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What is FMLA? 

 The Family & Medical Leave Act (FMLA) makes 

available to eligible employees up to 12 weeks 

or 60 work days of unpaid, job-protected leave 

each year for FMLA-qualifying events. 



What is FMLA For? 

 Birth and care of an employee’s newborn child 

 Placement of a child for adoption or foster care 

 Care of a spouse, child or parent suffering a serious 

health condition 

 The employee’s own serious health condition 

 A qualifying exigency arising from the employee’s spouse, 

son or daughter, or parent on active military duty 

 



Who is Eligible? 
 To be eligible for FMLA leave, employees must have 

been employed by M-DCPS for at least 12 months 

and have worked a minimum of 1,250 hours during 

the 12-month period immediately preceding the 

leave. 

 Contact Ms. Prado at the Leave Office to know if an 

employee meets the service hours requirement. 

 



What Does FMLA Do for Employees? 

 Their job is protected when they are absent 

from work on FMLA leave and they maintain 

their health insurance.   
 That means that no negative employment actions 

(e.g., warning, suspension, termination) will be 
taken against you because of such absences. 

 FMLA does not protect an employee from 

disciplinary action not related to your FMLA 

absences.  

 



Is FMLA leave paid or unpaid? 
 While FMLA leave is unpaid by definition, M-

DCPS allows employees to continue pay by using 
Short-Term Disability, if eligible, and/or accrued 
sick and/or vacation leave during FMLA 
absences. 
 The use of vacation time for FMLA-related absences 

is at the discretion of the authorizing administrator. 
 

   Unless you are receiving Short-Term Disability 
benefits, all paid leave must be used prior to 
going on Leave Without Pay (LWOP). 

 



Intermittent Leave Under 
the Family and Medical 

Leave Act (FMLA) 



Intermittent Leave Under the FMLA 

 FMLA allows for “intermittent” leave  
 Absences may be in increments of 15 minutes to days 

for scheduled treatment, doctor’s visits or flare ups 
 

 FMLA also allows for a reduced work schedule if 
necessitated by a FMLA-qualifying condition. 
 

 Absences due to intermittent FMLA leave or a 
reduced work schedule will be tracked along 
with other FMLA leave.  



Intermittent Leave Under the 
Family and Medical Leave Act 

(FMLA) 
 

SITE SUPERVISORS 



What are my FMLA responsibilities 
as a supervisor?   

 Approve Intermittent Leave Under the FMLA 
 Check with the Leave Office to ensure employee’s 

eligibility for intermittent leave 
 

 Notify employees concerning their eligibility 
status and rights and responsibilities 
 

 Tracking FMLA-related absences 
 

Address absences from the beginning! 



Tracking of FMLA Absences 
 

 The location must keep a detailed record of the FMLA-
related absences 
 The employer has the right to inquire about the nature 

of the absence 
 
 
 



Why is tracking important? 

 Keeping a good record of the FMLA-related 
absences will help minimize disruption 
 

 The only way to address the possible abuse 
of intermittent leave by an employee is by 
having DOCUMENTATION 
 



FM-7380 Forms the Parameters 
 The employee is the initiator of the request 

 They have 15 calendar days to provide the documentation 

 Write down everything they say about the reasons they were late, 

left early, or were absent. 

 You cannot make the employee take more time than they are 

requesting. 

 Do not contact the healthcare provider. Leave that to the Leave 

Office. 

 The form is valid for up to six months or until medical condition 

ceases to exist 



Diagnosis 

Date Range 

DR’s Info. 



Important Facts to Remember 
 Display the FMLA poster 
 Be consistent and equal 
 A medical note does not need to be provided 

for every absence 
 Check the Certification Form to prevent 

abuse 
 Encourage employees to schedule their 

appointments outside of the work day 



Intermittent Leave Under the 
Family and Medical Leave Act 

(FMLA) 
 

SITE SUPERVISORS 
Samples 



Attendance Log Sample 

Keep a detailed 
record of attendance 
events related to the 
FMLA reason on file 

  



Sample Memos 
 Approval  Missing Information 



Sample Forms 
X Incorrect Correct 

Missing 
leave dates 



Contact Information for Questions 
About FMLA 

 
If you receive an Intermittent Leave  
Request Form call Mrs. Baluja or Ms. 

Prado for Immediate  
Assistance at (305) 995-7090 
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