Session Approval is requested for the Revised Child Care, Family and Employee Medical Leave of Absence.Policy.

 

CHILD CARE, FAMILY AND EMPLOYEE MEDICAL LEAVES OF ABSENCE
 

 

A Leave of Absence may be granted to all employees who have completed one
year of service and worked at least 1,250 hours during the previous 12-month
period.
 

 

There are 3 basic types of leave available under this policy: Child Care
Leave, Family Medical Leave, and Employee Medical Leave. All leaves under
this policy are unpaid. The employee may use earned vacation and sick leave
prior to the commencement of an unpaid Leave of Absence. 
 

 

The total of all paid (vacation and sick and emergency time accrual) and
unpaid leave taken for child care, family illness, and employee illness may
not exceed 12 weeks in a 12 month period. This period is determined by
looking backward 12 months from the date the requested leave is to begin.
Spouses employed by the Church who request a Child Care Leave or a Family
Medical Leave may only take a combined total of 12 weeks leave during any
12-month period.
 

 

A. Child Care Leave
 

 

Leave taken for the birth of a child, and to care for such child, or for the
placement of a child for adoption or foster care. This includes leave if
circumstances require that leave be taken prior to the actual birth or
placement. Adoptions need not be from a licensed adoption agency; however,
foster care does require documentation of state action.
 

 

An employee's entitlement to Child Care Leave expires 12 months following the
birth or placement of the child. For a Child Care Leave of absence,
employees may use earned vacation prior to the commencement of the unpaid
Leave of Absence. The substitution of paid leave does not extend the 12 week
Leave of Absence period.
 

 

Child Care Leave must be completed during one consecutive period of days,
weeks, or months.
 

 

 

B. Family Medical Leave
 

 

Leave to care for the employee's spouse, son, daughter, or parent,
(including in-laws) who has a serious health condition.
 

 

For a Family Medical Leave of Absence, employees may use paid leave (earned
vacation and emergency leave), prior to the commencement of the unpaid leave
of absence. The substitution of paid leave does not extend the 12 week Leave
of Absence period.
 

 

An employee may take Family Medical Leave as: 
 

(1) regular leave, when an employee is absent for consecutive days or weeks
at a time; 
 

(2) intermittent leave, when an employee is absent for several days or weeks
scattered throughout the 12 month period; and 
 

(3) reduced schedule leave, when an employee rearranges his or her daily
schedule
to work a reduced schedule.
 

 

An employee requesting Family Medical Leave may be asked to transfer to
another position with equal pay and benefits that better accommodates the
business needs of the Church. The employee??
s salary will reflect only the
amount of time actually worked.
 

 

C. Employee Medical Leave
 

 

Leave taken because of an employee's own serious health condition that causes
the employee to be unable to perform adequately the functions of his or her
position. This does not mean that the employee must be incapacitated and
unable to work at all, but it could include a necessary absence from work to
receive medically necessary treatment, during which time the employee would
be temporarily unable to perform the essential elements of the position.
 

 

For an Employee Medical Leave of absence, employees may use earned vacation
and sick leave prior to the commencement of unpaid leave of absence. The
substitution of paid leave does not extend the 12-week Leave of Absence
period.
 

 

An employee may take Employee Medical Leave as: 
 

(1) regular leave, when an employee is absent for consecutive days or weeks
at a time;
 

(2) intermittent leave, when an employee is absent for several days or weeks
scattered throughout the 12-month period; 
 

(3) reduced schedule leave, when an employee rearranges his or her daily
schedule to work a reduced schedule.
 

 

Employees requesting Employee Medical Leave may be asked to transfer to
another position with equal pay and benefits that better accommodates
recurring periods of leave. The employee??
s salary will reflect only the
amount of time actually worked.
 

 

Definitions:
 

1. Spouse - a husband or wife, including common law husband or wife.
 

2. Parent - a person's biological parent, parent in-law or an individual
who acted as an employee??
s parent when the employee was a child. 
 

3. Son or daughter - biological, adopted, foster, stepchild, legal
ward or a child of an employee acting as a parent, who is either under 18
or is age 18 or older and incapable of self-care because of a mental or
physical disability.
 

