
• For incapacity due to pregnancy, prenatal medical care or child birth; 
• To care for the employee’s child after birth, or placement for adoption or foster care; 
• To care for the employee’s spouse, son or daughter, or parent who has a serious health 

condition;  
• For a serious health condition that makes the employee unable to perform the 

employee’s job; 

All employees requesting this type of FMLA leave should contact Human Resources to request a 
leave of absence, with an explanation of the reason(s) for the needed leave.  If the leave is 
foreseeable, the Bank may require the employee to provide a written request for leave and 
reasons(s) to the HR department.  Failure of the employee to provide a written request for leave 
cannot be grounds to deny or delay the taking of FMLA leave.  

The Bank will provide individual notice of rights and obligations to each employee requesting 
leave within five business days or as soon as administratively feasible.  For employees on 
intermittent or recurring leave for the same incident, this notice will be provided every six months.  

When an employee plans to take leave under this policy, the employee must give the Bank 30 
days’ notice. If it is not possible to give 30 days’ notice, the employee must give as much notice 
as is practicable. An employee who is to undergo planned medical treatment is required to 
make a reasonable effort to schedule the treatment in order to minimize disruptions to the 
Bank’s operations. If an employee fails to provide 30 days’ notice for foreseeable leave with no 
reasonable excuse for the delay, the leave request may be denied until at least 30 days from 
the date the employer receives notice.  While on leave, employees are requested to report 
periodically to the Bank regarding the status of the medical condition and their intent to return 
to work. 

 
Procedure for one of the following reasons:  

• a covered family member’s active duty or call to active duty in the Armed Forces or  
• to care for an injured or ill servicemember 

All employees requesting this type of FMLA leave must contact Human Resources to request a 
leave of absence, with an explanation of the reason(s) for the needed leave.  Leave may 
commence as soon as the individual receives the call-up notice. If the leave is foreseeable, the 
Bank may require the employee to provide a written request for leave and reasons(s) to the HR 
department.  The Bank will provide individual notice of rights and obligations to each employee 
requesting leave within five business days or as soon as practicable. 

 

Company Approved Medical Leave: (Non-FMLA, Non-Maternity/Parental Leave) 
It is the policy of the Bank to grant up to 6 (six) weeks of Company Approved Medical Leave 
due to an employee’s own medical condition.  The leave may be paid, unpaid or a 
combination of paid and unpaid leave depending on the circumstances of the leave. 
Employees may not take more than 6 weeks of Company Approved Medical Leave within a 12-
month* rolling period.  
*12-month period is defined as a “rolling” 12-month period measured backward from the date 
the employee uses any FMLA leave. 
 
 


