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Family and Medical Leave Act (FMLA) 

1 	FMLA Policy Statement 

The City of Tyler shall provide authorized leave for family and medical 
reasons to eligible employees in accordance with the provisions of the 
"Family and Medical Leave Act' (FMLA) of 1993 and its amendments. The 
purpose of FMLA is to allow employees to balance their work and family 

life.4  

Disclaimer: 
The information provided in this FMLA policy is not meant to create a 
warranty or right, expressed or implied, to benefits and is provided for 
informational purposes only, The FMLA policy and procedure documents 
adopted by Federal/State/Local laws are controlling in the event of errors or 

discrepancies. 

2. Basic Family Leave 
Eligible employees have the right to take job-protected unpaid leave, or to 
substitute paid leave if the employee has earned it, for up to a total of twelve 

(12) workweeks in a twelve (12) month period, as defined in this policy, 

because of an FMLA qual))52ing reason: 
a, 	the birth of a child5  or the placement of a child with the employee for 

adoption or foster care°, and/or 

b. 	because the employee needs to care for a family member (e.g. 
spouse, or parent) with serious health condition', and/or 

c, 	because the employee's own serious health condition makes the 

employee unable to do the employee's job.8  

3. Military Family Leave Entitlements 

a. 	Military Caregiver Leave 
Eligible employees have the right to take job-protected unpaid 

military caregiver leave9  (also referred to as covered servicemember 

leave), or to substitute paid leave if the employee has earned it, for a 
period of up to twenty-six (26) workweeks in a single 12-month 

period to care for a covered servicemember (e.g. spouse, son, 

daughter, parent, or next of kin) with a serious injury or illness. 

3 Family and Medical Leave Act of 1993, Public Law 103-3 (February 5, 1993), 107 Stat. 6(29 U.S.C. 2601 et seq., as 

amended). 
4 See 29 CFR § 825.101 (July 1,2010 Edition) 
5 See 29 C.F.R. § 825.120 (July 1, 2010 Edition) 
6 See 29 C.F.R. § 825.121 (July 1, 2010 Edition) 
7 See 29 C.F.R. §§ 825.113, 114, 115, 119 (July 1, 2010 Edition) 

See Id, 
9 The National Defense Authorization Act for Fiscal Year 2008 (2008 NDAA) Public Law 110-181, amended the 

FMLA. 
Page 2-20 (- 36-) 

Ch. 2-20 Position Classification, Compensation and Pay Plan, Benefits and Employee Programs 	06-28-2012 

nshah
Highlight



CITY OF TYLER POLICIES, PROCEDURES, REFERENCE GUIDE, AND ORGANIZATIONAL CULTURE 

servicemember, the spouses may only take a combined total of 

twenty-six (26) weeks of leave. 

8. 	Coordination of Benefits (i.e. Health Insurance, PTO, Sick Leave, Vacation 

Leave, etc.) 

a. Health Insurance 

During approved FMLA leave, the employee will continue to pay 
their portion of the health insurance premium, through payroll 
deduction or personal finances. The employee is also responsible for 
other benefit premiums normally taken from his/her paycheck. If an 
employee does not return to work, other than for a continued 

serious health condition of the employee or the employee's family 

member, or the serious injury or illness or a covered 

servicemember, or another reason beyond the employee's control, 

the City may require the employee to reimburse the City the 
amount the City paid for health, dental and life insurance 
premiums during their leave.44  

b. Paid Leave Concurrent With FMLA - PTO, Sick Leave, Vacation 
Leave and Holiday Pay 

If an employee has accumulated PTO (non-civil service), sick or 
vacation time or "comp time" (Civil Service) (if eligible), he/she 
MUST take paid leave concurrent with FMLA leave until paid leave 
is exhausted. The balance of the employee's FMLA leave entitlement 
will be provided without pay. Contact the Human Resource 
Department for additional information regarding how this will apply 
to your type of FMLA event. 

Employees will continue to accrue leave benefits such as PTO (non-
civil service), sick leave (Civil Service), vacation leave (Civil 
Service) and holiday pay while on paid leave status (paid leave status 
does not include short term disability). However, once an employee 
is on an unpaid leave status, the employee will not accrue additional 
PTO, vacation, sick leave or paid City holidays, until the employee 
returns to work. 

9. 	Employee's Responsibility 

a. 	If the need for leave is foreseeable, an employee must give at least a 
thirty (30) day notice written by completing a FMLA Request form 

44 See 29 C.F.R § 825.100(b) (July 1, 2010 Edition) 
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(Form 2-29-A)  and submit to supervisor or Human Resources 
Department if his/her desire to take family and/or medical leave. 

b. 	If the need for leave is unforeseeable, an employee must give notice 
as soon as practicable by completing an FMLA Request form (Form 
2-29-A)  and submit to supervisor or Human Resources Dep. ent. 
If unable to complete an FMLA request form, employee must make 
contact with his/her supervisor or Human Resource Department. 
Typically, this is within one (1) or two (2) business days of learning 
of the need for leave, except in extraordinary circumstances where 
such notice is not feasible. 

When requesting FMLA leave, the employee must specify when the 
leave is to begin and end, or any intermittent or reduced leave 
schedule requested. City will require  an eligible employee to use any 
accrued PTO, sick leave, vacation, and compensatory time, for part of 
the FMLA leave requested. 

d. It is the employee's responsibility to make every reasonable effort to 
schedule leave so as not to disrupt unduly the Department's 
operations. 

e. During any FMLA leave, City will maintain the employee's Insurance 
coverage under City's group health, dental, and life, insurance plans, 
as well as other benefits under the same conditions and coverage that 
would have been provided if the employee had been continuously 
employed during the entire leave period. Employees must pay their 
normal premiums during the FMLA leave to the Finance Department 
in accordance with procedures established by Finance Department at 
the end of each month to maintain next month's coverage. 

During approved FMLA leave, the City may require an employee to 
periodically report to his/her supervisor and/or Human Resources 
Department about the employee's status and intent to return to work. 

g. 	When employee has been on FMLA status because the employee was 
unable to perform the employee's job due to a serious health 
condition, before returning to work the employee must provide a 
completed Return to Work form (Form 2-82)  completed by their 
physician or practitioner verifying that the employee is able to 
perform the essential functions of the employee's job with or without 
reasonable accommodation. In addition, City may require a work 
fitness examination before allowing the employee to return to work. 
If an employee fails to provide Return to Work form (Form 2-82),  the 
City may deny job restoration until the form is received.45  

45 See 29 CFR § 825.100(d) (July 1, 2010 Edition) 
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