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HAVERFORD TOWNSHIP POLICE 

DEPARTMENT  

OPERATIONS MANUAL 
  

Issue Date 

February 2021 
Review Date 

February 2022 
Directive Number 

6.1.6  
Accreditation Index:  

  
Rescinds: 

Directive 6.1.6 of 

November 2019 

Chapter: Six – General Procedures Section: One – Organization and 

Management 

Chief of Police:  John F. Viola 

   SUBJECT:  FAMILY MEDICAL LEAVE ACT (FMLA) 

I. PURPOSE 

It is the purpose of this directive to provide employees with information regarding 

the Family Medical Leave Act (FMLA). 

II. POLICY 

It shall be the policy of this department that its employees follow all aspects of this 

directive.   

III. DEFINITIONS  

A. Health care provider: A doctor of medicine or 

osteopathy who is authorized to practice medicine or 

surgery by the state in which the doctor practices or 

any other person designated by the U.S. Secretary of 

Labor. 

B. Parent:  The biological parent of an employee 

or an individual who treated the employee as a son 

or daughter during the time the employee was under 

18 years of age. 

C. 12-month period of eligibility: 12-month period of 

eligibility is based on a 12 month calendar year. 

D. Permitted family member: A spouse, a son, a 

daughter, and parent with serious health condition. 
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E. A serious health condition: is an illness, injury, 

impairment, or physical or mental condition that 

involves one of the following: 

1. Hospital care - Inpatient care (i.e., an overnight stay) in a hospital, 

hospice, or residential medical care facility, including any period of 

incapacity or subsequent treatment in connection with or consequent 

to such inpatient care. 

2. Absence plus treatment - Period of incapacity of more than three 

consecutive calendar days (including any subsequent treatment or 

period of incapacity relating to the same condition) that also 

involves: 

a) Treatment two or more times by a health care provider, by a 

nurse or physician's assistant under direct supervision of a 

health care provider, or a provider of health care services 

(e.g., physical therapist) under orders of, or on referral by, a 

health care provider; or 

b) Treatment by a health care provider on at least one occasion 

which results in a regimen of continuing treatment under the 

supervision of the health care provider. 

3. Pregnancy - Any period of incapacity due to pregnancy, or for 

prenatal care. 

4. Chronic conditions requiring treatments - A chronic condition which: 

a) Requires periodic visits for treatment by a health care 

provider, or by a nurse or physician's assistant under direct 

supervision of a health care provider; 

b) Continues over an extended period of time (including 

recurring episodes of a single underlying condition); and 

c) May cause episodic rather than a continuing period of 

incapacity (e.g., asthma, diabetes, epilepsy, etc.). 

5. Permanent or long term conditions requiring supervision - A period 

of incapacity which is permanent or long term due to a condition for 

which treatment may not be effective.  

a) The employee or family member must be under the 

continuing supervision of, but need not be receiving active 

treatment by, a health care provider.  

(1) Examples include Alzheimer's, a severe stroke, or the 

terminal stages of a disease. 
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6. Multiple treatments (non-chronic conditions) - Any period of absence 

to receive multiple treatments (including any period of recovery there 

from) by a health care provider or by a provider of health care 

services under orders of, or on referral by, a health care provider, 

either for restorative surgery after an accident or other injury, or for a 

condition that would likely result in a period of incapacity of more 

than three consecutive calendar days in the absence of medical 

intervention or treatment, such as cancer (chemotherapy, radiation, 

etc.), severe arthritis (physical therapy), or kidney disease (dialysis). 

7. For the purpose of this directive, routine physical, eye, or dental 

examinations are not considered treatment, and unless complications 

arise, the common cold, flu, earaches, upset stomachs, headaches, 

and routine dental problems are not ordinarily serious health 

conditions. 

F. Son or daughter:  A biological, adopted, or foster 

child, a stepchild, a legal ward, or a person whom 

the employee treats as the employee's child. 

