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Leave-Employee Medical Leaves-FMLA/Temporary Disability/Assault                            DECA (R1) 

  
I.​ FMLA  

 

Eligibility: Employees must be employed for at least 12 months and worked at least 1250 hours during the 12 

month period. 

 

      Employee Responsibilities 

​  

1.​ When an employee becomes aware of need for medical leave due to a FMLA Qualifying Event, 

he/she must make a request for leave 30 days prior to the expected date of leave (or as soon as 

possible if unforeseen). 

 

2.​ To make a request, the employee completes the required paperwork (found on the Human 

Resources page), obtains his/her supervisor’s signature, and forwards to Human Resources. 

 

3.​ The employee will contact the Payroll Department regarding pay while on approved leave to discuss 

pay options. 

 

4.​ The employee coordinates with the HR Department to ensure that his/her benefits continue while 

on approved leave.  If the employee does not receive a paycheck while on approved leave, the 

employee is responsible for paying his/her premium payments each month in the HR department. 

 

5.​ The employee will return to work on the day indicated by his/her healthcare provider on the leave 

paperwork including the signed Return to Work Form. If the employee has restrictions, he/she will 

notify the HR Department prior to reporting to work.   

  

6.​ The employee will contact the HR Department if his/her return to work date changes from what was 

indicated by his/her healthcare provider on the leave paperwork. 

 

 

      Supervisor Responsibilities 

 

1.​ The supervisor will ensure that the employee completes the required paperwork when he/she 

becomes aware of the employee’s need for leave due to a FMLA Qualifying Event. 

 

2.​ The supervisor will sign the forms. 

 

3.​ If the supervisor becomes aware that an employee is out of work due to a FMLA Qualifying Event, 

with or without notification from the employee, the supervisor will notify HR within 5 days of the 

beginning of the absence. 

 

4.​ The supervisor will work in conjunction with the HR Department to ensure that employees who 

return from a medically necessary leave adhere to any restrictions placed by their healthcare 

provider. 
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5.​ The supervisor will ensure the employee does not return to work without completing the Return to 

Work Form and forwarding it to Human Resources. 

  

  Human Resources Responsibilities 

 

1.​ When the HR Department becomes aware of an employee’s absence due to a FMLA Qualifying Event, 

HR will send required paperwork to employee for completion. 

 

2.​ The HR Department will coordinate and approve the employee’s leave based on medical 

documentation provided by his/her approved health care provider. 

 

3.​ The HR Department will provide the employee with a response letter. The letter will include 

information about approved/not approved leave, length of leave and responsibilities of the 

employee to ensure benefits continue to be paid. 

 

4.​ The HR Department will notify the employee and his/her supervisor of approved/denied leave 

including the expected return to work date. 

 

5.​ The HR Department will monitor the employee’s amount of time on leave and request doctors’ 

notes when necessary/applicable. 

 

      Length of Leave 

 

1.​ An eligible employee may be entitled to take up to 12 weeks of unpaid leave, during a 12-month 

period. 

 

      Salary and Benefits 

 

​ 1.​ While on FMLA, employees will use any personal/sick days available.   

 

​ 2.​ All benefits for which the employee was eligible on regular duty shall continue while on approved 

leave. The district will continue to pay the district portion of health insurance and the employee 

will pay the employee portion.  

 

      Absent From Duty 

 

1.​ The employee’s supervisor shall complete and approve the Absentee and Substitute Report. While 

on approved leave, available leave days must be applied toward FMLA Leave. 

 

II.​ Temporary Disability Leave 

 

Eligibility: Employees must be considered a benefits eligible employee. 

 

Employee Responsibilities 

​  
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1.​ When an employee becomes aware of need for medical leave due to his/her own serious health 

condition, he/she must make a request for leave 30 days prior to the expected date of leave (or as 

soon as possible if unforeseen). 

 

2.​ To make a request, the employee completes the required paperwork (found on the Human 

Resources page of K-Connect under Leaves), obtains his/her supervisor’s signature, and forwards to 

Human Resources. 

 

3.​ The employee will contact the Payroll Department regarding pay while on approved leave to discuss 

pay options. 

 

4.​ The employee coordinates with HR Department to ensure that his/her benefits continue while on 

approved leave.  If the employee does not receive a paycheck while on approved leave, the 

employee is responsible for paying his/her premium payments each month in the HR Department. 

  

5.​ The employee will return to work on the day indicated by his/her healthcare provider on the leave 

paperwork including the signed Return to Work Form. If the employee has restrictions, he/she will 

notify the HR Department prior to reporting to work.   

