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1. Time granted under the Family and Medical Leave Act of 1993 will be counted against the annual 12-work week entitlement, which is based on a calendar year. An employee’s Family and Medical Leave designation must be approved by the ASMSA Human Resources representative.
2. A Certification of Health Care Provider form must be completed and submitted to Human Resources for each request for Family and Medical Leave. The certification must be submitted within 15 days of each request for Family and Medical Leave or as soon as is reasonably possible in the case of unforeseen need for leave. A certification is needed for each occasion where the employee is requesting leave to assist a seriously ill family member. Under specified circumstances, the School may request re-certification after 30 days. Failure to provide certification as designated above may result in denial of Family and Medical Leave until such time as the completed certification is received or discontinuation of leave currently in effect.
3. It is Board Policy that all applicable accumulated paid leave must be exhausted before Family and Medical Leave without pay (LWOP) will be granted except for maternity leave requests. Leave requested for maternity purposes (birth or adoption of a child) will be counted toward the annual 12-work week Family and Medical Leave allotment.
4. In accordance with the Family and Medical Leave Act of 1993, the School will continue to pay the employer’s matching portion of Group Health, Basic Life and Basic Long Term Disability Insurance coverage for employees on Family and Medical Leave. The employee is responsible for paying his/her portion of the premium, if his/her monthly paycheck is not sufficient to cover the premium deduction or if the employee is on full LWOP. If the employee does not continue to pay the employee portion of the premium, the insurance may be canceled.
5. Premiums should be paid to the ASMSA Finance Department. Checks should be made payable to the “ASMSA”. 
6. At the time of each premium payment, the employee must report his/her status and intention to return to work. 
7. The employee may choose not to retain health coverage during Family and Medical Leave. However, the employee is entitled to be reinstated on the same terms as prior to taking the leave, without a qualifying period, physical examination, exclusion of pre-existing condition, etc., upon returning to work. 
8. Except as required by the Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA), the Schools’s obligation to maintain health benefits under the Family and Medical Leave Act ceases if and when an employee informs the employer of his/her intent not to return from leave, the employee fails to return from leave, or the employee exhausts his/her Family and Medical Leave entitlement. 
9. The School will recover any premium payments missed by the employee and may recover the Schools’s share of premiums if the employee fails to return to work or leave expires, except in certain stipulated circumstances.
10. If Family and Medical Leave is granted for the employee’s own serious health condition, before the employee may return to work, she/he must provide a statement from the health care provide stipulating that the employee is able to return to work. Any restrictions must be identified on the statement. 
11. The employee generally has a right to return to the same position or an equivalent position with equivalent pay, benefits and working conditions at the conclusion of the leave.



I confirm that I have read the information contained herein on _______________   ____________________________
     (Date) 	          (Employee’s signature)