G. Spouse:  A husband or wife; includes domestic 

partnership. 

IV. PROCEDURES 

B. General Requirements and Procedures 

1. In compliance with Federal Laws concerning the Family and Medical 

Leave Act, Haverford Township provides covered employees with up 

to twelve (12) weeks of job-protected unpaid leave during a year for 

certain family and medical reasons.  

a) Employees are eligible for Family and Medical Leave Act 

(FMLA) leave if they have worked for the Haverford 

Township Police Department for at least twelve months.  

(1) It is not required that the twelve months be 

consecutive.  

b) The employee must also have worked at least 1250 hours in 

the twelve month period immediately preceding the 

application for leave.  

c) The employee must make a formal request in writing via e-

mail to the Township’s Human Resources Director and 

complete the U.S. Department of Labor Notice of Eligibility 

and Rights Forms (See appendage 1).  The completed forms 

shall be returned to the Township Human Resources 

Department.  
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2. The following list indicates reasons for leave covered under the 

FMLA: 

a) Birth of a child or the placement of a child for adoption or 

foster care. 

b) A serious health condition of the employee, or the care of a 

child, spouse or parent who has a serious health condition.  

(1) A serious health condition is an illness, injury, 

impairment or physical or mental condition requiring 

inpatient care of continuing medical treatment by a 

health care provider.  

(2) To qualify as serious, the condition must result in 

either an overnight stay in a medical care facility or 

absence from work and/or regular daily activities for 

more than three days. 

3. During periods of unpaid leave, an employee will not accrue Comp 

days, unless the Maternity Leave Policy is applicable. However, such 

leave will not be considered a "break in service" for purposes of the 

employee retirement plan or seniority. 

4. The employees must give 30 days’ advance notice of the need for 

leave where the need is foreseeable.  

a) Emergency conditions and unforeseen events, such as a 

sudden serious health condition or a premature birth (A 

premature birth is a birth that takes place more than three 

weeks before the baby is due. In other words, a premature 

birth is one that occurs before the start of the 37th week of 

pregnancy), do not require such notice. 

5. The Township has the right to verify an employee's request for 

family/medical leave.  

a) If the employee requests leave because of a serious health 

condition or to care for a family member with a serious 

health condition, the Township requires that the request be 

supported by certification supplied by the health care 

provider responsible for the treatment of the serious health 

condition, on a form provided by the Township.  

b) The certification must include the date the serious health 

condition began, how long the condition is expected to 

continue and what medical facts form the basis for these 

findings.  

c) If leave is taken for the serious health condition of a family 

member, the certification must also include a statement that 
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the individual needs the care of the employee, and, if 

applicable, an estimate of the amount of time the employee is 

needed to care for the family member. 

6. If the Township has reason to doubt the certification, the Township 

may require a second opinion be acquired from a provider of the 

Township’s choice at the Township’s expense.   

a) Should that provider find that a serious health condition as 

defined by the law does not exist, a third provider, which 

will be mutually agreed upon, may be selected to resolve the 

conflict.  Payment to this provider will be at Township 

expense.    

b) The decision of this provider shall be final and binding.  

c) To the extent allowed by law, the medical certification will 

be treated as confidential and privileged information. 

7. An employee is required to report in periodically to the Township 

Human Resources Department while on FMLA leave. The employee 

shall report in weekly, or, if the employee is suffering from a serious 

health condition, as frequently as possible given the employee's 

condition.  

a) The employee is expected to indicate whether he or she 

intends to return to work. 

8. Leave taken under this policy can be taken intermittently or on a 

reduced leave schedule when certified to be medically necessary.  

9. The Township can substitute an employee’s paid leave for any part of 

the 12 week period of family leave. The employee may choose what 

type of paid leave to use first (annual leave, TOTO, or sick time).  

However, employees caring for family members must utilize annual 

leave, and time off for time owed (TOTO) prior to the utilization of 

sick time.    

