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Town of Grand Chute 
Family Medical Leave   

Town Board Approved 3/19/2019 
 

 
The Town of Grand Chute’s Family and Medical Leave Act Policy is intended to conform to 
the requirements of the federal Family and Medical Leave Act (“FMLA”), the Wisconsin 
Family and Medical Leave Act (“WFMLA”), the 2008 National Defense Authorization Act, and 
the 2010 National Defense Authorization Act. The Town posts mandatory Family and 
Medical Leave notices in designated employee posting areas; and upon hire, all new 
employees are provided Family and Medical Leave notices. Where permitted by law, state 
and/or federal family medical leave will run concurrently and tracked on a calendar year 
basis.  If an employee suffers a work-related injury or illness that qualifies as a serious health 
condition, federal FMLA will run concurrently with worker’s compensation leave. Employees 
should contact Human Resources or their immediate Supervisor if you feel you may have a 
qualifying Family and Medical Leave event.  

The Town’s Family/Medical Leave Program makes leave time available to an employee for 
“eligible events.”  “Eligible events” include the birth and care of the employee’s newborn 
child, placement with the employee of a child for adoption or foster care, the need to care 
for a family member with a serious health condition, the employee’s own serious health 
condition that makes him/her unable to perform the functions of his/her job, and certain 
events related to military service.  “Family member” is defined as the employee’s parent, 
spouse, domestic partner, or child (biological, adopted, or foster child; stepchild, legal ward; 
or dependent child for whom the employee has full responsibility for day-to-day care.) 

A “serious health condition” is an illness, injury, impairment or physical or mental condition 
that involves: 

• Inpatient care in a hospital or other health care setting 
• A period of incapacity of more than three consecutive days that also involves: 

o Treatment two or more times by a health care provider, or by a nurse or 
physician’s assistant under direct supervision of a health care provider, or by 
a provider of health care services (e.g., physical therapist) under orders of or 
on referral by, a health care provider, or 

o 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. 

 
*Under the WFMLA, leave may also be available for a serious health condition of less than 
three (3) consecutive days in duration. 
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• Any period of incapacity due to pregnancy or for prenatal care; 
• Any period of incapacity because of a chronic serious health condition; 
• A period of incapacity which is permanent or long-term due to a condition for which 

treatment may not be effective; or 
• Any period of absence to receive multiple treatments by a health care provider for a 

condition that would likely result in a period of incapacity of more than three 
consecutive calendar days if untreated. 

 
ELIGIBILITY 

To be eligible for FMLA Leave, an employee must satisfy all of the following requirements: 

• Must have been an employee of the Town for a combined total of at least 12 months 
when the leave is expected to commence, 

• Must have worked at least 1,250 hours during the 12 months immediately preceding 
the beginning of the leave. 

 
To be eligible for WFMLA Leave, an employee must satisfy all of the following requirements: 

• Must have been an employee of the Town for more than 52 consecutive weeks 
• Must have been paid for at least 1,000 hours. 

 
DEFINITIONS 

With respect to this policy, the following definitions shall apply: 

SPOUSE - an employee’s legal husband or wife. 

CHILD - biological, adopted or foster child, stepchild, legal ward or the child of a person 
having day-to-day care of the child. Child includes a person under the age of 18 or a person 
18 years of age or older who is incapable of self-care due to mental or physical disability. 

PARENT - biological parent or an individual who provides or provided day-to-day care to the 
employee when the employee was a child.  Parent also includes the parents of an eligible 
employee’s spouse or domestic partner only if requesting leave under the WFMLA. 

DOMESTIC PARTNER - individuals registered as domestic partners under Wisconsin Law and 
individuals who fulfill the following requirements if you file for leave under the WFMLA: 

• Both individuals are at least 18 years old and otherwise competent to enter into a 
contract; 

• Neither individual is married to or in a domestic partnership with another person 
• Neither individual is related by blood in a way that would prohibit marriage under 

Wisconsin Law 
• The individuals consider themselves to be members of each other’s immediate family 
• The individuals agree to be responsible for each other’s basic living expenses 
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• The individuals share a common residence. 
 

TYPES OF LEAVE 

The Town of Grand Chute provides family and medical leave for eligible employees under 
the following circumstances: 

• Parental leave for the birth or placement of a child in your home for adoption or 
foster care. Leave expires at the end of the 12-month period beginning on the date 
of such birth or placement. 

• Under the Federal Family and Medical Leave Act, spouses employed by the same 
employer are jointly entitled to a combined total of twelve (12) work weeks of family 
leave for the birth or placement of a child. 

• Medical leave for the employee’s own serious health condition which makes him/her 
unable to perform the functions of his/her job. 

• Medical leave to care for the employee’s child, spouse, domestic partner, or parent 
with a serious health condition. 

• Leave for any qualifying exigency arising out of the fact that the spouse, son, 
daughter, or parent of the employee is on active duty or has been notified of an 
impending call to active duty for deployment in a foreign country. 

• Leave to care for an eligible employee’s spouse, son, daughter, parent, or next of kin 
who is a covered service member recovering from a serious illness or injury sustained 
in the line of duty while on active duty.  

