DESOTO COUNTY SCHOOL DISTRICT
Human Resources Department

Family and Medical Leave Act of 1993 (FMLA)
Employee Information

Your Steps & Responsibilities

Notify your school/department or Human Resources of your Family
& Medical Leave request no later than two (2) business days after
the date you need your leave to start. Complete the FMLA Leave
Employee Request form

To ensure eligibility for FMLA leave, Human Resources will
determine if you have been employed for a period of twelve (12)
months and worked at least 1,250 hours during the twelve (12)
months immediately preceding the beginning of your requested
leave.

If requesting FMLA for a serious health condition, take the
Certification of Health Care Provider form to your doctor/health
care provider for completion.

e The Certification of Health Care Provider form is due back
to your school/department or Human Resources 15 days
after you have submitted your FMLA Leave Employee
Request form

o If any applicable portion of the Certification of Health Care
Provider form is incomplete, the form will be returned to
you for further completion by your health care provider.

Human Resources will review your FMLA Leave Employee
Request form/Cettification of Health Care Provider form and send
you notification of approval or denial of your leave. Please
maintain for your records.

e If your leave request is due to a serious health condition,
HR must have the Certification of Health Care Provider
form before the leave can be approved.

e The letter will include the dates of your leave and your
Return to Work date

You are expected to return to work on the date indicated on your
approval letter
e If your leave is due to your serious health condition, you
must furnish a doctor's authorization to your
school/department in order to return to work.
e If you are unable to return to work on the expected date,
contact your school/department or Human Resources
regarding your leave options.

Debi Barnwell, Human Resources Insurance / Benefits Phone: 863-494-4222 Ext. 193

530 La Solona Avenue
Arcadia, Florida 34266

Fax; 863-494-5733
Email: debi.barnwell@desoto.k12.fl.us




