence, subject to applicable federal and state laws if the employee’s medical condition prevents him or her from performing the essential functions of the job. Time spent on a leave of absence due to an on-the-job related injury will also count as leave under the Family Medical Leave Act.
Employees on leave due to on-the-job injuries may take up to six (6) months leave during a twelve (12) month period, while the employee remains under the care of a physician and restricted from working.
The employee’s health plan coverage will be maintained during the leave under the same conditions as if the employee had continued to work for the first twelve 12 weeks of leave. This means that the employee must continue to pay the portion he normally pays toward the insurance costs or risk cancellation of health benefits coverage during the leave. After twelve weeks of medical leave, the employee is responsible for paying the insurance costs, including the portion paid by the company if the employee was working, for the remaining duration of the medical leave. Payments for insurance costs will be due monthly. If an employee’s premium is more than thirty days (30) late, his or her health plan benefit coverage will cease. Information on how and when to make premium payments can be obtained from Human Resources|variable=human resources. Benefits, such as vacation, continue to accrue for medical leave due to on-the-job injuries.
The employee will be retained on work-related disability leave status until one of the following circumstances occurs:
The employee is released to work with no restrictions.
The employee is released to work with some restrictions and the employer offers work that is consistent with the restrictions.
Medical evidence establishes that the employee is permanently disabled from returning to usual duties even with reasonable accommodation.
The employee informs the employer of the intent not to return to work (either directly communicating to the employer or by actions inconsistent with intent to return, such as moving out of state or accepting other employment).
[bookmark: _GoBack]
Company|variable=Company may require a fitness for duty certification from the employee’s health care provider verifying the ability to return to work, with or without reasonable accommodation of the employee’s disability, if any. Under certain circumstances, employees may also be required to submit to a medical examination before returning to work. If the employee returns to work prior to the expiration of the medical leave, the employee will normally be returned to his or her former position or a comparable position. After the expiration of six (6) months of leave for an on-the-job injury, the employment of an employee who is unable or fails to return to work will be automatically terminated.
[bookmark: _Toc496692052][bookmark: _Toc499046492]Jury/Witness Duty
An employee who is called to serve on a jury will be granted time off to fulfill his or her civic duty in accordance with applicable federal and state laws. A copy of the jury summons or witness subpoena must be submitted to his or her supervisor|variable=supervisor to be eligible for jury or witness leave. The employee serving on a jury may receive paid time off for a maximum of 4 days. Subject to applicable state law, an employee may use accrued vacation time for the days he or she spends on jury service or appears as a witness. On any day or half-day you are not required to serve, you are expected to return to work.
[bookmark: _Toc496692053][bookmark: _Toc499046493]Military Leave
In accordance with Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA) and applicable state statutes, Company|variable=Company applicants and employees who apply or perform military service, whether on a voluntary or involuntary basis in a uniformed service, will not be denied initial employment, re-employment, retention in employment, promotion, or any benefit of employment on the basis of the performance of military service.
Eligible military service includes performance of duty on a voluntary or involuntary basis in a uniformed service, including active duty, active duty for training, initial active duty for training, inactive duty training, full-time National Guard duty, and a period of time for which the employee is absent to determine fitness for duty. Any employee who enters the uniformed services of the United States will be granted a military leave of absence. To qualify for re-employment, an employee must have the following:
Written notice given to the employee’s supervisor|variable=supervisor in advance of service, unless the giving of notice is precluded by military necessity.
A cumulative length of absence, including any previous military absence while employed by the company, which does not exceed five years.
Applied for re-employment with the company according to these guidelines:
Length of service less than 31 days – Return to work no later than the next regular work day after completion of service and time to travel from place of service to residence, plus eight hours.
Length of service more than 30 days but less than 181 days – Submit application for re-employment with Human Resources|variable=human resources and be prepared to return to work fourteen (14) days after completion of service;
Length of service more than 180 days – Submit application for re-employment with Human Resources|variable=human resources and be prepared to return to work within ninety (90) days after completion of service.

