
FAMILY MEDICAL LEAVE (FMLA) AND LEAVE OF ABSENCE (LOA) 

 

Family Medical Leave provides an employee with up to 12 weeks of job protected paid or unpaid 

leave in the event of a birth/adoption, to provide care for an immediate family member who has a 

serious medical condition or serious medical condition of the employee.  This is mandated by 

Federal Law.  Waseca Public Schools uses a fixed 12-month period measured forward from the 

effective date of the illness/injury.  Please reference School Board Policy 410. 

 

FMLA Application 

The employee must submit an FMLA application form to Human Resources at least 30 days 

prior to the date of the scheduled medical leave of absence.  Information is available on the 

district website located under Departments / Human Resources / Benefit Forms & Information / 

FMLA.  Keep in mind that an FMLA application will need to be completed if an employee is 

absent due to a serious medical condition for at least 3 consecutive days and has visited a doctor 

at least twice for the medical condition.  Please notify HR and the building principal as soon as 

possible regarding any unscheduled medical leave of absence. 

 

Processing FMLA in Aesop 

If HR approves the FMLA application, HR will create an absence in Aesop to begin tracking the 

FMLA leave being used (up to 480 hours per year) on all FMLA applications. 

 *Exhausting earned leave on FMLA:  HR will create the leave in Aesop and will use 

available leave until all leave has been used. 

 *Approved for FMLA, but no leave balance to cover the absence:  If the employee 

DOES NOT have leave to exhaust, HR will enter Leave without Pay in Aesop.   

 

Health Coverage under the FMLA and Returning to Work 

The employer share of the employee’s elected health, life and dental plan will be paid during the 

12-week period of FMLA.  

 

Prior to the employee returning to work, the Building Principal will need to submit a Personnel 

Action Form to reinstate the employee, as HR must return the employee to active status in 

payroll. 

 

Employees who apply for Leave without Pay after the approved FMLA period need prior 

approval from the Building Principal and the Superintendent, and the school board. 

 

After the 12-week period of FMLA concludes, the employees with no leave balances must return 

to work, apply for Leave without Pay, or apply for Disability. 

 

**This guideline is considered an overview of internal procedures within the Waseca Public 

Schools Human Resources Department.  For more definitive guideline criteria, please see the 

Family Medical Leave Act page under the Wage and Hour Division at the Department of Labor 

website:  www.dol.gov/whd/fmla. 

 



FREQUENTLY ASKED QUESTIONS 

LEAVE OF ABSENCES 

 

1. What is FMLA (Family and Medical Leave Act)? 

 

FMLA provides eligible employees with up to 12 weeks of paid or unpaid, job-

protected leave in a 12-month period for specified family and medical reasons.  

The 12-month period is measured forward from the date that an employee’s first 

federal leave begins.  An employee is entitled to 12 weeks of leave during the 

year beginning on the first date federal leave is taken; the next 12-month period 

begins the first time leave is taken after completion of any previous 12-month 

period. 

 

Family leave is for birth of employee’s child or for placement of a child with 

employee for adoption or foster care.  Medical leave is available when employee 

is needed to care for a child, spouse, or parent who has a serious health condition 

or when employee is unable to perform the functions of his or her position 

because of a serious health condition. 

 

A covered employer also must grant an eligible employee who is a spouse, son, 

daughter, parent, or next of kin of a current member of the Armed Forces, 

including a member of the National Guard or Reserves, 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. 

 

2. What makes an employee “eligible”? 

 

An eligible employee is one who has at least 12 months of service with Waseca 

Public Schools, and has worked at least 1,250 hours for Waseca Public Schools 

during the previous 12-month period.  Eligibility is determined at the time the 

employee requests the leave. 

 

3.  How do I request a leave of absence? 

 

An employee must submit an FMLA application form to Human Resources at 

least 30 days prior to the date of the scheduled medical leave of absence.  Forms 

are available on the district website located under Departments / Human 

Resources / Benefit Forms & Information / FMLA.  You can also request 

information directly from Human Resources x1005.  Keep in mind that an FMLA 

application will need to be completed if an employee is absent due to a serious 

medical condition for at least 3 consecutive days and has visited a doctor at least 

twice for the medical condition.  Please notify HR as soon as possible regarding 

any unscheduled medical leave of absence. 

  



4. What notice and certification is needed for a FMLA leave? 

 

Employees seeking to use FMLA may be required to provide: 

 30-day advance notice of the need to take FMLA leave when the need is 

foreseeable 

 Medical certifications supporting the need for leave due to a serious health 

condition affecting the employee or an immediate family member; 

 Second or third medical opinions and periodic re-certifications (at the employer’s 

expense); and 

 Periodic reports during FMLA leave regarding the employee’s status and intent to 

return to work. 

A leave that is unforeseeable or after the birth of a child, an employee has 15 days to 

return a completed Doctor’s Certification to Human Resources. 

 

Forms can be found on the district website or forms can be requested from Human 

Resources, x1005. 

 

5. Is FMLA paid or unpaid leave? 

 

 Accrued leave may be used in accordance with existing contracts and policies 

during any part of medical leave for employee’s own serious health needs. 

 Accrued leave may be used during any part of family or medical leave. 

 

6. What happens to my benefits when I am out on FMLA leave? 

 

Your benefits are protected for the 12 weeks you are out on FMLA leave.  If you 

are out on an unpaid leave you may have to pay your portion of the deduction by 

sending a check to Waseca Public Schools.  If you do not return to work once 

FMLA is exhausted, your benefits will continue through to the end of the month 

your FMLA leave ends, unless you are eligible for long-term disability.  Human 

Resources will send information regarding COBRA and/or long-term disability. 

 

7. Are breaks during the year counted against FMLA leave i.e. Spring, Winter and 

Summer Break? 

 

No, only duties days are counted against FMLA.  Breaks are, however, counted 

against disability time, if the employee is deemed disabled by a physician. 

 

 

8. What is granted for Adoption or Placement of a Child? 

 

If eligible, the employee may take up to 12 weeks of FMLA (Family Medical 

Leave Act) leave.  Consult your bargaining agreement for details on using 

accrued leave days. 

  



9. When taking family leave, does FMLA have to start the day the baby is born? 

 

In the case of a newborn, the leave may be taken anytime within the year 

following the birth.  Typically, this would mean that the mother would take the 

leave immediately following the birth, since intermittent leave for this reason 

would not be allowable. 

 

However, the father of the newborn could take up to 12 weeks of unpaid FMLA 

leave to care for his newborn. 

 

 

10. How does FMLA apply to spouses working for the same employer? 

 

Per the US Department of Labor Wage and Hour Division, spouses employed by 

the same employer may be limited to a combined total of 12 workweeks of family 

leave for the following reasons: 

 Birth and care of a child; 

 For the placement of a child for adoption or foster care, and to care 

for the newly placed child; and, 

 To care for an employee’s parent who has a serious health 

condition 

 

11. What do I need to do to return to work? 

 

Prior to the employee returning to work, the supervisor will need to submit a 

Personnel Action Form to reinstate the employee, as HR must return the 

employee to active status in payroll.   

 

 

 


