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Headquarters Human Resources wants you to be aware that the Office of Personnel Management has revised the rules on sick leave for family care and medical documentation.  The changes will take effect October 1, 2006.  The changes will standardize and simplify the policies for sick leave for the care of a family member.  The 2 major parts to the new rule are:

Sick Leave for Family Care

· Family Friendly Leave :  All full time employees earn a total of 13 workdays (104 hours) of sick leave a year.  These hours can be used to care for a family member (called Family Friendly Leave) but there have been restrictions on the use of Family Friendly Leave.  If you used more than 40 hours of Family Friendly Leave in a calendar year, you were required to maintain a sick leave balance of 80 hours.  This requirement has not been eliminated.  This affects use of sick leave to:

· Provide care for a sick family member, including accompanying a family member on a medical appointment.

· Make arrangements upon the death of a family member

· Attend the funeral of a family member.

· Family and Medical Leave Act :  The 80-hour balance requirement was also eliminated to permit employees to use up to 480 hours (12 weeks) of sick leave during a 12 month period, in lieu of leave without pay, to care for a family member with a serious health condition under the provisions of Family and Medical Leave Act.  FMLA has specific definitions of family members and serious health conditions.  For more information please see http://www.opm.gov/oca/leave/HTML/12week.asp or contact Headquarters Human Resources at 703.358.1743.
Medical Documentation
The medical documentation required to take sick leave to care for a family member under Family Friendly Leave is now the same as the requirement under the Family and Medical Leave Act.  The attached form should be used by all employees when requesting sick leave to care for a family member – under Family Friendly Leave or FMLA.  Service policy, located at 226 FW 2.10F (http://www.fws.gov/policy/226fw2.html) requires medical documentation for any sick leave that exceeds 3 consecutive workdays, however, a supervisor may require medical documentation for any period of sick leave, if he or she considers the employee’s leave record justifies the request.  An employee must provide this documentation no later than 15 calendar days after requesting the leave.  A 30-day extension may be permitted only if the certification cannot be obtained with the time limit, and only if the employee made a diligent, good faith effort.

Time Sheet Coding
When using sick leave under the Family Friendly policy or Family and Medical Leave Act  to care for a family member, it must be coded as FFI, not 030.  This will still appear as a sick leave charge on your leave and earning statement.  There are additional codes for FMLA for personal illness, birth and adoption.  Please contact HRHQ at 703.358.1743 if you need assistance with additional codes.
Summary
In order to use up to 104 hours of Family Friendly Leave each calendar year or 480 hours of sick leave during a 12 month period, in lieu of leave without pay, under the Family and Medical Leave Act, employees no longer need to maintain a 80 hour balance of sick leave.  All employees requesting sick leave to care for a family member must provide their manager the attached form, completed by a physician within 15 days of requesting the leave.

If you have any questions about this or any other leave related issues, please contact Rebekah Giddings at 703.358.2117.
