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1. FMA D& Lw (DO & Ho Di
a. Signed into law by President Clinton in 1993; amended & signed by President Bush in 2008 to
add military exingency leave provisions & in 2010 by Obama to clarify the definition of
son/daughter & serious health condition, expand the military caregiver leave & amendment with
regard to airline flight crew ee’s; F3, 2015, the U.S. Department of Labor’'s Wage and
Hour Division announced a Final Rule to revise the definition of spouse under the Family and
Medical Leave Act of 1993 (FMLA) in light of the United States Supreme Court’s decision in






Massachusetts; or
Any health care provider from whom the employer or the employer’s group
health plan’s benefits mana






FMLA Absence Checklist for Supervisors

This checklist includes procedures for three different categories of FBRRAAbsences
full-time; reducedime; and intermittent. The absence types are fully described below.
Supervisors should use this checklist gsi@e for evaluating absence requests, monitoring

‘3572431. ‘

Full-Time Absences. A full-time absence is any absence that is several days in duration.
Examples: Absence and recovery connected to surgery. Absence and recovery
from chemotherapy (which might also be an intermittent absence). @baad
recovery from pneumonia or severe influenza.

(9 If an employee knows in advance thatMiLA Absence is needegdrovide an FMLA
Absence Request form to the emplogedirect them to the IUP Benefits Website regarding
Sick Leave, specific to their bgaining unit
(https://www.iup.edu/humanresources/benefits/#hyl ask the employee to return it to the
Benefits ManagéFMLA/SPF Coordinator

[J9 Notify the Benefits Manage8PF Coordinator of each new ftilne absence dhree (3) or
more consecutive daysyen if you are unsure that the absence will qualifif&A/ SPF
Absence, unless approval letter has already been provided for that reason

(19 Verbally notify the employee within two business days that the absence has been
provisionally approved as SPF Absence and FMLA leave, even if you are unsure it will
qualify as SPF Absence.

9 Notify the EMLA/
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(19 Notify the FMLA/ SPF Coordinator if you learn that an emploweélereturn to fulk-time
work sooner than anticipated.

(19 Notify the FMLA/ SPF Coordinator if the employee will use redutiate leave longer than
expected to ensure that the employee is entitled to use more leave.

(19 Notify the FMLA/SPF Coordinator if you learn of suspicious activities or rumors connected
to an employee’s activities while they are sugubt® be absent due to BNMLA reason.

(19 Notify the FMLA/SPF Coordinator when the employee returns tetifolé work.

Intermittent Absences. An intermittent absence includes periodisances of any duration
when unable to work due to a reason cedifg the health care provider. Note: An intermittent
absence could also be a ftithe absence.

Examples: Calloff due to a migraine. Need to leave early due to a-tipref a

child’s serious health condition. Off two weeksturn for three days, and then

off three weeks.

(09 If an employee knows in advance that Sick Leave/FMib&Sence is needed, provide an
FMLA Employee Request form to the emplogeadvise them to visit the IUP Benefits
Website under Sick Leave to leanore about Sick Leave/FMLA and to obtain the
approprate forms and ask the employee to return it to the FMRRF Coordinator.

19 Notify the FMLA/ SPF Coordinator when the intermittent absences begin, unless an approval
letter has already been provided for that reason.

09 When an employee requests an unscheduled absence, ask the empleyemson for the
absence is due to th&MEA Absence approved reason. Note: If the employee has more than
one approved reason, ask to which one the absence relates.

(19 When an employee requesits FMLA Absence, determine if absence entitlement is available
for use. If unsure, do not approve the abserastead obtain the employee’s telephone
number and call the employee back to approve/reject the alefégrcebtaining the
entitlement from the FMLAPF Coordinator Please note that employees are eligible to take
FMLA as unpaid leave within the provisions of each bargaining unit or employment group.
As appropriate, if a request is not due to MLRA approved Asence or theMLA Absence
entitlement has been depleted, consider operational efficiency prior to approving or rejecting
the request.

(19 Notify the FMLA/SPF Coordinator if you learn that an employee will return tetifulé
work sooner than anticipated.

(19 Notify the FMLA/SPF Coordinator if the employee will use intermittent leave longer than
expected to ensure that the employee is entitled to use more THavemployee should
communicate with the FMLA/SPF Coordinator under these circumstances.

(19 Notify the FMLA/SPF Coordinator if you learn of suspicious activities or rumors connected
to an employee’s activities while they are supposed to be absent dueMd.Anreason.

(19 Notify the FMLA/SPF Coordinator when the employee returns tetifolé work.
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Manager's/Supervisor's FMLA Q & A

As a supervisor, you have responsibilities under the FMLA. If you intentionally or
unintentionally deny employees’ rights under the FMLA, you can be held personally liable.
Although you are not expected to know all of the detailthe FMLA, you should know the
basics and how to recognize a possible serious health condition. This Reference Guide provides
information that will answer many of the questions you may have about the FMLA. Human
Resourcesvill assit with specific FMLA questions and issues.

1—Can | ask an employee why he/she is absent from work?
Yes. Infact, you are required to ask. Under the FMLA, an employee does not have to
as-
vers absences for serious health conditions. Do not assume that an
bsence is not serious. The definition of serious health coodiianclude
2nces and minor illnesses of more than three consecutive calendar days
1eduled days off if the doctor certifies inability to work on those days.) The
jhts and Responsibilities under the FMiosumentists all of the typesf
t are FME4ualifying. If you are unsure, refer to the Benefits Manager for
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