If you are a full-time employee and are inducted into the U.S. Armed Forces, you will be eligible for re-employment after completing military service, provided:
You show your orders to your supervisor|variable=supervisor as soon as you receive them.
You satisfactorily complete your active duty service.
You enter the military service directly from your employment with the company.
You apply for and are available for re-employment within ninety (90) days after discharge from active duty. If you are returning from up to six (6) months active duty for training, you must apply within a reasonable time (usually thirty (30) days) after discharge.

Upon return to work, the employee will be placed in the position he would have attained were it not for the break in employment, unless the employee is not qualified to perform that job and cannot be trained through reasonable efforts of the company. If not so qualified, the employee will be placed in the position the employee held when the military leave commenced, or a position of like seniority, status, and pay. If a disability incurred during or aggravated by military service prevents the employee from performing the job he or she would have held were it not for the break in service, despite the company’s efforts at reasonable accommodations of the disability, the employee will be placed in a position of like seniority, status, and pay, if one is available. If no such position is available, the employee will be placed in a job, which is the nearest approximation of like seniority, status, and pay.
Military leaves are unpaid, but the employee may use accrued vacation pay during the absence. An employee will be allowed to continue health care insurance coverage at their current level of coverage by paying the employee portion of the insurance costs during the absence for the first twelve (12) weeks of military leave. Thereafter, the employee must pay one hundred and two percent (102%) of the insurance costs to continue health care insurance coverage at their current level of coverage. Coverage will continue until the earlier of: (1) eighteen (18) months from the date the military absence began; or (2) the day after the date on which the employee was to have applied for re-employment as defined above. An employee will not continue to accrue vacation time while on leave. Upon re-employment, any break in employment due to military service will not be treated as a break in service for purposes of determining forfeiture of accrued benefits and accrual of benefits under any retirement plan.
[bookmark: _Toc499046494]Military Reserves/National Guard Leave of Absence
If you serve in U.S. military organizations or state militia groups, you may take the necessary time off to fulfill this obligation and will retain all your legal rights for continued employment under existing laws. Upon presentation of satisfactory military pay verification data, you will be paid the difference between your normal base compensation and the pay (excluding expense pay) received while on military duty. The portion of any military leaves of absence in excess of two weeks will be unpaid. For this excess time, you may use any available accrued FTO/vacation for the absence, but you are not obligated to do so.
If your leave is extended for more than thirty (30) days, FTO/vacation and other benefits will not continue to accrue.
If you are on two (2) week active duty training assignments or inactive duty training drills, you are required to return to work for the first regularly scheduled shift after the training, allowing reasonable travel time. For longer military leave, you must apply for re-employment in accordance with all applicable state and federal laws. Every reasonable effort will be made to return you to your previous position or a comparable one.
You are expected to notify your supervisor|variable=supervisor as soon as you are aware of the dates you will be on duty so that arrangements can be made for replacement during this absence.
[bookmark: _Toc499046495]Volunteer Leave
Volunteer activity leave, not to exceed sixteen (16) hours per leave year, may be used to participate in volunteer activities and initiatives to support the neighborhoods in which we live and work, including assisting educational and charitable institutions and religious/faith-based and community service events.
[bookmark: _Toc499046496]Administrative Leave
Administrative leave is any paid leave authorized by your supervisor|variable=supervisor that is not otherwise classiﬁed. Some possible reasons for administrative leave are:
An award for length of service or outstanding performance.
Participation in the medical donor program.
Facility closing for reasons such as lack of heat, water, or air conditioning.
Investigation of an alleged improper act.
Serving as a poll worker in a county polling place.
[bookmark: _Toc499046497]Coordination of Benefits
A leave of absence for a disability will be coordinated with workers' compensation, short-term and long-term disability if applicable, and any other benefits provided to the employee to minimize the impact of the leave of absence for both the employee and the company. Health and other insurance benefits ordinarily provided by the employer and for which the employee is otherwise eligible will be continued during the period of the leave if the employee elects to continue paying his or her share of the premiums for such coverage. The cost of dependent coverage normally borne by the employee will remain the sole responsibility of the employee. The employee should make arrangements with Human Resources|variable=human resources to pay the cost of such coverage before the leave begins.
[bookmark: _Toc499046498]Communications during Leave
Company|variable=Company may contact you about every thirty (30) days while you are on leave to check on your status and your intention to return to work. The company may request medical recertification for any of the following reasons:
1. You request a leave extension.
Circumstances described by the original certification have changed significantly.
The Company receives information that casts doubt upon the continuing validity of the certification.
You are unable to return to work after leave because of the continuation, recurrence, or onset of a serious health condition.

