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Dear Employee:
We would like to receive your clarification.  Based on information, you have been absent for illness (either your own or a qualifying family member’s) for more than three (3) consecutive days.  There may also have been a reference about a health care provider.  However, we do not have sufficient information for Family Medical Leave Act.  If your absence meets the appropriate criteria below, we will consider it “protected” and count it toward the maximum of 12 weeks that you may use under FMLA.   The City is entitled to designate an absence as FMLA concurrently with other types of absence, such as sick leave, vacation, bonus leave or leave related to an on the job injury.  
Please consider the factors below when responding to this memo or completing the Certification/Request of Absence.  The City will decide whether your absence meets one of the six FMLA pathways for serious health condition, such as “Absence plus Treatment.”  Attached is _____________ and a copy of your Rights and Responsibilities.  
If you do not provide further information within 15 days of receipt of this notice the City shall assume that for this absence there is insufficient information to identify this condition as qualifying under FMLA.  Therefore, you will not have the protections granted under FMLA.  
USE THESE FACTORS TO ASSIST YOU IN ASSESSING “ABSENCE PLUS TREATMENT
1.	If incapacity due to a health condition has been more than 3 consecutive days; and
2.	If you have been treated by a health care provider for this condition; and
3.	You received a medical prescription or other therapy under orders of the provider or you received a 2nd treatment by this health care provider for the same health condition
If you have already returned from this leave and you want to qualify this absence as FMLA time qualifies for protection under FMLA, you will need to provide the necessary documentations within 2 work days of this request, assuming that you have returned from your absence.  
Please remember it is your responsibility to inform the appropriate personnel any time that you are absent or intend to be absent.  Additionally, you are reminded that paid time off runs concurrently with any granted FMLA leave.
You are also reminded that pursuant to City policy, PM- 46-03, medical documentation is required for your absence.  Without the necessary medical documentation for your absence the City will consider your absence unexcused and you will not be paid for the missed time.   A failure to provide the necessary medical documentation within 2 days of your return to work may also result in disciplinary proceeds being instituted against you in accordance with the City’s policies and any applicable Memorandum of Understanding.
If you believe you will require more than 12 weeks of leave, please refer to PM 50-03 of the City’s Personnel Policies and Procedures.  The City’s Policies and Procedures are posted on-line at www.cityofmemphis.org.
