
FMLA
(Family and Medical Leave Act)

What is the Family Medical Leave Act (FMLA)?
The Family Medical Leave Act entitles eligible employees to take up to 12 workweeks 
of unpaid, job-protected leave in a 12-month period for specified family and medical 
reasons, or for any “qualifying exigency” arising out of the fact that a covered military 
member is on active duty, or has been notified of an impending call or order to 
active duty, in support of a contingency operation. The FMLA also allows an eligible 
employee who is a spouse, son, daughter, parent, or next of kin of a covered service 
member with a serious injury or illness up to a total of 26 workweeks of unpaid leave 
during a single 12-month period to care for the service member.



Who is eligible for FMLA?
Employees are eligible for leave if they have worked for their employer at least 12 months, 
and at least 1,250 hours over the past 12 months

What are qualifying events for taking FMLA?
 for the birth and care of a newborn child of the employee; 

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

 to care for a spouse, son, daughter, or parent with a serious health condition; 

 to take medical leave when the employee is unable to work because of a serious health 
condition; 

 or for qualifying exigencies arising out of the fact that the employee’s spouse, son, 
daughter, or parent is on active duty or call to active duty status as a member of the 
National Guard or Reserves in support of a contingency operation.



How and where do I obtain the 
necessary FMLA paperwork?
As soon as employee or campus knows that leave will need to be taken, you must notify Lisa LaFleur in the 
Benefits Office about the need for FMLA.  A Family Medical Leave Request form should be submitted 30 days 
before the leave is scheduled to begin.  In the event of a medical emergency or circumstance where it is 
not possible to anticipate the need for leave, the employee must notify the Benefits office as soon as 
possible.  All FMLA paperwork and doctor’s notes must go to the Benefits Office.  It is the responsibility of the 
employee to meet all deadlines for turning in any requested paperwork to insure qualification of FMLA and 
to secure a release from the doctor before any employee can return to work.  Once a release has been 
received by the Benefits office said employee will be provided a green release sheet to return to their 
campus/department.  Employee will not be able to return to work without this green release sheet.

The Family Medical Leave Request Form can be found on the Benefits website.  From the main Mansfield ISD 
website select “Staff”, then “Benefits” and “FMLA / Medical Leave”.

When should the request for leave be turned in to the Benefits Office:

 Maternity – 30 days prior to employee’s due date

 Personal / Family Member’s Surgery – 30 days prior to first day of absence (if foreseeable)

 Personal / Family Member’s Illness – As soon as an employee has missed 5 consecutive work days.



Entering absences in to Skyward Time 
Off
While out on leave it is the employee’s responsibility to enter his/her absences 
into to Skyward Time Off as “FMLA” for the reason code. The state personal 
hours for 2017-18 have been made available for use. The 2017-18 local leave 
will not be made available until their return to work. Human Resources will 
calculate the number of hours that the employee has earned/could earn for 
the remainder of the school year and those hours will be allocated 
then. Should the employee be in “Dock” status the earned leave will be 
applied the unpaid days.  If the employee should run out of accrued leave, 
they will need to put the absences in as “Dock” with “FMLA” for the reason 
code. Description should read “FMLA – Personal Surgery”, “FMLA – Family 
Surgery”, “FMLA – Maternity”, “FMLA – Personal Illness”, “FMLA – Family Illness”.



If they are entering time for a whole week 
make sure that they use the date range 
option. See example below:



Communication with employee out on 
leave
Employees must follow District and department or campus procedures to 
report or request any leave of absence and complete the appropriate leave 
request form.  (Example:  Student Nutrition – In case of prolonged absence 
due to sickness or injury, daily call procedures may be amended on the 
authorization of the employee’s supervisor.)  A campus or department 
designee may contact an employee out on leave for the sole purpose of 
verifying if said employee is absent due to FMLA and verifying employee’s 
anticipated date of return.


	FMLA�(Family and Medical Leave Act)
	Who is eligible for FMLA?�
	How and where do I obtain the necessary FMLA paperwork?
	Entering absences in to Skyward Time Off
	If they are entering time for a whole week make sure that they use the date range option.  See example below:�
	Communication with employee out on leave