 

 

a. Serious Health Condition - a condition which requires either inpatient
care, or continuing treatment by a health care provider. This includes
treatment for a serious chronic health condition which, if left untreated,
would likely result in an absence from work for more than three (3) days. A
serious health condition would not include short-term conditions for which
treatment and recovery are very brief.
 

b. Continuing Treatment - two or more visits to a health care provider;
or treatments by a health care practitioner (e.g. physical therapist) on
referral by or under the direction of a health care provider.
 

c. Health Care Provider - a doctor of medicine or osteopathy who is
authorized to practice medicine or surgery in Texas as well as podiatrists,
dentists, clinical psychologists, optometrists, and chiropractors (limited by
type of treatment) licensed to practice in Texas. This term also includes
nurse practitioners, nurse midwives, and Christian Science practitioners.
 

 

Procedures
 

A. An employee on a Leave of Absence may not, at any time during the
leave, engage in any occupation or employment for pay or profit apart from
the Church.
 

 

B. Request for Leave of Absence
 

 

1. Child Care Leave
 

For planning and coverage purposes, the Church needs the maximum possible
notice of an employee's need for a Child Care Leave of Absence. Employees
must complete and provide their supervisor with a written request for a Leave
of Absence immediately upon learning of the need for a leave of absence. The
Church requires at least 30 days notice prior to the commencement of the
leave unless unusual circumstances prevent such notice. In these unforeseen
circumstances, an employee must provide notice immediately upon learning of
the need for the Child Care Leave.
 

 

2. Family and Employee Medical Leave
 

 

Employees requesting a family or employee medical leave must request it in
writing and submit it to their supervisor. Employees are expected to provide
the Church at least 30 days notice or as much notice as practical. When an
employee determines that a family or employee illness leave may be necessary,
he or she is encouraged to schedule treatment so as not to unduly disrupt the
operations of the Church.
 

 

Employees must also submit a signed letter from their physician or
practitioner certifying the need, along with their written request. The
Church reserves the right to request a second medical opinion at the Church's
expense. If the second opinion is at variance with the first, the Church
will submit a list of three healthcare providers for selection by the
employee in order to resolve the difference. Furthermore, the Church reserves
the right to require monthly re-certification.
 

 

To be approved, intermittent leaves and/or reduced schedule leaves must
include a statement that certifies that intermittent leave or reduced leave
schedule is medically necessary.
 

 

C. Benefits During a Leave of Absence
 

 

1. Vacation, sick leave, and holiday benefits will not accrue or be paid
during the unpaid portion of the Leave of Absence.
 

2. Seniority will continue to accrue during an employee??
s Leave of
Absence.
 

3. Medical Insurance
 

(a) If the employee has coverage under the employee group health insurance
plan, the employee will be responsible for his/her portion of the premium
during the absence and must make prior arrangements with the Head of Staff.
 

 

 

(b) If it becomes necessary to terminate benefit coverage due to nonpayment,
coverage shall not be reinstated until the employee returns to work in an
eligible benefits status.
 

 

D. Return from a Leave of Absence
 

 

1. Employees must contact their supervisor at least two (2) weeks prior to
the anticipated date of return. When the leave was due to the employee??
s own
serious health condition, medical certification that he/she is fit to return
to work will be required.
 

2. Employees will generally be restored to the position they held when the
leave began or to an equivalent position with equivalent benefits, pay and
other terms and conditions of employment.
 

 

If notification of intent to return to work has not been received by an
employee's supervisor for three (3) consecutive working days following the
anticipated date of return or release date from the physician, the employee
shall be considered to have resigned, effective the last day of his/her leave
of absence.
 

 

 

E. Extension of medical leave (this section not required by the FMLA)
 

Leave taken because of an employee's own serious health condition may be
extended on a month-to-month basis for a maximum of an additional 12 weeks.
A request for an extension must be made in advance and supported by medical
certification of the employee's continued serious health condition. An
extension is subject to the operational and other needs of the Church and is
in no way guaranteed. The request must be approved by the employee's
supervisor and the Head of Staff  

 