10. As a condition of restoring an employee who was absent on FMLA 

leave due to the employee’s own serious health condition, under the 

regulations, the Township may require that the fitness-for-duty 

certification address the employee's ability to perform the essential 

functions of the position if the employer has appropriately notified 

the employee that this information will be required and has provided 

a list of essential functions.  

a) Additionally, the Township may require a fitness-for-duty 

certification up to once every 30 days for an employee taking 

intermittent or reduced schedule FMLA leave if reasonable 

safety concerns exist regarding the employee's ability to 
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perform his or her duties based on the condition for which 

leave was taken.  

11. An employee utilizing FMLA for a serious health condition must 

comply with the requirements of Directive 1.7.1 Extra Duty and Off 

Duty Employment as it relates to off duty activities and employment 

specifically section IV. A. 3. a) 

a) This requirement does not apply if the employee is caring for 

a family member or at the birth/ placement of a child.   

C. Procedure for Processing Forms and 

Scheduling Leave Under FMLA 

1. An employee is required to provide thirty (30) days of advance notice 

in writing to the Human Resources Director that the employee needs 

to take leave under the FMLA for his or her serious health condition, 

to care for a family member's serious health condition, or for the 

birth, adoption, or placement of a child. 

a) When such advance notice is not possible or the need for 

leave cannot be foreseen, an employee must give notice as 

soon as practicable to Human Resources or if after hours to 

their supervisor. 

b) An employee giving notice of the need for FMLA leave must 

explain the reason for the needed leave so as to allow the 

Township to determine that the leave qualifies for the act. If 

the employee fails to explain the reason, leave may be 

denied. 

2. An employee's request for FMLA leave will be documented on forms 

provided in the FMLA packet. 

3. When it is anticipated that the leave will exceed 30 days, the Human 

Resources Department will advise the employee of the schedule on 

which the employee is to contact them during the FMLA leave to 

check the status and the employee's intent to return to work. 

4. When an employee is already off work for a qualifying event and has 

not given notice of FMLA leave, the Township notifies the employee 

that he or she has been on FMLA leave. 

a) The employee is still responsible for filling out the necessary 

forms from the FMLA packet as soon as practicable. 

5. The employee must return the Employee Notice of FMLA Leave and 

the FMLA Notice to Employee Acknowledgment forms to the 

Human Resources Director.  
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a) If the leave is anticipated to exceed 30 days, the Township 

will note the scheduled check-in date on the FMLA Notice to 

Employee Acknowledgment form, which is included in the 

FMLA packet. 

D. Maintenance of Benefits 

1. Benefits provided by the Haverford Township Police Department 

benefit plan will be administered in accordance with this law.  

a) If you were a Covered Employee prior to the commencement 

of the leave period, your coverage will stay in effect during 

the FMLA leave period under the same conditions as if you 

were not on leave.  

2. Any premiums which are the responsibility of the employee to pay 

and are not paid during the leave period, once the leave is concluded, 

the re- payment of all outstanding contributions will be repaid within 

31 calendar days of your return to work. 

3. Except as required by the Consolidated Omnibus Budget 

Reconciliation Act of 1986 (COBRA), the Township’s obligation to 

maintain health benefits under this policy ceases: 

a) If and when an employee informs the Township of his or her 

intent not to return from leave; or 

b) If the employee fails to return from leave and thereby 

terminates employment; or 

4. If the employee does not return to work after the period of leave has 

expired, the employee must reimburse the Township for the 

employee contribution of the health care coverage premium during 

the period of unpaid FMLA leave, unless the reason the employee 

does not return to work is: 

a) The continuation, recurrence, or onset of a serious health 

condition, either of the employee or a permitted family 

member; or 

b) Other circumstances beyond the control of the employee. 

 

 

 

 

 

BY ORDER OF THE CHIEF OF POLICE   
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