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CITY OF HAMMOND
ORDINANCE NO. 15-5447 C.S.

An ordinance to amend the City of Hammond Personnel
Policies Rule V regarding sick leave and use of FMLA,

BE IT ORDAINED by the City Council of Hammond, Louisiana, that:

The above and foregoing ordinance having been duly submitted to the Hammond City Council in
writing: introduced at a public meeting on September 1, 2015 of the Hammond City C ‘ouncil
and discussed at a public meeting held on September 15th, 2015: after motion and second was
submitted to the official vote of the Hammond City Council.

On motion by Jason Hood and second by Janice Carter Beard the foregoing ordinance was

&

hereby declared adopted on September 15th, 2015 by the following roll call vote:

Yotes: Johnny Blount (A) Jason Hood (Y) Janice Carter Beard (Y) Lemar Marshall {Y)
Mike Williams (YY) Motion approved.

WHEREFORE the above and foregoing ordinance was declared duly adopted on this
15th, Day of September, in the vear 2015, at Hammond, Tangipahoa Parish, Louisiana.
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Rule V-11 Family and Medical Leave

The Famlly and Medlcal Leave Act requlres employers to provide up to twelve(12) Weeks

of unpaid, Job—protected leave to "eligible" employees for certam
famlly and medical reasons for each twelve(12) months of employment. The Personnel
Department shall be responsible for advising employees of their ability to qualify for
Family and Medical Leave. To this end, the Personnel Department shall cause to be
continually posted the notice Your Rights under the Family and Medical L eave Act of 1993
or any successor document outlining the rights and obligations of employees and employers
under the Act.
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The City of Hammond reserves the right to evaluate and determine whether requests for leave
pursuant to the Family and Medical Leave Act qualify. Employees shall provide thirty
(30) days advance notice of foreseeable need for such leave. The City shall refer to the
regulation, the notice, and other publications from the Department of Labor to comply
with the Act, and shall provide employees with a copy of each document, if desired. The
procedures below outline our process for compliance with the Act.

Job Protection and Benefits

Upon return to work from Family and Medical Leave, employees shall be returned to
the same or an equivalent job and shall not lose any employment benefit that accrued
prior to the start of the leave. Employees' health insurance benefits and other applicable
insurance benefits, if any, shall be maintained as though the employees continually
worked. ] i




Personnel Department Obligations

The Personnel Department shall maintain posted notice of family and medical leave with
other legal notices, review family and medical leave as a part of new employee orientation,
request documentation of need for leave from the health care provider, and shall determine if
the leave is covered by the Family and Medical Leave Act. If covered, the Personnel
Department shall be obligated to perform the following:

Provide employee with a copy of the notice Your Rights under the Family and Medical
Leave Act of 1993 and a copy, if desired, of other Department of Labor documents used
to determine entitlement.

Review the policy and applicable requirements from the regulation, including:

a. advance notice,

b. alternative schedules,

c. other health care provider documentation at our expense, and

d. documentation from health care provider of employee fitness to return to
work.

Determine employee eligibility for Family and Medical Leave, based on the 12 months
of employment preceding the request for leave, and determines if employee is a Key
Employee as defined by the act.

Determine if alternative schedules for leave may be discussed with employee, and
determines if Key Employee shall be reinstated.

Determine with employee the appropriate amounts of leave, based on the medical
documentation. Increments of leave shall be one of: A. One block of time of more than
three days B. Intermittent blocks of time of more than three days; or C. Adjustments to
work schedule in increments of days, half days, and quarter hours.

Determine the expected date of return from leave and specifies the periodic reports on status
required of the employee.

Outlines employee's payment options for continuing health insurance and other insurance



benefits during leave, including employee's obligation to reimburse the City if the employee
does not return to work.

e Summarize employee's options in a memorandum, and provides copy for employee.
e Review memoranda, selects from options, and signs the memorandum, keeping a copy.
e C(Cooperate in obtaining additional medical documentation.

e Provide the required status reports.

e Review status reports as needed with employee to determine if leave may be
shortened or extended.

e Document the amounts of leave for purposes of complying with the Act and for
determining eligibility for future leave.

%

Payroll Office Obligation In the event an employee qualifies under the Family and
Medical Leave Act, the payroll office shall pay the employee portion of medical and other
isurance as scheduled, or notify Personnel if payment shall not be made.

1. Employee Obligation. In the event an employee qualifies under the Family and Medical
Leave Act, the employee shall be responsible for confirming the date of return in advance as
follows:

e One day in advance if leave is less than five days
e Three days in advance if leave is from six to ten days, and
e Five days in advance if leave is more than ten days.

Furthermore, the employee shall provide documentation from health care provider of
employee's ability to perform the essential functions of the job.



