
SYCAMORE  (FMLA) INFORMATION 
 

1.​ HR sends/gives the federal forms for FMLA to the employee. 
2.​ The employee and the employee’s doctor complete the FMLA forms and return them to  HR. 
3.​ The appropriate building/department level employee will put the leave dates in the FRONTLINE 

attendance system for all days of leave. 
a.​ If the employee is using sick leave during FMLA - Frontline should have the leave listed as sick, 

then in the notes put FMLA. 
b.​ If the employee is taking FMLA without pay - Frontline should have the leave listed as FMLA. 

This indicates to payroll the leave is unpaid. 
4.​ The Treasurer/CFO’s Department will calculate any unpaid leave days.  
5.​ HR will share the calculation with the staff member. 
6.​ All communication for leaves will be done via Sycamore email and copied to the personal email on file. 
7.​ Reply all when you are communicating with the HR team. 

 
IMPORTANT ITEMS TO KNOW 

 
1.​ FMLA under the law is unpaid. 
2.​ FMLA is 60 workdays in total from the first day out for a specific purpose. 
3.​ For SEA Maternity Leave: 

a.​ The employee requesting the leave will confirm with HR and the exact DATE OF BIRTH of the 
child. 

b.​ A woman who gives birth via a traditional method will receive 30 paid sick days to recover from 
giving birth. This is paid only if the employee has the leave available in their accumulated leave. 

c.​ A woman who gives birth via a c-section will receive 40 paid sick days to recover from giving 
birth.   

i.​ These days are counted beginning with the DATE OF BIRTH of the baby. 
4.​ For Admin, Exempt and OAPSE Maternity Leave: 

a.​ The employee requesting the leave will confirm with HR and the exact DATE OF BIRTH of the 
child. 

b.​ A woman who gives birth via a traditional method will receive 6 weeks of paid sick days to 
recover from giving birth. This is paid only if the employee has the leave available in their 
accumulated leave. 

c.​ A woman who gives birth via a c-section will receive 8 weeks paid sick days to recover from 
giving birth.  

d.​ These days are counted beginning with the DATE OF BIRTH of the baby. 
e.​ If the employee wishes to take additional time after FMLA that leave will be unpaid medical 

leave. 
5.​ To use paid leave during FMLA an employee must have the days available in their sick, personal or 

vacation leave balances. 
6.​ The employee who is adding a new family member must log into the Benelogic System to add the new 

family member within 30 days of the birth of the child.   
7.​ All necessary documentation for benefits is to be provided by the parent via the Benelogic System. 
8.​ Adjustments for the insurance premiums will be made once the enrollment changes are confirmed. 
9.​ Employees on unpaid Child Care Leave for an entire month must pay 100% premium for health/dental 

insurance. 



10.​Employees on unpaid Family Medical Leave for an entire month must pay a 15% premium for 
health/dental insurance. 

11.​Employees on unpaid leave who do not achieve 120 days of paid work days, will not get a step on the 
salary schedule the following year. 

 
RETURN TO WORK 

 
1.​ After the leave has ended the employee must notify the HR team they are actually at work on the 

planned date. This can be done via email. 
2.​ If the employee has any restrictions from a doctor they must be reviewed prior to the employee 

returning to work. 
3.​ The employee is responsible for their Frontline information. If a secretary puts the leave in the system 

the staff member should review and discuss any discrepancies. 
4.​ The Frontline system is the district’s final source of attendance information for leaves. 
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