If at any time you give an unequivocal notice that you will not be returning to work, the company will request a written resignation. The company’s obligation to maintain health benefits and to restore you to your prior position ends at that point.
[bookmark: _Toc499046499]Recovery of Premium
Company|variable=Company may recover premiums it paid for maintaining your health benefits if you fail to return to work after the leave entitlement has expired, unless the reason you do not return to work is due to:
The continuation, recurrence, or onset of a serious health condition affecting you or your child, spouse, or parent.
A sudden change in your circumstances beyond your control during leave.

If you do not return to work within thirty (30) calendar days after the FMLA leave expires, you will be considered to have failed to return to work.
[bookmark: _Toc499046500]Intermittent or Reduced Leave Schedules
Under certain conditions, Company|variable=Company may allow you to take intermittent leave or work on a reduced schedule. “Intermittent leave” is leave taken in separate blocks of time rather than one continuous period of time. It may range from an hour or more to several weeks. The company may allow intermittent leave to be to be taken on an occasional basis for medical appointments or leave taken several days at a time spread over a period of months.
A “reduced leave schedule” is one that reduces the usual number of hours/days per workweek or hours per workday. It could include a schedule of a three (3)-day week or working only mornings or afternoons to meet your requirements. When requesting intermittent leave, you are requested to cooperate with your supervisor|variable=supervisor to find a mutually agreeable time for the leave.
The company does not set a limit on the size of an increment of leave for an intermittent or reduced leave schedule. This type of leave will not reduce the total amount of leave available to an employee. Only the time actually taken is charged against the employee’s entitlement to twelve (12) weeks of leave.
[bookmark: _Toc499046501]Employee Transfer
If you select intermittent leave or a reduced work schedule, Company|variable=Company has the right to transfer you to a job that is more suitable to recurring periods of leave. There are two conditions for this transfer:
The equivalent position must have equivalent pay and benefits, but it does not have to have equivalent duties. Equivalent pay is defined as equal “hourly rate”. Therefore, you may receive the same hourly wages, but based upon the intermittent leave or reduced work schedule, you may receive less wages per pay period.
You must be qualified to perform the job.
[bookmark: _Toc499046502]Return to Work Certification
Company|variable=Company will require a fitness-for-duty certification with regard to the particular health condition that was the cause for the employee’s leave. All information obtained in a fitness-for-duty certification will be treated as a confidential medical record.
[bookmark: _Toc499046503]Restoration to Prior Position
On return from leave, Company|variable=Company may restore you to the position you held when the leave began or to an equivalent position, with equivalent benefits, pay, and other terms and conditions of employment. You have no right, however, to be returned to the same position. An equivalent position will involve the same or substantially similar duties and responsibilities and will include substantially equivalent skill, effort, responsibility, and authority.
You are also entitled to be returned to the same shift or equivalent schedule and will have the same opportunity for bonuses and other non-discretionary payments.
If special qualifications are required for the position, and they have lapsed during your leave, you will be given a reasonable opportunity to fulfill the requirements after returning to work.
[bookmark: _Toc499046504]When Restoration Rights Are Denied
There are four reasons why you may not be restored to your former positions at the end of leave:
1. You cannot perform the essential functions of the former position, with or without accommodation.
You would pose a significant risk to the safety of other employees.
Your position was eliminated or you were laid off because of business conditions.
You were identified as a “key” employee and informed of this designation before or during the leave. Your return to the former position would represent an economic hardship for the company.

If you have any questions about this policy or your rights and responsibilities, please contact your supervisor|variable=supervisor.
[bookmark: _Toc499046505]Accepting Other Employment/Going into Business While on Leave of Absence
If you accept any employment or go into business while on a leave of absence from Company|variable=Company, you will be considered to have voluntarily resigned from employment with Company|variable=Company as of the day on which you began your leave of absence.



