[PLEASE KEEP FOR YOUR RECORDS]

Family and Medical Leave Policy
Notice of Rights and Responsibilities
Federal and Wisconsin

IMPORTANT INFORMATION
Versiti has received your leave request for family and medical leave.  The following information concerns your rights and obligations under the family and medical leave law and will explain the consequences of your failure to meet these obligations.  Please read the information carefully, and if you have any questions, please contact Human Resources. 
1. Leave Entitlement.  The actual amount of time you spend on family and/or medical leave will be subtracted from your 12 workweeks (26 workweeks if you are caring for a qualifying person in the military as explained below) of unpaid leave entitlement under federal law and for Wisconsin purposes – 2 workweeks for your serious health condition; 2 workweeks for the serious health condition of a child, spouse, or parent (including your parents-in-law); and 6 workweeks on the birth or adoption of a child.  These leave rights will run concurrently.  Leave rights are administered on a calendar-year basis.  To be eligible for leave, you must request leave not fewer than 15 days before your leave is to begin, unless, due to the circumstances, a shorter notice is necessary.  However, notice must in all cases be given not later than 2 workdays after leave begins.  Leave may be taken on an intermittent or reduced leave schedule basis for a serious health condition, after attempting to coordinate the period of absence with the Human Resources Department.  In the event of a birth, adoption or foster care placement, intermittent leave will be permitted only during the 16-week period before and after the birth or placement. 
2. Military Leave Provisions.  Eligible employees may be entitled to FMLA leave to address certain qualifying exigencies relating to a covered servicemember’s active duty or call to active duty.  Up to 12 weeks of leave in a calendar year may be allowed to:  (1) address issues arising from short-notice deployment; (2) attend military events and related activities; (3) arrange for child care and school activities; (4) care for a parent of the servicemember; (5) make or update financial or legal arrangements; (6) attend certain counseling sessions; (7) spend time with covered servicemembers on Rest and Recuperation (“R&R”) leave (limited to 15 days); (8) participate in post-deployment activities; and (9) participate in additional activities if the Company agrees the activity is a qualifying exigency.  This leave shall run concurrently to the extent permitted by law, with other benefits through the Company.  Leave rights are administered on a calendar-year basis.  Leave may be taken on an intermittent or reduced schedule basis where the employee gives reasonable notice of the need for leave.  You may be required to provide verification of the servicemember’s status and call to duty.

In addition, an eligible employee who is the spouse, parent, son, daughter or next of kin of a covered servicemember, including certain covered veterans, with a serious illness or injury may take up to 26 workweeks in a single 12-month period to care for the servicemember.  The 26 weeks of leave includes the 12 weeks of leave for other FMLA-protected reasons.  This leave shall run concurrently to the extent permitted by law.  You will be required to provide Certification to support the need for leave.  You must provide 10 calendar days’ notice of your need for leave for planned medical treatment of the servicemember, unless that is not possible.  If that is not possible, you must give notice as soon as practicable.
3. Medical Certification.  If your leave request is based on your own serious health condition or the serious health condition of a qualifying person (as defined under the FMLA policy), you must provide Human Resources with a medical certification prepared by your health care provider.  The medical certification must be provided to Human Resources within 15 calendar days of notice to you of the need to provide such information, unless Human Resources agrees to an extension of time prior to the 15-day deadline.  If the information in the Certification is incomplete or insufficient, Human Resources may request a clarification of the Certification from your health care provider.  This document must be completed and returned to Human Resources within 7 calendar days unless Human Resources agrees to extend the response time.  In the event questions continue to exist, your health care provider may be contacted for clarification of the request.  If you fail to provide a timely Certification, your leave request, or your continuation of leave, may be denied or delayed.  If your leave request is denied, your absences will be classified under the Company’s attendance policy.
4. Additional Certifications.  If Human Resources has any doubts about the accuracy of your initial medical certification, you must submit to another examination, at the Company’s expense, by a health care provider selected by the Company.  If the second opinion differs from the initial certification, a third opinion, from a mutually agreed upon health care provider, may be required.  The third opinion is final and binding.

