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     MONROE COUNTY – MEDICAL CERTIFICATION


    MC-12
Wisconsin Family and Medical Leave Act (103.10)

Federal Family and Medical Leave Act of 1993

Questions 1-4 to be completed by employee:
1.  Name:__________________________________________  2.  Department:__________________________










   Hire Date:___________________________

3.  Reason for absence:  (check one)

___Birth or placement leave – date of anticipated birth or placement:____________________

   (30 days notice required)

___Family illness leave for child, spouse, parent (two weeks notice required, if possible)


name and relationship:___________________________________________

___Employee medical leave (two weeks notice required, if possible)

4. List the date(s) and hour(s) you are requesting leave and how they are to be paid:

______________________________________________________________________________________________


I understand that any misrepresentation by me in completing this form may subject

me to disciplinary action by Monroe County.  I attest to the truthfulness and

accuracy of the above information.  I have been provided a copy of the Monroe

County Family and Medical Leave Policy, and I will receive a copy of this

completed form as notice that the leave is designated Family and Medical Leave for

record keeping purposes.



_______________________________________
date:  _____________________



employee signature

Questions 5-10 to be completed by health care provider:
5. Name of health care provider (print):______________________________________________________

6. Specialty and facility:____________________________________________________________________

7. Date of treatment:_______________________________  check one: ____inpatient  ____outpatient

8. Describe medical condition of employee or employee’s family member:________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

9. On what date(s) has the above condition rendered the employee unable to perform his/her job duties:____________________________________________________________________________________

10. Was the employee or qualifying family member examined and treated for a serious health condition, defined as a disabling physical or mental illness, injury, impairment or condition involving outpatient care requiring continuing treatment or supervision by a health care provider, or inpatient care in a hospital, nursing home, or hospice?
  ____yes    ____no (check one)

I, the undersigned, attest to the truthfulness and accuracy of the above information and affirmatively represent that I, on the above-listed date, did personally undertake a medical examination and/or treatment of the above-named employee or qualifying family member.


____________________________________   date:________________


health care provider signature


___approved  ___denied
________________________________________  date:_________________






Department Head or Designee


___approved  ___denied
________________________________________  date:_________________






Personnel Director


4.44
FAMILY AND MEDICAL LEAVE. <1/94>  Family and medical leaves are available to employees as specified below or as may be provided under other existing policies or agreements.  The intent of this policy is to comply with both the Wisconsin and Federal Family and Medical Leave Acts.  Should this policy conflict in any way with the applicable federal and state statutes or regulations, then the statutes or regulations shall control.  


(1)
GENERAL REQUIREMENTS.  (a)  Eligibility:  Employees who have been employed by Monroe County for at least one year and who have worked 1,000 hours during the preceding 52 weeks are eligible upon request for family and medical leave under this policy.


(b)  Length of Leave:  In a calendar year, no employee may take more than 12 weeks for any one leave or combination of leaves for birth or placement, family illness or employee medical leave.  Time allowed under County policies and agreements and also under federal and state statutes is to be used concurrently and not consecutively.  For example, County sick leave used for the birth of a child also qualifies as birth or placement leave under the state and federal laws and, therefore, is also deducted from an employee's leave entitlement under the state and federal laws.


(c)  Definitions:  1.  "Serious health condition" is defined as a disabling physical or mental illness, injury, impairment, or condition involving any of the following:


a.  Inpatient care in a hospital, nursing home, hospice, or residential medical facility.


b.  Outpatient care that requires continuing treatment or supervision by a health care provider.


2.  "Week" means five eight hour work days of leave for purposes of calculating intermittent or partial leave.


3.  For each work day or work week in which an employee works fewer than the regularly scheduled hours by using intermittent or partial leave, the specific amount taken will be deducted for purposes of computing leave taken and leave remaining.


4.  "In loco parentis" means having day-to-day responsibilities to care for and financially support a child with whom one has no biological or legal relationship.


5.  Calendar year refers to the months of January through December.


(2)
BIRTH OR PLACEMENT LEAVE.  (a)  Unpaid birth or placement leave may be used within 16 weeks before, or within 12 months following the birth of the employee's natural child, the placement of a child with the employee for adoption, or the placement of a child with the employee for 24-hour foster care that is made by or with agreement of a licensed child welfare agency or County Social Services/Human Services Department.