 

DURATION OF LEAVE 

Under the FMLA, eligible employees will be allowed up to twelve (12) workweeks of unpaid 
leave in a twelve (12) month period for all eligible events. Subject to restrictions under the 
FMLA, eligible employees will be allowed up to twenty-six (26) workweeks of unpaid leave 
in a single twelve (12) month period to care for their parent, spouse, child or next of kin who, 
while on active military duty, sustains a serious injury or illness in the line of duty which 
renders the service member medically unfit to perform the member’s office, grade, rank or 
rating. 

In accordance with applicable state and federal law, FMLA and WFMLA leave will be 
calculated on a calendar year basis.  The twelve-month period utilized by the Town in 
applying this policy is from January 1 to December 31.   

 
Under the WFMLA, an eligible employee is entitled to: 

• a total of six weeks of leave for the birth of a child and/or the placement of a child 
with the employee for, or as a precondition to, adoption; 

• a total of two weeks of leave to care for a covered family member, which includes 
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domestic partners and the parents of an eligible employee’s spouse or domestic 
partner, with a serious health condition; and 

• a total of two weeks of leave if the employee cannot perform his or her employment 
duties due to a serious health condition. 

 
Intermittent leave may be taken when medically necessary to care for a qualifying family 
member with a serious health condition or for the employee’s own serious health condition.  
Intermittent leave should be planned so as not to unduly disrupt the Town’s operations.  
However, leave for other than medical purposes may be taken on an intermittent basis only 
if approved in advance.  

If leave qualifies under both the State and Federal Family and Medical Leave Act, the leave 
used counts against the employee’s entitlement under both laws.  State and Federal leaves 
run concurrently. 

 

LEAVE PROCESS 

Applying for Leave 

• A request for Family and Medical Leave form must be submitted to Human Resources 
at least thirty (30) days in advance, or as soon as practicable, of taking a leave. A copy 
of this form is included with this policy and is also available from Human Resources. 

• After Human Resources receives the Request for Family and Medical Leave form, 
Human Resources will provide the employee with the Notice of Eligibility and Rights 
& Responsibilities form. A copy of this form is included with this policy and is also 
available from Human Resources. 

• In order for Human Resources to determine whether the absence qualifies as FMLA 
leave, the employee may be asked to submit one of the following forms:  Certification 
of Health Care Provider for Employee’s Serious Health Condition, Certification of 
Health Care Provider for Family Member’s Serious Health Condition, Certification for 
Serious Injury or Illness of Covered Service Member.-for Military Family Leave or 
Certification of Qualifying Exigency for Military Family Leave. Copies of these forms 
are included with the policy and are also available from Human Resources. 

• The Town will require employees to recertify medical conditions as allowed by law. 
• Once Human Resources makes a determination if the leave is covered under FMLA, 

Human Resources gives the employee a Designation Notice and a Notice of Intent to 
Return Family and Medical Leave form. A copy of this form is included with this policy 
and is also available from Human Resources. 

Returning from Leave 

• At the time a family or medical leave is approved, the employee and Human 
Resources will agree on a date and time for his/her return to work. The employee is 
expected to return to work at that time. 



5 
 

• Unless the employee contacts Human Resources to make other arrangements, 
failure to return to work following expiration of the leave period will be treated as if 
the employee voluntarily terminated his/her employment. 

• If the reason for a family or medical leave is for the employee’s own serious health 
condition, the employee must present a Return-to-Work certification prior to their 
return to work. 

• Upon the employee’s return to work following the expiration of the leave, the Town 
will place the employee in the position he/she held before the leave or in an 
equivalent position. 

 

PAYMENT 

In general, both Wisconsin and federal FMLA leaves are unpaid.  Under Wisconsin FMLA, an 
employee may substitute his/her paid leave benefits for all or a portion of leave. The Town 
requires employees taking federal FMLA to substitute and exhaust paid leave benefits before 
taking unpaid leave. If an employee uses vacation or sick time during the family or medical 
leave, such vacation or personal time runs concurrently with the twelve week total of the 
leave. 

 
Benefits During Family and Medical Leave 
 
During an approved family or medical leave, the Town will continue to make available to the 
employee the same insurance benefits which are available to employees who are not on 
leave.  The employee on leave will continue to have responsibility to contribute his/her 
portion of any employee-paid premium during leave.  If the employee is paid during the 
leave period, the premium will be deducted from the employee’s pay.  If the leave is unpaid, 
the employee is responsible for arranging with Human Resources the payment of his/her 
share of the premium during the period of leave. 
 
Upon termination from employment, any remaining premium amounts due from the 
employee for unpaid coverage will be deducted from the final check, if permitted by law.  
The failure to make timely premium payments may result in the loss of benefits.   
  
No employee will lose any accrued seniority or benefits while on leave; however, additional 
seniority and benefits will not accrue during any unpaid period of leave. 
 
Failure to Meet Policy Requirements 
 
If an employee fails to meet the requirements of this Policy for Family and Medical Leave, 
the request for leave may be denied.  Any period of absence not covered by this Policy will 
be administered under the Town’s Attendance Policy, which may result in discipline.   
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Any questions regarding the operation or interpretation of this Policy should be directed to 
a supervisor or Human Resources. 

 
No Retaliation  
 
The requesting for or the taking of FMLA leave under this Policy will not be used against an 
employee in any employment decision, including in the determination of raises, 
employment opportunities or discipline.  However, an employee on FMLA leave is not 
entitled to any right, protection or benefit which he/she would not have been entitled to if 
the employee had not taken FMLA leave.   

 