  

6.​ The employee will contact the HR Department if his/her return to work date changes from what was 

indicated by his/her healthcare provider on the leave paperwork. 

 

 

      Supervisor Responsibilities 

 

1.​ The supervisor will ensure that the employee completes the required paperwork when he/she 

becomes aware of the employee’s need for leave. 

 

2.​ The supervisor will sign the forms. 

 

3.​ If the supervisor becomes aware that an employee is out of work due to his/her own serious health 

condition, with or without notification from the employee, the supervisor will notify the HR 

Department within 5 days of the beginning of the absence. 

 

4.​ The supervisor will work in conjunction with the HR Department to ensure that employees who 

return from a medically necessary leave adhere to any restrictions placed by their health care 

provider. 

 

5.​ The supervisor will ensure the employee does not return to work without completing the Return to 

Work Form and forwarding it to Human Resources. 

  

      Human Resources Responsibilities 

 

1.​ When the HR Department becomes aware of an employee’s absence due to his/her own serious 

health condition, the HR Department will send required paperwork to employee for completion. 
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2.​ The HR Department will coordinate and approve the employee’s leave based on medical 

documentation provided by his/her approved health care provider. 

 

3.​ The HR Department will provide the employee with a response letter. The letter will include 

information about approved/not approved leave, length of leave and responsibilities of the 

employee to ensure benefits continue to be paid. 

 

4.​ The HR Department will notify the employee and his/her supervisor of approved/denied leave 

including the expected return to work date. 

 

5.​ The HR Department will monitor the employee’s amount of time on leave and request doctors’ 

notes when necessary/applicable. 

     

Length of Leave 

 

1.​ An eligible, certified employee may be entitled to take up to 180 days of Temporary Disability 

leave.   

 

2.​ An eligible, non-certified employee may be entitled to take up to 90 days of Temporary Disability 

Leave. 

 

      Salary and Benefits 

 

1.​ While on Temporary Disability, employees are paid if personal/sick days are available. The district 

will not continue to pay the district portion of health insurance; if the employee is in a non-paid 

status, the employee will pay the entire health insurance premium each month in the HR 

Department. 

  

      Absent From Duty 

 

1.​ The employee’s supervisor shall complete and approve the Absentee and Substitute Report. While 

on approved leave, available leave days must be applied toward Temporary Disability Leave. 

 

III.​ Assault Leave  

 

​ Eligibility:  All district employees. 

 

      Employee Responsibilities 

 

1.​ When an employee becomes aware of need for assault leave, he/she makes a request for leave 

immediately. 
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2.​ To make a request, the employee completes the required paperwork found of the Human Resources 

page of K-Connect under Leaves, obtains his/her supervisor’s signature, and forwards to Human 

Resources. 

3.​ The employee will coordinate with the HR Department to ensure that all benefits that the employee 

was eligible to prior to leave, continue while on approved leave.   

 

4.​ The employee will return to work on the day indicated by his/her healthcare provider on the leave 

paperwork including the signed Return to Work Form. If the employee has restrictions, he/she will 

notify the HR Department prior to reporting to work.   

 

5.​ The employee will contact the HR Department if his/her return to work date changes from that 

which was designated on leave paperwork by his/her health care provider statement. 

 

 Human Resources Responsibilities 

 

1.​ When the HR Department becomes aware of an employee’s absence due to a serious health 

condition, the HR Department will send required paperwork to employee for completion. 

 

2.​ The HR Department will investigate and determine if incident meets Assault Leave criteria. 

 

3.​ The HR Department will provide the employee with a response letter. The letter will include 

information about approved/not approved leave, length of leave and responsibilities of the 

employee to ensure benefits continue to be paid. 

 

4.​ The HR Department will notify the employee’s supervisor of approved/denied leave. 

 

5.​ The HR Department will monitor the employee’s amount of time on leave and require doctors’ notes 

when necessary/applicable. 

 

“An injury is treated as an assault if the person causing the injury could be prosecuted for assault or could 

not be prosecuted only because that person’s age or mental capacity renders the person 

non-responsible for purposes of criminal liability.” 

 

Length of Leave 

 

1.​ An eligible, certified employee may be entitled to take up to two years of Assault leave.   

 

  Salary and Benefits 

 

1.​ While on Assault Leave, employees are paid their regular salary. 

  

  Absent From Duty 

 

1.​ The employee’s supervisor shall complete and approve the Absentee and Substitute Report.  
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Attachment:  Flowchart 
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