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Introduction to FMLA for Managers
FMLA, which stands for the Family and Medical Leave Act, was enacted in the United States in 1993. It allows
employees to take unpaid, job-protected leave for family and medical reasons, supporting work-life balance and
protecting the interests of both employees and employers.
What are the key features of FMLA? What leaves are covered under FMLA?
An employee must work with the , ,
company for at least 12 months For severe, ongoing health issues.
and worked for a minimum number Includes prenatal to postnatal and
of hours adoption/foster care.
' Leave for caring for ill family members.
FMLA provides up to 12 weeks of (] For military-related emergencies or caring
unpaid leave in a 12-month period. for injured personnel.
with job restoration assured.
Who are covered employers?
Health insurance benefits must FMLA covers private employers with 50+ employees, all public
e remain the same during FMLA agencies, and public and private elementary and secondary schools,
leave. regardless of employee count.
\ J
Key Provisions and Protections of FMLA Different Types of FMLA Leave
Who are eligible employees? The Family and Medical Leave Act (FMLA) enables
= Works for a covered employer. eligible employees to take unpaid, job-protected leave for
= Has worked for their employer certain family and medical reasons.
y&’&’ A for at least 12 months.
1.:/(// *  Worked at least 1250 hours Continuous Intermittent FMLA:
V:& during the 12-month period. FMLA: Extended Leave in separate
~ > = Theworkplace must have 50+ leave for a single blocks for reasons like
employees within a 75-mile reason, like childbirth medical appointments;
radius. serious health also, for as-needed
Duration of FMLA Leaves conditions, or care of a family
Up to 12 weeks of unpaid leave annually, with flexible caring for anill member with a serious
usage options. family member. health condition.
= Intermittent: For medical
appointments. Reduced Military Family FMLA:
" Reduced Schedule: For Schedule FMLA: Special leave for military
gradual post-treatment Reducing work family needs, including
return. hours for medical deployment-related
D tation Requi t reasons, ideal for activities,
ocumentation Requirements transitional phases childcare/school
= Medical: Healthcare provider or ongoing adjustments, and legal
certification treatments. arrangements.
= Military: Official military
documents FMLA ensures you can manage serious family or health
= Parental: Birth or adoption issues without sacrificing your job, helping you understand
papers and utilize your leave options effectively.
\ J \ y
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Administering FMLA leave
When managing FMLA, follow
these five steps:

Step 1: Spot potential FMLA
needs.

Step 2: Facilitate the
conversation by consulting
HR

and approaching employee.

Implementing FMLA in Your Team

Communicating FMLA to Your Team Documenting FMLA Leave

What to Share? Here are the types of documents

Include task reassignment details, leave you need to keep on hand:
duration, and return transition plans to 1.

" ) Forms or written FMLA leave
facilitate the team's preparation.

requests.
How to Relay Information? 2. Documents verifying employee's
To relay information, conduct team FMLA eligibility.
meetings, send email updates, and 3. Copies of FMLA rights notices

have one-on-one conversations. given to the employee.

Step 3: Gather and forward
documentation.

Step 4: Manage work during
leave and maintain essential
contact.

Step 5: Ensure smooth post-

\ ‘\‘I

FMLA reintegration.

4, Employee-submitted medical
paperwork.

5. Records of all FMLA-related
emails, and communications.

6. Fitness-for-duty certification
and other return-related
documents.

N

this, steps include:

= Confirm eligibility and FMLA documents.

= Request extra medical documentation.

= Consult legal advice for compliance.

= Verify with medical certification and address
inconsistencies.

= Audit documents and maintain open dialogue.

= |Implement preventive measures and document
investigation steps.

Paid Time Off (PTO): Usable before or with
FMLA for vacation/personal days.

Sick Leave: For iliness, usable before or
during FMLA.

Maternity/Paternity Leave: For new
\ parents, extendable with FMLA.

S
Managing FMLA Challenges

Navigating FMLA includes dealing with potential abuse, requiring a thorough, evidence-based approach. Key signs of
abuse might include patterned absences, inconsistencies in reasons for leave, and a lack of communication. To address

Coordinate FMLA with Other Leaves

of employers in Littler Mendelson's

69% 2014 survey expressed concern about
FMLA abuse.
of HR professionals in a SHRM study
66% reported chronic FMLA abuse in their

organizations.

Disability Leave: Covers work incapacity and
precedes disability benefits.

Workers' Compensation: For job injuries, may
coincide with FMLA.

State FMLA Laws: Often more generous,

concurrent with federal FMLA. )

To ensure FMLA compliance and avoid legal issues, focus on:

Educating Your Team: Offer training,
communicate openly, and guide managers on
FMLA.

COMPLIANCE |
v
v

Regular Audits: Check FMLA documents,
consult legally, and use employee
feedback.

Ensure FMLA Compliance

Leverage Technology: Utilize HR software,
automated alerts, and digital FMLA
archives.

Accessible Policies: Provide multilingual FMLA
info, interactive FAQs, and an open-door
approach.
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Introduction to FMLA for Managers

FMLA, which stands for the Family and Medical Leave Act, was enacted in the United States in 1993. It allows
employees to take unpaid, job-protected leave for family and medical reasons, supporting work-life balance and
protecting the interests of both employees and employers.

What are the key features of FMLA? What leaves are covered under FMLA? Ad d Yo u r I O o Fo r F R E E
An employee must work with the

company for at least 12 months For severe, ongoing health is

and worked for 3 miimum numbBer Includes prenata\ to posmalal and

Make this cheat sheet yours
with a free account.

?
benefits must FMLA c ite employers with 50+ employees, all public
remain the same during FMLA agencies, and public and private elementary and secondary schools,
leave. regardless of employee count
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Key Provisions and Protections of FMLA Different Types of FMLA Leave @
Who are eligible employees? The Family and Medical Leave Act (FMLA) enables
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