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https://www.lcc.edu/about/board-of-trustees/documents/policies/4-human-resources/4-010_family-and-medical-leave-act.pdf
https://lcc.edu/about/board-of-trustees/policies.html
https://www.hlcommission.org/Policies/criteria-and-core-components.html
https://www.dol.gov/agencies/whd/laws-and-regulations/laws/fmla
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Family and Medical Leave Act, Board Policy 4.090

Purpose

To outline the steps needed for employees seeking leave of absence under the Family
and Medical Leave Act (FMLA).

Scope

This procedure applies to all employees.

Prerequisites

Responsibilities

Employees will complete and submit leave request forms and any needed healthcare
certification forms whenever possible in advance of the need for FMLA leave time.

Supervisors will notify the Human Resources office when employees may have need for
FMLA leave time and have not been approved for such absence.

Human Resources will coordinate the approval of FMLA requests and ensure
maintenance of all confidential medical information.

Procedure

Employees who have advance knowledge of the need for absence for any FMLA
qualifying reason will submit a Request for FMLA prior to the need for absence using the
college issued request form on the Human Resources web site.

Employees who do not have advance knowledge of the need for absence will submit the
Request for FMLA as soon as possible once the need for absence is known.

Supervisors of employees who may have need for absence under FMLA and have not
been approved for absence will contact the Human Resources office.

Human Resources will provide information about FMLA and access to any needed forms
to employees who may have need for FMLA absence and have not submitted
paperwork to request such absence.
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Employees will obtain the healthcare certification form for self or family from the HR
web site and provide the form to the appropriate healthcare provider for completion.

The healthcare provider or employee will submit the completed healthcare certification
form directly to the Human Resources Benefits Office.

Human Resources will provide required responses to employee requests for FMLA and
will notify the employee’s supervisor of the response.

Human Resources will maintain needed communication with the employee while on
FMLA in order to facilitate pay and benefit processing.

Employees who are not eligible for leave under FMLA will be considered for non-FMLA
leave pursuant to the terms of their applicable bargaining unit agreement or other
practice.

Reference

Current leave request form and healthcare certification documents are available on the
Human Resources web site at https://www.lcc.edu/hr/forms/leaves-and-
accommodations.html.

Definitions
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