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HUMAN RESOURCES FACT SHEET 

FMLA 
 
What is FMLA? 

 FMLA provides 12 weeks of job-protected leave (paid or unpaid) to eligible employees. 

 FMLA can be taken all at one time or it can be taken intermittently; however, intermittent leave CANNOT be used for a 
newborn child, newly adopted child, or newly fostered child. 

 FMLA is NOT a type of leave.  Employees are required to use their sick leave, annual leave or leave without pay 
(LWOP), whichever is applicable. 

 An employee must exhaust all applicable leave before going into LWOP status. 

 To manage FMLA, supervisors must understand four areas:  (1) Employee’s eligibility for FMLA, (2) Notification 
requirements, (3) Medical certification requirements, and (4) potential impact on medical insurance premiums. 

 
Is the employee eligible for FMLA? 
Employees must meet both work requirements and medical requirements. 

 Work requirements: 
1. Employed for a minimum of 12 months with the State of Louisiana.  The 12 months does NOT have to be 

all AgCenter time.  Previous employment at another state agency counts towards eligibility. 
2. Must have physically worked at least 1,250 hours in the 12 months prior to the request date. 

 

 Medical requirements: 
1. The employee has and/or is being treated for a serious health condition.   

OR 
2. The employee needs to care for a spouse, parent, or child who has and/or is being treated for a serious 

health condition.   

OR 
3. The employee needs to care for a newborn child, newly adopted child, or newly fostered child. 

 
NOTE:  A child is defined as someone who has not yet reached their 18th birthday, or is over 18 and 
mentally and/or physically handicapped. 

 
What qualifies as a serious health condition? 

 A physical or mental health condition which impairs a person from performing their job duties either full-time or 
part-time.  This includes, but is not limited to, long-term or chronic illnesses, surgery and recovery, physical 
therapy, mental therapy, and short-term or long-term treatment for illnesses. 

 Pregnancy, prenatal care, and/or postnatal care. 

 HR will assist in making the determination when the medical certification forms are submitted by the employee. 
 
Are there special entitlements for military families? 

 12 weeks to address certain qualifying exigencies when a spouse, child or parent is on or called to active duty. 

 26 weeks to care for a covered service member who is receiving medical treatment for a serious injury or illness. 
 
How do I know when an employee needs FMLA or when an employee should start FMLA? 

 30 day notice is to be given by the employee when the need is foreseeable, such as a surgery date, dates of 
regular treatments, dates of delivery, etc. 

 When 30 days is not practical, the employee must provide notice as soon as possible. 
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 If the employee has been out on sick leave for more than one work week, then assume that the health condition 
is covered by FMLA.  We can always go back and ‘undo’ FMLA, but we can’t go back and start FMLA. 

 
What can I ask the employee about their need for FMLA? 

 You may generally discuss the health condition for which FMLA is needed.  You should not discuss any specifics 
about the health condition. 

 You may discuss any questions that relate to attendance. 

 If the employee is not released to full duty, you may discuss any job related duties to determine the employee’s 
limitations, so that you can make an informed decision whether or not they are able to return to work. 

 You cannot contact a health care provider; only HRM has the authority to do so. 
 
How do I monitor the employee’s FMLA use? 

 Employees MUST comply with normal call-in procedures.  YOU determine how often and when the employee 
updates you on their attendance status. 

 Employees must inform you of any absences related to FMLA when they call in, which is then documented on 
the time sheet for classified employees or the leave request form. 

 
How is the employee notified of FMLA requirements? 

 Employees will be notified by HRM whether or not they are eligible for FMLA and if it is approved or not, as well 
as any additional pertinent information.  

 FMLA Notification and the Medical Certification forms are to be completed and submitted to you.  The forms are 
then forwarded to HRM for review and final approval. 

 If the employee submits the forms directly to HRM, then HRM will provide you with the necessary information. 

 FMLA may be denied if documentation is not submitted in a timely manner and is not complete.  
 
How is FMLA documented? 

 The Medical Certification Form is required to determine if the leave meets the criteria for FMLA and to certify 
that the employee is able to return to work following FMLA. 

 Depending on the length of the leave period, multiple medical certifications may be required.  HRM may require 
additional or periodic medical certification forms at the request of the supervisor. 

 Medical release is required PRIOR TO return to work indicating whether or not there are any work restrictions. 

 If the employee shows up to work with Medical Certification to return to work, before allowing the employee to 
start work, ensure that the date is correct and that the employee is released to full duty. 

 The employee may be released to perform light duty, which may not be available in your department.  If the 
medical provider indicates restrictions, you should discuss with your unit head to determine it the restrictions 
can be accommodated.  Input from HRM may be requested. 

 
Will the employee’s health insurance be impacted by FMLA?   

 While on FMLA, employee is responsible for their portion of insurance plans. 

 If the employee is in paid status (on leave), the premiums will be deducted from their paycheck as usual. 

 If the employee is in unpaid status (LWOP), arrangements must be made with HRM to pay premiums. 

 Employees on LWOP have a choice of continuing their insurance OR cancelling the insurance while on FMLA. 

 NOTE:  Health, dental and vision insurances may begin again upon return to work after FMLA ends.  Life 
insurance and other miscellaneous insurances may need to be applied for if cancelled while on FMLA.  Consult 
with HRM if applicable. 

 If an employee is unable to return to work at the end of FMLA and is on LWOP, then they will be responsible for 
both the employee and employer portions of premiums. 

 
How does FMLA apply if two family members both work for the State and want time off for the same reason? 

 They have to share the 12 weeks of FMLA, whether it be simultaneous or not. 
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 Example:  A child is born to parents who both work for the State.  If the mother takes 10 weeks for the birth, 
then the father can only take 2 weeks for the birth.  The mother has 2 weeks of FMLA remaining in the year if 
FMLA for another reason is necessary; the father would have 10 weeks of FMLA remaining in the year. 

 Example:  An elderly mother needs care and her adult son and adult daughter both work for the State.  If the son 
takes 4 weeks to care for his mother, then the sister is only eligible to take 8 weeks to care for her mother. 


