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Department of the Army

OFFICE OF THE DEPUTY CHIEF OF STAFF, G-1

300 ARMY PENTAGON

WASHINGTON DC  20310-0300


 FILLIN "Type the date" \* MERGEFORMAT 

December 22, 2003

MEMORANDUM FOR South Central Human Resource Leaders

Subject:  Notice to Employees Regarding Family and Medical Leave

In accordance with 5 CFR 630.1203(g), each agency must inform its employees of their entitlements and responsibilities under 5 CFR, Subpart L, Family and Medical Leave, including the requirements and obligations of employees.  In order to ensure that this obligation is satisfied as required, Department of the Army has recommended that an annual notice be given to the workforce and that the time and method of such notification be documented. 

Addressees are requested to inform their serviced population concerning this matter during the month of January.  Enclosed is information that may be used to comply with this requirement.  Although electronic notification would reach most employees, you should also publish a notice in such items as weekly bulletins, post newspapers, etc. to ensure the information is readily accessible to all personnel.

The point of contact for this matter is Ashley Tyson at DSN 897-1965 or (256) 313-1965.






//s//

David B. Brooks

Acting Director

Civilian Human Resources Agency

South Central Region
Enclosure

Family and Medical Leave

Entitlement

Under the Family and Medical Leave Act of 1993 (FMLA), most Federal employees are entitled to a total of up to 12 workweeks of unpaid leave during any 12-month period for the following purposes: 

· The birth of a son or daughter of the employee and the care of such son or daughter; 

· The placement of a son or daughter with the employee for adoption or foster care; 

· The care of spouse, son, daughter, or parent of the employee who has a serious health condition; or 

· A serious health condition of the employee that makes the employee unable to perform the essential functions of his or her positions. 

Under certain conditions, an employee may use the 12 weeks of FMLA leave intermittently.  An employee may elect to substitute annual leave and/or sick leave, consistent with current laws and OPM's regulations for using annual and sick leave, for any unpaid leave under the FMLA.  (The amount of sick leave that may be used to care for a family member is limited.)  FMLA leave is in addition to other paid time off available to an employee. 

Job Benefits and Protection

· Upon return from FMLA leave, an employee must be returned to the same position or to an "equivalent position with equivalent benefits, pay, status, and other terms and conditions of employment." 

· An employee who takes FMLA leave is entitled to maintain health benefits coverage.  An employee on unpaid FMLA leave may pay the employee share of the premiums on a current basis or pay upon return to work. 

Advance Notice and Medical Certification 

· An employee must provide notice of his or her intent to take family and medical leave not less than 30 days before leave is to begin or, in emergencies, as soon as is practicable. 

· An agency may request medical certification for FMLA leave taken to care for an employee's spouse, son, daughter, or parent who has a serious health condition or for the serious health condition of the employee. 

Additional information is available on www.opm.gov 
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