
FAMILY AND MEDICAL LEAVE (FMLA) POLICY AND PROCEDURES 

In accordance with the Family and Medical Leave Act of 1993 (FMLA), Paket provides up to 12 or 26 weeks of 

unpaid, job-protected leave in a 12-month period to covered employees in certain circumstances. 

 To qualify for FMLA leave, you must: 

1. Have worked for the Company for at least 12 months, although it need not be consecutive; 

2. Worked at least 1,250 hours in the last 12 months; and 

3. Be employed at a worksite that has 50 or more employees within 75 miles. 

If the need for leave is foreseeable because of an expected birth/adoption or planned medical treatment, you 

must give at least 30 days' notice. If 30 days' notice is not possible, give notice as soon as practicable (within 

one or two business days of learning of your need for leave). Failure to provide appropriate notice may result in 

the delay or denial of leave. 

In addition, if you are seeking intermittent or reduced schedule leave that is foreseeable due to planned medical 

treatment or a series of treatments for yourself, a family member, or covered service member, you must consult 

with HR first regarding the dates of this treatment to work out a schedule that best suits your needs or the needs 

of the covered military member, if applicable, and the Company. 

If the need for leave is unforeseeable, provide notice as soon as possible. Normal call-in procedures apply to all 

absences from work, including those for which leave under this policy may be requested. Failure to provide 

appropriate notice may result in the delay or denial of leave. 

FMLA Leave Entitlement 

You may take up to 12 weeks of unpaid FMLA leave in a 12-month period for any of the following reasons: 

• The birth of a child and in order to care for that child (leave must be completed within one year of the 

child's birth); 

• The placement of a child with you for adoption or foster care and in order to care for the newly placed 

child (leave must be completed within one year of the child's placement); 

• To care for a spouse, child, or parent with a serious health condition; 

• To care for your own serious health condition, which makes you unable to perform any of the essential 

functions of your position; or 

• A qualifying exigency of a spouse, child, or parent who is a military member on covered active duty or 

called to covered active duty status (or has been notified of an impending call or order to covered active 

duty). 

The 12-month period is start of new year. 

You may take up to 26 weeks of unpaid FMLA leave in a single 12-month period, beginning on the first day 

that you take FMLA leave to care for a spouse, child, or next of kin who is a covered service member and who 

has a serious injury or illness related to active duty service. 

 

As used in the policy: 



• Spouse means a husband or wife as recognized under state law for the purposes of marriage in the state 

or other territory or country where the marriage took place. 

• Child means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person 

standing in loco parentis, who is either under age 18 or age 18 or older and incapable of self-care 

because of a mental or physical disability at the time FMLA leave is to commence. A child for the 

purposes of military exigency or military care leave can be of any age. 

• Parent means a biological, adoptive, step, or foster parent or any other individual who stood in loco 

parentis to you when you were a child. 

• Next of kin for the purposes of military care leave is a blood relative other than a spouse, parent, or child 

in the following order: brothers and sisters, grandparents, aunts and uncles, and first cousins. If a 

military service member designates in writing another blood relative as his or her caregiver, that 

individual will be the only next of kin. In appropriate circumstances, you may be required to provide 

documentation of next of kin status. 

• Serious health condition means an illness, injury, impairment, or physical or mental condition that 

involves either inpatient care or continuing treatment by a health care provider. Ordinarily, unless 

complications arise, cosmetic treatments and minor conditions such as the cold, flu, ear aches, upset 

stomach, minor ulcers, headaches (other than migraines), and routine dental problems are examples of 

conditions that are not serious health conditions under this policy. If you have any questions about the 

types of conditions that may qualify, contact Human Resources. 

• Health care provider means a medical doctor or doctor of osteopathy, physician assistant, podiatrist, 

dentist, clinical psychologist, optometrist, nurse practitioner, nurse-midwife, clinical social worker, or 

Christian Science practitioner licensed by the First Church of Christ. Under limited circumstances, a 

chiropractor or other provider recognized by our group health plan for the purposes of certifying a claim 

for benefits may also be considered a health care provider. 

• Qualifying exigencies for military exigency leave include:  

o Short-notice call-ups/deployments of seven days or less (Note: Leave for this exigency is 

available for up to seven days beginning the date of call-up notice); 

o Attending official ceremonies, programs, or military events; 

o Special child care needs created by a military call-up including making alternative child care 

arrangements, handling urgent and nonroutine child care situations, arranging for school 

transfers, or attending school or daycare meetings; 

o Making financial and legal arrangements; 

o Attending counseling sessions for yourself, the military service member, or the military service 

members' son or daughter who is under 18 years of age or is 18 or older but incapable of self-

care because of a mental or physical disability; 

o Rest and recuperation (Note: Fifteen days of leave is available for this exigency per event); 

o Post-deployment activities such as arrival ceremonies, re-integration briefings, and other official 

ceremonies sponsored by the military (Note: Leave for these events are available for 90 days 

following the termination of active duty status). This type of leave may also be taken to address 

circumstances arising from the death of a covered military member while on active duty; 

o Parental care when the military family member is needed to care for a parent who is incapable of 

self-care (such as arranging for alternative care or transfer to a care facility); and 

o Other exigencies that arise that are agreed to by both the company and you. 

• A serious injury/illness incurred by a service member in the line of active duty or that is exacerbated by 

active duty is any injury or illness that renders the service member unfit to perform the duties of his or 

her office, grade, rank, or rating. 

 



Certification of Need for Leave 

If you are requesting leave because of your own or a covered relative's serious health condition, you and the 

relevant health care provider must supply appropriate medical certification. You may obtain Medical 

Certification forms from Human Resources. When you request leave, the company will notify you of the 

requirement for medical certification and when it is due (at least 15 days after you request leave). If you provide 

at least 30 days' notice of medical leave, you should also provide the medical certification before leave begins. 

