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To:


Managers and Supervisors
From:


Linda Height, Vice President of Finance and Administration

Subject:

New Process to Request a Family or Medical Leave of Absence

Administered by FMLASourceSM
Effective:

March 1st, 2011
One of the benefits Lawrence Technological University provides our employees is leave from work for reasons of personal illness and the care of a qualifying family member.  This benefit is referred to by legislation known as the Family Medical Leave Act (FMLA).  To make certain we continue to cover all eligible employees and assure compliance with State and Federal requirements, we will be outsourcing the administration of this benefit, effective March 1st, 2011. The company we have selected to provide this benefit is FMLASourceSM who has established a strong track record of providing confidential and professional service as a third party administrator of FMLA. 
The objective of this correspondence is to provide you with some basic information regarding FMLA and outline your responsibilities, as a Lawrence Technological University manager or supervisor.
Requirements of FMLA 
FMLA requires employers to provide up to 12 weeks of unpaid, job protected leave to “eligible” employees.  Employees are eligible if they have worked at Lawrence Technological University for at least 180 calendar days prior to the first day of the requested leave. 

Employees may be granted an FMLA leave for any of the following reasons:

· To care for their child after birth, placement for adoption or foster care; 

· To care for their spouse, son, daughter or parent who has a serious health condition;

· To care for their own serious health condition.

· Leave for “Qualifying Exigency” - would cover an employee whose, spouse, child or parent, is called to support a qualifying Military operation.

· Leave to Care for an Injured Service member: the spouse, child, parent or “next of kin” (defined as the “nearest blood relative”) of a covered service member is entitled to leave, to care for the covered service member.  

Managers and Supervisors Responsibilities
 If your employee informs you that they may need to leave work for one of the reasons outlined above, it is your responsibility to guide them to FMLASourceSM.   Our partners at FMLASourceSM will help determine eligibility, notify the employee and Lawrence Technological University management of leave status and track absences. An FMLASourceSM expert will also help our employees coordinate with our disability vendor when appropriate.

Weekly Reports
Managers or supervisors will receive a weekly email status report from FMLASourceSM when his or her employee has an open FMLA case.  Note: Please forward the reports to your immediate supervisor (i.e., Director, Dean or Executive Officer), as appropriate.

Contact FMLASource
If you have questions regarding FMLA policies or procedures, please don’t hesitate to call:

· FMLASourceSM expert at 1-877-462-FMLA, or

· Log on to www.FMLASource.com 
An announcement regarding the new FMLA leave process will be emailed to all employees during the week of March 1st, 2011.  

■   Reference Materials
For your reference, access the following information:

· www.FMLASource.com 

· FMLASource Poster  

· FMLASource IVR Guide (Telephone Access Instructions) 

· Staff and Administrator Handbook
· Leaves of Absence
· Family and Medical Leave Act   

· Your Rights and Responsibilities under FMLA   

Note: Managers and Supervisors will receive a special invitation to attend a FMLA training webinar to be scheduled in the near future.
Centralizing the administration of this important benefit will make things easier for the University and our employees.  Please contact the Office of Human Resources at 248.204.2150 or 2151 if you have any questions regarding this matter.

Thank you for your cooperation.
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