(ORGANIZATION) Policy 002.06.10
Unpaid Leave
Subsections: 002.06.10.01
Family Medical Leave

	Area:
	Approved By:
	Most Recent Approval Date:

	· Corporate Governance Policy
	Board of Directors
	March 22, 2011

	· Corporate Functions Guideline
	CEO
	

	· Financial Functions Guideline
	CFO
	

	· Clinical Functions Guideline
	CMO
	


	First Approval Date: 2003
	
	Next Review Due:  2013

	Dates Reviewed: 2005, 2007, 2009, 2011
	
	Dates Revised:

	Dates Revisions Announced to Staff:  June 2009



	Purpose:
	To delineate the types of unpaid leave that (ORGANIZATION) employees may use.

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION) employees.

	Definitions:
	· “(ORGANIZATION) employees” are defined as all part-time, full-time, hourly, and salaried employees of the organization.  This definition does not include staffing agency employees or contractors.
· “Serious health condition” is defined to include events such as: illness, injury impairment, or physical or mental condition that involves-inpatient care, pregnancy, treated chronic conditions, supervised long term conditions, or multiple treatments.  



	For more information:
	http://www.dol.gov/whd/fmla/ 


Text of Policy:

(ORGANIZATION) grants unpaid leave only with appropriate advance planning and approval from the CEO.  A request for a leave of absence without pay for any reason must be made in writing with justification provided, and submitted to the CEO. Terms for granting such leave are negotiable in each individual case and are with the approval of the CEO.  Such leaves in excess of two weeks shall result in a reduction of benefits, to be pro-rated in accordance with actual time worked.

Family Medical Leave (FMLA):
(ORGANIZATION) permits a one-time leave of absence under the guidelines established by the Family Medical Leave Act (FMLA).
The FMLA is a federal law that provides 12 weeks of leave on a one-time basis for:
· Employee’s own serious health condition

· Birth and first year care of a child

· Adoption or foster placement

· Care of spouse, child, or parent with a serious health condition.

Most absences will require that the employee provide a medical certification from a health-care provider.

To be eligible for FMLA leave, an employee must have worked for (ORGANIZATION) for a total of 12 months (the 12 months does not have to be continuous employment) AND worked at least 1250 actual hours for (ORGANIZATION) in the immediate preceding 12 months.

During FMLA leave the employee’s benefits are maintained and (ORGANIZATION) maintains its regular contribution to health insurance coverage.  After FMLA leave, the employee returns to the same or an equivalent position with the same benefits for which she/he was eligible prior to the leave.  FMLA does not provide paid leave.  Employees must exhaust their PTO (paid leave) before using FMLA leave (unpaid).

FMLA leave may be taken as continuous leave or intermittent leave in any increment of time up to the maximum 12 weeks (480 absent hours) per calendar year.  Intermittent leave may also be used as a reduced schedule.

Supervisor approval is required for FMLA leave with a 30-day advance notice requested when possible.

Sabbatical  Leave
With appropriate advance planning and approval from the CEO, (ORGANIZATION) permits an unpaid leave of absence for employees who have worked for (ORGANIZATION) for a minimum of 7 years.   This leave of absence is for a maximum of one four month period.  

A request for a Sabbatical leave of absence must be made in writing with justification provided, and submitted to the CEO. Terms for granting such leave are negotiable in each individual case and are with the approval of the CEO.  Such leaves in excess of two weeks shall result in a reduction of benefits, to be pro-rated in accordance with actual time worked.













