EMPLOYEE CHECKLIST

Notification and forms required FROM the EMPLOYEE to MARSHALL COUNTY SUPERVISOR to request FMLA Leave:

Employee must provide notice to his/her supervisor at least 30 days prior to the date FMLA leave commences for leave that is foreseeable, or as soon as practicable.  If the leave is not foreseeable, notice must be given as soon as practicable, usually same day or next business day.  Notice must be at least verbal and with sufficient information to make supervisor aware the employee needs FMLA-qualifying leave.

Must provide required leave request form including reason for leave, duration of leave and anticipated start of leave.  


Must consult with the supervisor when planning medical treatment and make a reasonable effort to schedule the leave so as not to unduly disrupt County operations, subject to approval by the health care provider.


Must provide reasons of why the intermittent or reduced leave schedule is necessary, the schedule of treatment, and attempt to work out a reasonable schedule without undue disruption of operation.  


Employee must retain a copy of and read the Eligibility and Designation forms, FMLA Guide and other related forms provided by the supervisor regarding FMLA.


Employee must return completed medical certification (or recertification) forms within 15 days of requesting FMLA leave.  Failure to provide this information may result in denial of leave until it is provided.  Certifications must be complete and sufficient.


Employee must respond to supervisors questions designed to determine whether the leave requested is for a FMLA-qualifying reason.

Employee must report progress of recovery and intent to return to work to supervisor in accordance with established departmental call-in policy.  

Note:  If the employee fails to provide the required notice with no reasonable excuse, this may delay the authorization and use of FMLA leave.  Furthermore, an employee’s failure to comply with requests for FMLA certification, if incomplete or insufficient, may result in denial of FMLA leave.  If an employee fails to provide a requested return to work authorization form, this could delay the employee’s restoration back to work until the requested form is submitted. 