Failure to provide requested medical certification in a timely manner may result in denial of FMLA-covered 

leave until it is provided. 

 

At our expense, the company may require an examination by a second health care provider designated by us. If 

the second health care provider's opinion conflicts with the original medical certification, we, at our expense, 

may require a third, mutually agreeable, health care provider to conduct an examination and provide a final and 

binding opinion. Subsequent medical recertification may also be required. Failure to provide requested 

certification within 15 days, when practicable, may result in delay of further leave until it is provided. 

 

The company also reserves the right to require certification from a covered military member's health care 

provider if you are requesting military caregiver leave and certification in connection with military exigency 

leave. 

In all instances of absence, the call-in procedures and standards established for giving notice of absence from 

work must be followed. 

Leave Increments 

Intermittent Leave 

If medically necessary, FMLA leave for a serious health condition may be taken intermittently (in separate 

blocks of time due to a serious health condition) or on a reduced leave schedule (reducing the usual number 

of hours you work per workweek or workday). FMLA leave may also be taken intermittently or on a 

reduced leave schedule for a qualifying exigency relating to covered military service. 

 

As FMLA leave is unpaid, the company will reduce your salary based on the amount of time actually 

worked. In addition, while you are on an intermittent or reduced schedule leave that is foreseeable due to 

planned medical treatments, the company may temporarily transfer you to an available alternative position 

that better accommodates your leave schedule and has equivalent pay and benefits. 

Parental Leave 

Leave for the birth or placement of a child must be taken in a single block and cannot be taken on an 

intermittent or reduced schedule basis. Parental leave must be completed within 12 months of the birth or 

placement of the child; however, you may use parental leave before the placement of an adopted or foster 

child to consult with attorneys, appear in court, attend counseling sessions, etc. 

Family Care, Personal Medical, Military Exigency, and Military Care Leave 

Leave taken for these reasons may be taken in a block or blocks of time. In addition, if a health care 

provider deems it necessary or if the nature of a qualifying exigency requires, leave for these reasons can 

be taken on an intermittent or reduced-schedule basis. 

Paid Leave Utilization During FMLA Leave 

FMLA leave is unpaid. If you are taking parental, family care, military exigency, and/or military care 

leave, you must utilize available vacation/PTO, personal days, and/or family illness days during this leave. 



If you are taking personal medical leave, you must utilize available sick, personal, and vacation/PTO days 

during this leave. If you are receiving short- or long-term disability or workers' compensation benefits 

during a personal medical leave, you will not be required to utilize these benefits. However, you may elect 

to utilize accrued benefits to supplement these benefits. 

Fitness for Duty Requirements 

If you take leave because of your own serious health condition (except if you are taking intermittent leave), 

you are required, as are all employees returning from other types of medical leave, to provide medical 

certification that you are fit to resume work. You will not be permitted to resume work until it is provided. 

Health Insurance 

Your health insurance coverage will be maintained by the company during leave on the same basis as if 

you were still working. You must continue to make timely payments of your share of the premiums for 

such coverage. Failure to pay premiums within 30 days of when they are due may result in a lapse of 

coverage. If this occurs, you will be notified 15 days before the date coverage will lapse that coverage will 

terminate unless payments are promptly made. 

 

Alternatively, at our option, the company may pay your share of the premiums during the leave and recover 

the costs of this insurance upon your return to work. Coverage that lapses due to nonpayment of premiums 

will be reinstated immediately upon return to work without a waiting period. Under most circumstances, if 

you do not return to work at the end of leave, the company may require reimbursement for the health 

insurance premiums paid during the leave. 

Reinstatement 

Upon returning to work at the end of leave, you will generally be placed in your original job or an 

equivalent job with equivalent pay and benefits. You will not lose any benefits that accrued before leave 

was taken. 

Spouse Aggregation 

If you and your spouse are both employed by the company, the total number of weeks to which you are 

both entitled in the aggregate because of the birth or placement of a child or to care for a parent with a 

serious health condition will be limited to 12 weeks per leave year. Similarly, spouses employed by the 

company will be limited to a combined total of 26 weeks of leave to care for a military service member. 

This 26-week leave period will be reduced, however, by the amount of leave taken for other qualifying 

FMLA events. This type of leave aggregation does not apply to leave needed for your own serious health 

condition, to care for a spouse or child with a serious health condition, or because of a qualifying exigency. 

Failure to Return 

If you fail to return to work or fail to make a request for an extension of leave prior to the expiration of the 

leave, you will be deemed to have voluntarily terminated your employment. The company is not required 

to grant requests for open-ended leaves with no reasonable return date under these policies or as disability 

accommodations. 

Alternative Employment 

While on leave of absence, you may not work or be gainfully employed either for yourself or others unless 

express, written permission to perform such outside work has been granted by the company. If you are on a 

leave of absence and are found to be working elsewhere without permission, you will be subject to 

disciplinary action up to and including termination. 



Interaction with State and Local Laws 

Where state or local family and medical leave laws offer more protections or benefits to employees, the 

protections or benefits that are more favorable to the employee, as provided by these laws, will apply. 

Abuse of Leave 

If you are found to have provided a false reason for a leave, you will be subject to disciplinary action up to 

and including termination. 

Designation of Leave 

If the company becomes aware of any qualifying reason for FMLA leave, the company will designate it as 

such. An employee may not refuse FMLA designation under this policy. 

Retaliation 

The company will not retaliate against employees who request or take leave in accordance with this policy.  


