****Effective January 1, 2013, there is a new process in place to assist with medical confidentiality*****
In order to receive approval to use FMLA, you must submit medical certification from your licensed health care provider to the HR FMLA specialist at FROMS using the appropriate medical certification forms(Appendix U – FMLA Employee Request, and Appendix P-1 – FMLA Medical Certification for Employee or Appendix P-2 – Medical Certification for Family Member). To be eligible, you must also have worked at least 1,040 hours in the preceding twelve (12) months before there request is submitted. 
Send the completed documentation via email to fmla.information@montgomerycountymd.gov  or via fax to 240-777-5186.

Once your eligibility is verified, the FROMS specialist will send you an approval notification. I will still be managing the “approved” list for scheduling. 
FMLA approval entitles you to use twelve (12) workweeks in a calendar year (576 hours for shift workers or 480 for day workers). The leave can be annual leave, sick leave, or approved leave without pay. You cannot use Compensatory Leave for FMLA hours other than parental leave.
Please refer to sections 19 and 20 of the 2001 Montgomery County Personnel Regulations, and Article 11 of the current IAFF Collective Bargaining Agreement to answer any questions you may have regarding your rights and the use of FMLA. This can be found at: http://www.montgomerycountymd.gov/content/ohr/ResourceLibrary/RLMain1.cfm?m=1&c=4 . 
You can find an informational booklet to explain some of the facets of FMLA at http://www.montgomerycountymd.gov/OHR/Resources/Files/FAQ/TOPFMLA.pdf
Please coordinate specific dates you wish to use with your Scheduler using standard leave procedure. You will also need to notify your supervisor what leave type you will be using so that your MCtime Card will be accurate. 
You may also contact the HR specialist directly at the above email with any questions you may have regarding documentation, or Battalion Chief Leigh in Administrative Services.
