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The Family and Medical Leave Act (FMLA) provides job-protected leave for employees who have worked at 

least 1250 hours within the prior 12 months with GSCS.  FMLA provides 12 workweeks of unpaid leave 

with the ability to keep group health benefits during the leave. 

 

Employees should request FMLA when there is a serious medical condition requiring a continuous absence 

of more than 3 days or for a serious medical condition that requires intermittent treatment throughout a 

determined period of time.  This medical condition could pertain to the employee, the employee’s children 

under the age of 18, the employee’s spouse or parent.  Remember all absences of 3 consecutive 

days require documentation given to the employee’s supervisor regardless of FMLA status. 

 

If a serious medical condition requires the employee’s absence in the future, let the HR Department know 

30 days prior to the absence.  If the serious medical condition is unforeseen, notify HR no later than 5 

days from the first day of leave, and return the FMLA documentation to HR within 15 days from the date 

of the communication of the need for FMLA.   

 

If FMLA is denied, written notification is provided.  Leave classified as FMLA can be denied if HR does not 

receive medical documentation to support the need for FMLA.  It is the employee’s responsibility to 

provide this documentation within the 15-day time period. 

 

If an employee has accumulated sick leave and the leave aligns with GSCS’s Leave Policy GARH, then sick 

leave will be used for the duration of leave based on documentation by the physician.   

 

Note:  Any employee requesting more than the documented disability period; for example, if a 

physician documents that an employee is disabled for the birth of a baby for six to eight 

weeks; the employee is eligible to take additional time not to exceed twelve weeks for 

bonding; however, the additional time is considered leave without pay.  If there is leave without 

pay, eligible employees may request that the leave without pay deduction be evenly distributed among 

the remaining pay periods for the year.  This option is called proration; contact HR to see if eligible and to 

request proration.  Short-term or long-term disability benefits could be affected by proration.   

 

Regular monthly insurance premium deductions will continue as long as there is a pay check due.  

However, if no pay check is due, then an itemized bill is sent so premiums can be paid directly to GSCS. 

 

If the 12 weeks of FMLA is exhausted, along with all sick leave, and yet the employee is still unable to 

return to work, the employee may request an additional 90 days of unpaid leave.  This option is available 

for those employees working with GSCS at least 3 years.  If approved, the employee is responsible for all 

insurance premiums.  See policy GBRIB for more details. 

 

A Fitness-for-Duty release is required before returning to work for any FMLA absence due to the 

employee’s own serious medical condition.  If there are restrictions, the employee must meet with 

HR before returning to work to ensure that restrictions can be accommodated.   If the employee 

can return to duty and yet needs to transition to intermittent medical leave, documentation from the 

physician is required with an estimate of how many days per month the employee needs to be absent. 

 

If an employee is absent and awaiting medical documentation, all proper call-in/reporting procedures 

should be followed as dictated by the employee handbook and by the supervisor. 

  

If an absence is not protected under FMLA, then the supervisor can address absences as an attendance 

issue on the professionalism portion of the employee evaluation.  This could also result in disciplinary 
action up to and including termination should the supervisor determine these absences to be a pattern of 

unacceptable attendance.  While the HR office is here to help resolve issues, the responsibility to provide 

proper medical documentation remains with the employee.   


