








I. PURPOSE
The purpose of this FSSP is to document how Facilities Services shall comply with University’s Family and Medical Leave (FMLA) Policy.   This FSSP does not serve as a substitute or summary of the University’s Family and Medical Leave Policy.  This FSSP simply addresses the administrative procedures to support the University Policy within Facilities Services.  The current University Policy supersedes any quoted information pulled from the University Policy available when this FSSP was issued.     

II. GENERAL
The University’s Family and Medical Leave Policy is available on the web at 

http://www.ecu.edu/business_manual/Human_Resources_Policy13.htm#pol13d in Policy Statement 13d: Leave Benefits – Family and Medical Leave in the Human Resources section of the Business Manual.  For additional information, refer to Section 5 titled Family and Medical Leave in the State Personnel Manual http://www.osp.state.nc.us/manuals/html/fam&med.html .  

The University Policy states that an “employee shall give notice to the supervisor for leave requested under” the University Policy.” “The employee must explain the reasons for the needed leave so as to allow the department head or designee to determine that the leave qualifies under the Family and Medical Leave Act.  The amount of time required for the notice will vary depending upon circumstances” described in the University Policy. 

III. PROCEDURES
The definition of a serious health condition under the Family and Medical Leave Act of 1993 is complex.  

Therefore, Facilities Services shall rely on the expertise of the Benefits Counselor assigned to Administration and Finance (Benefits Counselor) to determine if an Employee’s circumstances meet eligibility requirements outlined in the University Policy. 

However, Facilities Services Employees AND Management remain responsible for recognizing the circumstances that need to be considered under Family and Medical Leave and discussed with the Benefits Counselor.  

Planned Medical situation requiring more than three days leave 

Serious Health Condition-Planned Medical Treatment. A Facilities Services Employee is responsible for contacting their Leave Clerk to obtain a Request for Family and Medical Leave form 30 days, or as practical based on the decision to take leave, before the Employee plans to be absent from work for more than three consecutive days to care for a family member or because the Employee has a health condition.  The Employee shall complete and return the Request for Family and Medical Leave form to the Leave Clerk.  The Leave Clerk shall make a copy of the completed Request for Family and Medical Leave form for the Employee and instruct the Employee to contact and schedule an appointment with the Benefits Counselor regarding the employment and benefits protection provided through the Family and Medical Leave Act and additional documentation requirements. The Leave Clerk shall follow-up with the Benefits Counselor to verify the Employee’s circumstances meet eligibility requirements outlined in the University Policy.  With the Benefits Counselor’s review, the Leave Clerk will have the Employee’s Supervisor sign the Request for Family and Medical Leave form and forward a copy of the complete and signed form to the Benefits Counselor.  The original completed and signed Request for Family and Medical Leave form will be placed in the Employee’s personnel file.   

Birth or Adoption.  The University Policy states that an “employee shall give the department no less than a 30 day notice, in writing, of the intention to take leave, subject to the actual date of the birth or adoption.  If the date of birth or adoption requires leave to begin in less than 30 days, the employee shall provide such notice as is practicable.”

A Facilities Services Employee is responsible for contacting their Leave Clerk to obtain a Request for Family and Medical Leave form 30 days, or as practical based on the decision to take leave, before the anticipated date of the birth or adoption.  The Employee shall complete and return the Request for Family and Medical Leave form to the Leave Clerk.  The Leave Clerk shall make a copy of the completed Request for Family and Medical Leave form for the Employee and instruct the Employee to contact and schedule an appointment with the Benefits Counselor regarding the employment and benefits protection provided through the Family and Medical Leave Act and additional documentation requirements.  The Leave Clerk shall follow-up with the Benefits Counselor to verify the Employee’s circumstances meet eligibility requirements outlined in the University Policy.  With the Benefits Counselor’s approval, the Leave Clerk will have the Employee’s Supervisor sign the Request for Family and Medical Leave form and forward a copy to the Benefits Counselor.  The original completed and signed Request for Family and Medical Leave form will be placed in the Employee’s personnel file.   