5. Recertification.  You must provide the Company, to the extent required by law, with recertifications on a periodic basis that your serious health condition prevents you from performing your job functions or that you are needed to care for a family member with a serious health condition.

6. Genetic Information Nondiscrimination Act (GINA) FMLA Certification Disclosure.  Pursuant to the Genetic Information Nondiscrimination Act of 2008 (GINA), Human Resources will not request or require genetic information of you or a covered family member, except as specifically allowed by this law.  “Genetic Information,” includes an individual’s family medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual or an individual’s family member sought or received genetic services, and genetic information of a fetus carried by an individual or family member receiving assistive reproductive services.

7. Intent to Return to Work.  For leaves that are longer than 1 month for the serious health condition of yourself or a covered person, you should provide the Human Resources Department with a periodic report on your status and intent to return to work.  In addition, you must inform the Human Resources Department of your intent to return to work at least 2 weeks before your return to work, but in no event no later than 2 business days before your desired return to work date.
8. Return to Work.  If you are on medical leave because of your own serious health condition and it is for more than 3 consecutive workdays, you may be required to provide the Human Resources Department with a return-to-work release, signed by your health care provider, which addresses your ability to perform the essential duties of your job, before you can return to work.  If you fail to provide a return-to-work release at least 2 days prior to your return to work, your reinstatement may be denied until the required certification is provided.

9. Substitution.  You may have the option of using certain types of paid leave, i.e., short-term disability, family emergency days, PTO, parental leave, for unpaid family and/or medical leave pursuant to Versiti’s FMLA Policy.  Versiti may require you to use your accrued paid leave for any unpaid leave period.  Unless otherwise restricted by state law, accrued PTO will be substituted for otherwise unpaid FMLA time.  When paid leave is used for your unpaid leave, the paid leave will not be available to you later.  These leaves will run concurrently, provided you meet any applicable requirements of the leave policy, which are outlined in the summary previously provided to you.  If you do not meet the requirements for taking paid leave, you remain entitled to take unpaid FMLA leave.  Leave required for a work-related injury will run concurrently with your point of coverage under workers’ compensation benefits.
10. Maintenance of Health Insurance Coverage.  Your health insurance coverage and other Company-provided benefits will continue in full effect during your leave, if the required premium contribution is made.  If you elect to use paid leave, or if the Company requires the use of paid leave, your share of premiums will be paid through the Company’s normal payroll deduction method.  Otherwise, you must pay the required contribution on a monthly basis during the period of unpaid leave, as requested by the Company.  You have a 30-day grace period in which to make premium payments.  If payment is not made timely, your group health insurance may be cancelled.

11. Employment Protection.  Upon returning to work from family or medical leave, you will be reinstated to the position you held prior to leave or, if your position is no longer available, to an equivalent position with equivalent pay, benefits, and other terms and conditions of employment, unless your employment would otherwise have ceased.  You will have no greater right to employment with the Company at the end of your leave than you would have had if you had not taken leave. 
12. Recovery of Premiums.  If you fail to return to work after your family or medical leave, you may be liable to the Company for any health coverage premiums paid during your leave. 
13. Designation of Leave.  Once the Human Resources Department receives any requested information, we will inform you whether your leave will be designated as FMLA leave.  If you do not provide the Human Resources Department with the required information within the time specified, your absence will be classified as other than family and/or medical leave.
14. Fitness-for-Duty.  If leave is for your serious health condition, you may be required to present a fitness-for-duty certification prior to your anticipated return-to-work date to be restored to employment, unless you are directed in writing not to provide such information.  If such certification is not timely received, your return to work may be delayed until a certification is provided.  
15. Unlawful Acts by Employers and Enforcement.  FMLA makes it unlawful for any employer to interfere with, restrain, or deny the exercise of any right provided under FMLA; and discharge or discriminate against any person for opposing any practice made unlawful by FMLA or for involvement in any proceeding under or relating to FMLA.  An employee may file a complaint with the U.S. Department of Labor, the Wisconsin Department of Workforce Development, or may bring a private lawsuit against an employer in such cases.

FMLA does not affect any Federal or State law prohibiting discrimination, and Federal FMLA does not supersede any State or local law or collective bargaining agreement which provides greater family or medical leave rights.
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