(b)  In a calendar year, no employee may take more than 12 weeks of birth or placement leave.  In addition, no more than 12 weeks leave can be taken for the birth of any one child.  If both the mother and father of a child are employed by the County, they are entitled only to a combined total leave of 12 weeks.  


(c)  An employee may substitute a maximum of six weeks accrued paid sick leave or other accrued leave for the first six of the otherwise unpaid 12 week period, provided the first six weeks occur within a period of 16 weeks before to 16 weeks after the birth or placement.  (See 4.43(12) regarding restrictions.)  After the first six weeks, county policy requires that any paid vacation, floating holiday or compensatory leave time be used prior to unpaid leave for part or all of the remaining leave period. <12/00>  No substitution of accrued paid sick leave is permitted for foster care placement.


(d)  An employee must submit a written request for birth or placement leave not less than 30 days before the leave is to commence and must schedule the leave after reasonably considering the County's needs.  If the date of the birth, adoption or foster care placement requires leave to begin sooner, the employee shall provide notice as soon as possible.  The employee shall identify if and what type of paid accrued leave the employee intends to substitute as provided under the law.  All of the notification requirements are included on the Medical Certification form available from the Personnel Department.


(e)  For the first six weeks, an employee may take birth or placement leave as an intermittent or partial absence in employment in increments of no less than one-half hour, or as allowed by union agreement.  An employee who does so shall schedule the intermittent or partial absence so it does not unduly disrupt the County's operations.  To comply with this requirement, an employee must provide the County, in writing, with the proposed schedule of intermittent or partial absences no less than two weeks before the schedule of absences is to begin.  The schedule must be sufficiently explicit so that the County is able to schedule replacement employees, if necessary, to cover the absences.  Intermittent or partial leave must conclude within sixteen weeks following the birth, adoption or foster placement of a child.  The remaining period of up to six weeks must be taken in a single block, but exceptions may be granted by the Personnel and Bargaining Committee.


(f)  The employee must provide medical certification as required in (5) below.


(3)
FAMILY ILLNESS LEAVE.  (a)  All County employees may use 24 hours of family sick leave annually in accordance with Personnel Policy 4.40(2)(c)3, if required to give care and attendance to a member of the immediate family (spouse, child, or other relative who is a member of the employee's immediate household).<1/95><12/99>  The hours, if used, shall be taken from the employee's annual accrual of sick leave. These absences are not required to meet the "serious health condition" requirements of the state and federal laws.  


(b)  Unpaid family illness leave may be used to care for an individual who has a serious health condition and is the employee's:


1.  Spouse


2.  Biological, adopted or foster child


3.  Child for which the employee stands "in loco parentis"


4.  Biological parent or parent who stood "in loco parentis" to employee


5.  Spouse's parent


(c)  In a calendar year, no employee may take more than 12 weeks of family illness leave for the employee's spouse, child or parents.  A maximum of two weeks of family illness leave may be taken for a spouse's parent.


(d)  An employee may substitute a maximum of two weeks accrued paid sick leave or other accrued leave for the first two weeks of the otherwise unpaid 12 week leave period.  After the first two weeks, county policy requires that any paid vacation, floating holiday or compensatory leave time be used prior to unpaid leave for part or all of the remaining leave period.  <12/00>


(e)  An employee must consider the needs of the County when scheduling family illness leave.  If an employee intends to use family illness leave for planned medical treatment or supervision of a family member, as defined above, the employee must do the following:


1.  Give the County two weeks advance written notice of the intent to take such leave, the reason for the leave, and the planned dates of the leave.  This requirement may be waived in emergency situations.  The employee shall also identify if and what type of paid accrued time the employee intends to substitute as provided under the law.  All of the notification requirements are included on the Medical Certification form available from the Personnel Department.


2.  Schedule medical treatment or supervision so that it does not unduly disrupt the County's operations.  Provide the County with a proposed schedule for the leave with reasonable promptness after the employee learns of the probable necessity of the leave.  The schedule must be sufficiently explicit so that the County can schedule replacement employees, if necessary.


3.  Provide the required medical certification as required in (5) below.


(f)  When medically necessary, an employee may take family illness leave as an intermittent or partial absence from employment in increments of no less than one-half hour, or as allowed by union agreement.  An employee who does so shall schedule the intermittent or partial absence so it does not unduly disrupt the County's operations.  To comply with this requirement, an employee must provide the County, in writing, with the proposed schedule of absences with reasonable promptness after the employee learns of the probable necessity of such leave.  


