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SUBJECT: Family Medical Leave Act Procedure  
RESCINDS:


I. PURPOSE

II. POLICY

III. PROCEDURE

I. PURPOSE

To establish uniform guidelines for the administration of the Family and Medical Leave Act of 1983 within the Helena Police Department.

II. POLICY

A. In accordance with the Family and Medical Leave Act of 1983 and City of Helena personnel policy, employees are considered eligible to apply for up to twelve (12) “work weeks” of unpaid leave if:

1. The employee has been employed a total of at least 12 months prior to leave.

2. Has worked 1250 hours (exclusive of vacation, sick leave, holidays) in the 12 months preceding leave time.

B. Leave will be granted for the birth, placement or adoption of a child (leave eligibility expires one (1) year from the date of placement or birth).  Leave may also be granted for the care of a spouse, child or parent who has a serious health condition, or the employee if, due to a serious medical condition, the employee is unable to perform the essential functions of their job.
III. PROCEDURE

A. The employee must request the leave at least 30 days in advance for a foreseeable incident, such as the birth or adoption of a child, or as soon as 

practical in the event of an emergency medical leave.

B. The leave request will be made in writing to employee’s supervisor.   The leave request must contain an explanation of the reason for the requested leave so as to allow the member’s supervisor and others to determine that the leave qualifies under the Act.  The request will be submitted to the Chief of Police who will forward it to the City of Helena Personnel Offices.  Leave without pay under this section must be approved by the City Manager.

C. Prior to being granted leave without pay, an employee must exhaust all paid sick leave, vacation and compensatory time.  In the event of the birth or adoption of a child, the employee need not exhaust all paid sick leave.

D. A medical certification is required for leave due to a family or employee medical illness and must be presented along with the leave request to the employee’s supervisor.  No medical certification is required in the event of the birth or placement of a child.

E. Failure to return to duty at the end of Family Medical Leave will be treated as abandonment of position.

F. Officers will adhere to all other provisions of City policy governing Family Medical Leave Act under City Personnel Policy 81-6.
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