UNPlanned Medical situation resulting in more than three days leave 

Serious Health Condition-Medical Emergency. An Employee’s Supervisor is responsible for contacting the Leave Clerk to complete a Request for Family and Medical Leave form for an Employee when an Employee has an unplanned absence on the fourth day following an absence of three consecutive days. 

If an Employee contacts the Supervisor during the first three consecutive days of an unplanned absence and explains that the absence is due to a medical emergency and will require more than a three consecutive day absence, the Employee’s Supervisor is responsible for immediately contacting the Leave Clerk to complete a Request for Family and Medical Leave form for the Employee.  The Supervisor should advise the Employee to contact the Benefits Counselor regarding the employment and benefits protection provided through the Family and Medical Leave Act and additional documentation requirements.

The Leave Clerk shall make a copy of the completed Request for Family and Medical Leave form and forward it to the Benefits Counselor.  The original completed and signed Request for Family and Medical Leave form will be placed in the Employee’s personnel file.  

If an Employee contacts the Supervisor regarding the unplanned absence after the Request for Family and Medical Leave form has been completed, the Employee’s Supervisor is responsible for relaying the information, in writing, to the Leave Clerk immediately.  The Leave Clerk shall update the Benefits Counselor with the information.  

OTHER MEDICAL SITUATIONS REQUIRING LEAVE

Any period of incapacity due to pregnancy or for prenatal care or due to a “chronic serous health condition” even if an absence does not last more than three days should also be considered a serious health condition, discussed with the Benefits Counselor, and addressed with appropriate documentation.    

RETURN TO WORK

Absence Due to the Employee’s Health Condition:  The University Policy states that an “employee must present a doctor’s certification to verify that he/she is able to return to work when the leave was due to the employee’s health condition.  If the employee will not return after the period of leave, the employee must notify the department in writing. Failure to report at the expiration of the leave, unless an extension has been requested, may be considered as a resignation.”

If the Facilities Services Employee’s leave was due to the Employee’s health condition, the Employee shall contact their Leave Clerk to obtain a Notice of Intention to Return from Leave form.  The Employee shall complete and return the Notice of Intention to Return from Leave form to the Leave Clerk.  The Leave Clerk shall forward a copy of the completed Notice of Intention to Return from Leave form for the Employee to the Benefits Counselor.  The original completed and signed Notice of Intention to Return from Leave form will be placed in the Employee’s personnel file. 

Absence Due to a Family Member’s Health Condition.  The Employee’s Supervisor is responsible for notifying the Leave Clerk, in writing, when an Employee has returned to work from an absence due to a family member’s health condition.  The Leave Clerk shall notify the Benefits Counselor that the Employee has returned to work and document the Employee’s personnel file.  

Employee Does Not Plan to Return to Work:  The Facilities Services Employee shall notify their Leave Clerk, in writing, if the Employee will not return to work after the period of leave. The Leave Clerk shall forward a copy of the documentation to the Benefits Counselor.  

Before the Leave Clerk recommends any changes to the Employee’s employment status, the Leave Clerk should contact the Benefits Counselor to determine if the Employee has made contact with the Benefits Counselor or forwarded the Notice of Intention to Return from Leave form directly to Benefits.  The Leave Clerk should document the Employee’s personnel file accordingly. 

If the Leave Clerk is not responsible for preparing ECU One Form, the Leave Clerk shall advise the individual responsible for preparing the ECU One Form (i.e. the Staff Assistant, Office Manager, or Departmental Secretary) that the Employee will not return to work after the period of leave.      

The Employee should contact the Benefits Counselor with questions regarding returning from leave.  

RECORDS

Human Resources is responsible for maintaining Family and Medical Leave records for the University. Facilities Services is responsible for forwarding appropriate documentation and information to the Benefits Counselor.   
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