(4)  EMPLOYEE MEDICAL LEAVE.  (a)  Paid medical leave may be used by an employee in accordance with Personnel Policy 4.40 SICK LEAVE.


(b)  Unpaid medical leave may be used by an employee who has a serious health condition which makes the employee unable to perform his or her job duties.  An employee may choose that any paid accrued leave be substituted for part or all of the otherwise unpaid 12 week leave.  After the first two weeks, the County requires that any paid vacation, floating holiday or compensatory time be used prior to unpaid leave for part or all of the remaining unpaid leave. <12/00>  No employee may take more than 12 weeks of medical leave in a calendar year, except as provided in (a) above.


(c)
An employee may schedule medical leave as medically necessary.  If an employee intends to use the medical leave for a planned medical treatment or supervision, the employee must:


1.  Give the County two weeks written advance notice of the intent to take a leave, the reason for the leave, and the planned dates of leave.  This requirement may be waived in emergency situations.  The employee shall also identify if and what type of paid accrued leave the employee intends to substitute as provided under the law.  All of the notification requirements are included on the Medical Certification form available from the Personnel Department.


2.  Schedule the medical treatment or supervision so that it does not unduly disrupt the County's operations.  Provide the County with a proposed schedule for the leave with reasonable promptness after the employee learns of the probable necessity of the leave.  The schedule must be sufficiently explicit so that the County can schedule replacement employees, if necessary.


3.  Provide the required medical certification as required in (5) below.


(d)  When medically necessary, an employee may take employee medical leave as intermittent or partial absences from employment in increments of no less than one-half hour, or as allowed by union agreement.  An employee who does so shall schedule the intermittent or partial absence so that it does not unduly disrupt the County's operations.  To comply with this requirement, an employee must provide the County, in writing, with the employee's proposed schedule of intermittent or partial absences with reasonable promptness after the employee learns of the probable necessity of such leave.


(5)  MEDICAL CERTIFICATION.  (a)  If an employee requests leave under this policy, the employee must obtain a Medical Certification form from the Personnel Department.  This form must be completed by the employee and the health care provider treating the family member or employee.  In the case of placement for adoption or foster care, a copy of the legal documentation attached to the Medical Certification form will substitute for the health care provider's certification.


(b)  If requirements for certification are not completed, the County may deny the leave.  The County may request a second health care provider's opinion and/or periodic recertification at the County's expense.


(6)  INSURANCE AND BENEFITS.  (a)  While an employee is on approved paid leave, benefits continue as if the employee remained at work.  While an employee is on approved unpaid leave, the County will maintain group health insurance under the conditions that applied before the leave began, and the employee will make arrangements to pay the employee's portion of the health insurance premium and the full premium for life and dental insurance <1/97> during the term of the unpaid leave.  The County's obligation to maintain health insurance benefits will terminate if and when an employee informs the County of an intent not to return to work at the end of the leave period, if the employee fails to return to work when leave entitlement is depleted, or if the employee fails to make any required payments while on leave.


(b)  If the employee does not return to work after the leave entitlement has been exhausted, the County has the right to recover the health insurance premiums paid on behalf of the employee during a period of unpaid leave.  An employee must return to work for at least thirty calendar days in order to be considered to have "returned" to work.  The employee's 

liability to repay health insurance premiums may be appealed to the Personnel and Bargaining Committee if the failure to return to work is due to a serious health condition or other specific circumstances beyond the control of the employee.


(7)  RETURN FROM LEAVE.  (a)  An employee returning from employee medical leave is required to obtain medical certification from the health care provider that the employee is able to resume work.


(b)  An employee returning from leave as provided under this policy can return to his or her prior position if vacant at the time the employee returns to work.  If the position is no longer vacant, the employee shall be offered an equivalent position with equivalent benefits, pay, and other terms and conditions of employment.


(c)  An employee may return to work prior to the scheduled end of the leave.  The employee shall be returned to his or her prior position or an equivalent position within a reasonable time after the request to return to work early is made.


(8)  INTERPRETATION.  Any questions regarding Family and Medical Leave use and/or interpretation should be directed to the Personnel Department for clarification.

