Voluntary Employer Family and Medical Leave Act Policy
The purpose of this policy is to provide employees with a general explanation of their FMLA rights under IRS Section 45S. If you have any questions regarding your FMLA rights or this policy, please contact (Company).   
General Provisions
This policy provides eligible employees the opportunity to take paid leave for certain specified reasons. The maximum amount of leave an employee may use is two weeks within a 12-month period.    
Eligibility  
Employees are eligible for FMLA leave if they have a qualifying event under the Fair Labor Standards Act, and have been employed by the company one year or more. 
Basic FMLA Leave Entitlement
Eligible employees may take up to two weeks of paid leave during any 12-month period for the following reasons:  
1. Birth of an employee’s child and to care for the child.
2. Placement of a child with the employee for adoption or foster care.
3. To care for the employee’s spouse, child, or parent who has a serious health condition.
4. A serious health condition that makes the employee unable to perform the functions of his or her position. 
5. Any qualifying exigency due to an employee’s spouse, child, or parent being on covered active duty (or having been notified of an impending call or order to covered active duty) in the Armed Forces. 
6. To care for a service member who is the employee’s spouse, child, parent, or next of kin.  
If an employer provides paid vacation leave, personal leave, or medical or sick leave (other than leave specifically for one or more of the purposes stated above), that paid leave is not considered family and medical leave. 
Use of Leave
An employee does not need to use his or her leave entitlement in one block. When medically necessary, leave may be taken intermittently (in small blocks of time) or on a reduced leave schedule (reducing the employee’s usual weekly or daily schedule). Employees must make reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt the employer’s operations. 
Employee Responsibilities
Employees should notify their manager and soon as they realize the need for FMLA leave. 
When submitting a request for leave, the employee must provide sufficient information for the employer to determine if the leave might qualify as FMLA leave, and also provide information on the anticipated date when the leave would start as well as the duration of the leave.  Sufficient information may include:
1. that the employee is unable to perform job functions 
2. the family member is unable to perform daily activities
3. the need for hospitalization or continuing treatment by a health care provider, 
4. [bookmark: _GoBack]circumstances supporting the need for military family leave. 
Employees also must inform the employer if the requested leave is for a reason for which FMLA leave was previously taken.  Employees also may be required to provide a certification and periodic recertification supporting the need for leave.
Limited Nature of This Policy   
This Policy should not be construed to confer any express or implied contractual relationship or rights to any employee not expressly provided for.  The employer reserves the right to modify this or any other policy as necessary, in its sole discretion to the extent permitted by law.  State or local leave laws may also apply.  


