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	City and County of San Francisco
	FMLA 3a


FAMILY AND MEDICAL LEAVE ACT 

FACTS FOR SUPERVISORS TO KNOW

____________________________________________________________________________

· WHO IS ELIGIBLE FOR FMLA LEAVE -- employees who have worked for the City for at least 12 months, and for at least 1,250 hours during this time.
· WHAT IS FMLA LEAVE -- the Family and Medical Leave Act (federal) and the Family Care and Medical Leave Act (state) provides 12 weeks (480 hours) of unpaid leave when your employee or a member of the employee’s immediate family has a serious health condition, or when your employee has a newborn, adopted, or newly placed foster child.
· WHO IS “IMMEDIATE FAMILY” -- a spouse/domestic partner, daughter, son or parent of the employee.  Parents “in-laws” are not immediate family.

· WHAT IS A SERIOUS HEALTH CONDITION -- a heart attack; conditions requiring surgery; most cancers; back conditions requiring extensive therapy; strokes; severe nervous disorders; respiratory conditions; pregnancy; severe morning sickness; severe arthritis; pneumonia; appendicitis; emphysema, and conditions of similar severity.  (Workers’ Compensation counts if your employee suffers an injury or illness that qualifies as a serious health condition.)

· WHAT ISN’T A SERIOUS HEALTH CONDITION -- barring complications: common colds, flues, earaches, stomach upset, minor ulcers, headaches (other than migraines), routine dental work, cosmetic surgery (unless there is hospitalization).

· WHAT TO DO WITH MEDICAL INFORMATION -- Let your departmental Personnel Office know if an employee tells you something that indicates that he/she may qualify for a FMLA Leave.  If it is a non-emergency situation, the employee will need to complete forms prior to the leave.  If it is an emergency situation, notify your Human Resources office immediately.  Don’t discuss any medical information with the employee’s co-workers.

· WHEN YOUR EMPLOYEE IS ABSENT MORE THAN 5 CONSECUTIVE DAYS -- Complete and submit the “Supervisor’s Report of Absence of Five Days or More” form to your department Human Resources office.

· HOW AN EMPLOYEE GETS PAID DURING FMLA LEAVE -- While FMLA Leave is unpaid, if an employee on FMLA Leave for his/her own serious health condition or for the serious health condition of a child, the employee must first use his/her sick leave.  After sick leave has been exhausted, the employee may request to use his/her accrued vacation leave to cover his/her remaining FMLA Leave, followed by the use of floating holidays. The employee will continue the balance of FMLA Leave on an unpaid basis when these paid leaves have been exhausted.

· WHAT HAPPENS AFTER THE FMLA LEAVE ENDS -- With certain limited exceptions, the employee will return to the position held prior to the leave.

· CAN YOU DISCIPLINE AN EMPLOYEE FOR MISSING WORK WHILE ON FMLA LEAVE -- No.  You cannot include an employee’s FMLA absence when considering discipline for absenteeism.
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