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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Family Leave Policy – 
Small Employer (Less than 25 employees)

The Company makes available family and medical leave to regular employees following one year of employment.  

Family and medical leave may be available in the following circumstances:  to care for the employee’s newborn, newly adopted or newly placed foster child; to care for a family member with a serious health condition; to recover from or seek treatment for an employee’s own serious health condition; or to care for a child with an illness which requires home care, but is not a serious health condition.

Generally, eligible employees may take up to 12 weeks (480 hours) of leave in a 12 month period from the date the first leave began.  Intermittent or reduced schedule leave is available under certain circumstances. 

Leave is generally without pay.  However, during family leave you are required to utilize available paid time from your accrued time off (sick, vacation, PTO, etc.) banks.  

[bookmark: _GoBack]Continuation of Company-provided benefits will vary depending upon the benefit.  Paid time off does not accrue during any period of unpaid leave.

Employees are required to request leave at least 30 days in advance.  Leave related to planned medical treatment should be scheduled so as to not unduly disrupt Company operations.  You may be required to supply medical certification of the condition necessitating leave.  The Company also reserves the right to require certification from a second health care provider, at the Company’s expense.

The Company will make every reasonable effort to reinstate an employee returning from family and medical leave to the same position, or to a similar position for which the employee is qualified. The Company does not guarantee reinstatement.

You are expected to return to work on the date specified at the time of your request for leave.  If you fail to report to work as scheduled and fail to properly request an extension of leave, you will be considered to have voluntarily quit.
When returning from leave, you may be required to present certification from a health care provider that you are fit to return to work or of any restrictions on your ability to safely perform the essential functions of your job.

If additional leave over the 12 weeks is needed, please speak to Human Resources prior to the end of your 12 week leave. Time may be granted on a case-by-case basis.
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