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Family and Medical Leave	

	
[ Owner: Office of Human Resources]	
 
The Diocese complies with all applicable federal regulations regarding family and medical leave.  The intent 
and implementation of this policy shall be governed by the Family and Medical Leave Act of 1993 (the 
"FMLA") and the regulations issued thereunder.  For further information on the FMLA or on the rights and 
responsibilities of eligible employees thereunder, contact the Office of Human Resources. 
 
Eligibility 
An eligible male or female employee is an employee who has been employed by the Diocese for at least twelve 
(12) months and for at least one thousand two hundred fifty (1,250) hours of service during the twelve (12) 
month period immediately preceding the commencement of the leave available under this policy.  Eligible 
employees shall be entitled to a total of twelve (12) workweeks of unpaid leave during a “rolling” twelve (12) 
month period measured backward from the date of any FMLA leave usage for one or more of the following:   

(a) Because of the birth of a son or daughter of the employee and in order to care for such son or daughter. 
(b) Because of the placement of a son or daughter with the employee for adoption or foster care. 
(c) In order to care for the spouse, or a son, daughter or parent of the employee, if such spouse, son, 

daughter or parent has a serious health condition. 
(d) Because of a serious health condition that makes the employee unable to perform the functions of the 

position of such employee. 
(e) Because of any qualifying exigency arising out of the fact that the spouse, or a son, daughter, or parent 

of the employee is on covered active duty (or has been notified of an impending call or order to covered 
active duty) in the Armed Forces. 

An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered service member shall 
be entitled to a total of twenty-six (26) workweeks of unpaid leave during a single twelve (12) month period to 
care for the covered service member.  The single twelve (12) month period begins on the first day the employee 
takes leave for this reason and ends twelve (12) months later.   During this same twelve (12) month period, an 
eligible employee shall only be entitled to a combined total of twenty-six (26) workweeks of unpaid leave 
under subparagraphs (a) through (e) of this policy and this paragraph. 
 
A husband and wife who are both employed by the Diocese will be allowed a combined total of twelve (12) 
workweeks of leave during a twelve (12) month period if the leave is taken (i) for the purposes described in 
subparagraphs (a) and (b) of this policy, or (ii) to care for a parent with a serious health condition under 
subparagraph (c) of this policy.  A husband and wife who are both employed by the Diocese will be allowed a 
combined total of twenty-six (26) workweeks of leave during a calendar year if the leave is taken (i) to care for 
a covered service member under this policy, or (ii) a combination of leave to care for a covered service member 
under this policy and leave described in the first sentence of this paragraph. 
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Notification 
An eligible employee must notify the Diocese at least thirty (30) days in advance of the date leave is to begin if 
the need for leave is foreseeable.  If thirty (30) days’ notice is not practicable (e.g., because of a lack of 
knowledge of approximately when leave is to begin, a change in circumstances, or a medical emergency), 
notice must be given as soon as practicable.  If an eligible employee fails to give timely advance notice to the 
Diocese for foreseeable leave with no reasonable excuse for delay, the Diocese may delay the taking of leave 
under this policy until thirty (30) days after the date the employee provides notice to the Diocese of the need for 
such leave.  The Diocese may require an eligible employee on leave to periodically report on the status and 
intention of the employee to return to work. 
 
Certification 
The Diocese may require that a request for leave under subparagraphs (c) and (d) of this policy or for leave to 
care for a covered service member under this policy be supported by certification of the health care provider of 
the eligible employee or of the spouse, son, daughter, parent or next of kin of the eligible employee, as 
appropriate.  In appropriate circumstances, the Diocese may also require subsequent recertification(s).  The 
Diocese may require that a request for leave under subparagraph (e) of this policy be supported by an 
appropriate certification.  Failure to provide certification or recertification timely upon request may delay the 
taking or continuation of the leave otherwise available under this policy. 
 
Intermittent Leave 
Any entitlement to leave available under subparagraphs (a) and (b) of this policy shall expire at the end of the 
twelve (12) month period beginning on the date of such birth or placement and may not be taken intermittently 
or on a reduced leave schedule. 
   
The leave available under subparagraphs (c) and (d) of this policy or the leave to care for a covered service 
member under this policy may be taken intermittently or on a reduced leave schedule when medically 
necessary.  The Diocese requires certification of the appropriate health care provider in connection with the use 
of any intermittent leave or leave on a reduced leave schedule pursuant to the preceding sentence. 
 
The leave available under subparagraph (e) of this policy may be taken intermittently or on a reduced leave 
schedule.   
 
The Diocese reserves the right, in appropriate circumstances, to require an eligible employee to transfer 
temporarily to an available alternative position that better accommodates the use of intermittent leave or leave 
on a reduced leave schedule. 
 
Pay 
An eligible employee is required to use all available paid vacation for purposes of the leave available under this 
policy.  For leave available under subparagraph (d) of this policy, the eligible employee will additionally be 
required to use all available paid sick leave. The remainder of the leave available under this policy shall be 
unpaid. 
FMLA leave will run concurrently with all other leave, paid or unpaid, for which an employee is eligible, 
including workers compensation and pregnancy, childbirth and related medical conditions.   
 
Benefits 
During leave available under this policy, the Diocese requires that the eligible employee continue to make any 
necessary employee premium payments in connection with the health plan. Employees may continue voluntary 
employee paid benefits at their own cost during the leave by paying the premium payments.  Details on 
required employee premium payments are available from the Office of Human Resources. 
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Return to Work 
An eligible employee returning from leave under subparagraph (d) of this policy is required to obtain and 
present certification from the employee’s health care provider that the employee is able to resume work.   
At the end of the FMLA leave, the employee will be reinstated to the same or an equivalent position, with 
equivalent pay and benefits, to that which the employee held when leave commenced. 
The taking of FMLA leave will not result in the loss of any benefit that accrued prior to the start of the 
employee’s leave. 
To the extent that any female employee eligible for leave under this policy is also eligible for leave under 
Policy 2.2.7.9 (Pregnancy, Childbirth and Related Medical Conditions) of this Manual, the leave used shall 
count against the employee's entitlement under both policies. 
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