Reporting a Family Medical Leave Claim:
1. Report your FMLA qualifying absence to your employer per the
normal attendance policy. Failure to contact your supervisor may
result in a policy violation.
2. Call CareWorks USA, toll-free, at 1-888-436- 9530. Failure to
contact CareWorks USA may result in a delay or denial of your
claim.
3. Complete and return information provided to you as soon as
possible.

Contact CareWorks USA regarding FMLA should
you have the need for a leave of absence due to:
n Your own serious health condition preventing you from performing your
job.
n Care of an immediate family member with a serious health condition.
n Birth or adoption of your child.
n Care of a spouse, child, parent or next of kin with a serious injury or illness
incurred or exacerbated within 5 years of active duty in the armed forces.
n Qualifying exigency arising out of the fact that an immediate family
member is on active duty in the Armed Forces or is deployed to a
foreign county.
n A workers’ compensation injury causing you to miss more than 3 days of
work.

Follow these
three easy
steps when
filing an
FMLA claim:

1
Report your FMLA
qualifying absence to
your employer per the
normal attendance policy.
Failure to contact your
supervisor may result in
a policy violation.
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CareWorks USA
5555 Glendon Court
Dublin, Ohio 43016
P.O. Box 182808
Columbus, Ohio 43218-2808
1-888-436-9530
Fax 1-888-436-9535

Employee’s Guide to
Reporting a Family
Medical Leave Act
(FMLA) Claim

Call CareWorks USA,
toll-free, at
1-888-436-9530.
Failure to contact CareWorks
USA may result in a delay
or denial of your claim.
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Complete and return
information provided to
you as soon as possible.

Administered by

1-888-436-9530

Your FMLA Benefits
As an employee, you may be entitled
to a medical leave of absence under the
Family Medical Leave Act (FMLA).
If you have a need for leave for an
FMLA qualifying event, you are required
to report your leave to CareWorks USA.
Employees cannot waive their right to
FMLA.
Your eligibility for FMLA leave is based
upon certain guidelines and must be
certified by your doctor. FMLA leave
provides job protection should the need
for you to take a leave of absence arises.
Employees are required to notify their
employer of the need for FMLA leave due
to:

n Your own serious health condition
that prevents you from being able to
perform your job.
n Your spouse, child or parent’s serious
health condition preventing you
from being able to perform your job.
n The birth or adoption of your child.
n Care of a spouse, child, parent or
next of kin with a serious injury or
illness incurred or exacerbated
within 5 years of active duty in the
Armed Forces.
n Qualifying exigency arising out of
the fact that a spouse, child or
parent is on active duty in the
Armed Forces or is deployed to a
foreign country.
If the need for medical leave is
foreseeable, for example, if you know
you’ll miss work due to scheduled surgery,
please notify CareWorks USA 30 days in
advance.

If the need is unforeseeable, please
notify CareWorks USA within two (2)
days of the date you become aware of
the need for leave.

Who Qualifies for FMLA?
n Employees who have been
employed with their employer for 12
months or more AND
n Have worked 1250 hours preceding
the date of requested leave AND
n Have Available FMLA hours AND
n Have a Qualifying condition/reason
certified by a health care provider.

What if I am not sure if I have
a qualifying condition?
If you are not certain your situation
would qualify, here are some general
guidelines on when you should contact
CareWorks USA regarding FMLA:

n Having an absence of more than 3
days for medical reasons and/or
family care.
n Continued absences for the same
reason and/or condition.
n Continued absences for a qualifying
family member.
n Multiple doctor visits and/or
treatment.

Reporting Your Absence
If there is a need for family leave, filing a
claim for Family Medical Leave (FML) is as
simple as one toll-free phone call, 24
hours per day, 7 days a week to:

1-888-436-9530

CareWorks USA’s intake specialists
will ask you questions such as:

n What is your illness or injury?
n How long do you expect to be
off work?

n What is the name of your
doctor?
You will also be asked to sign and
date the authorization to release
medical information for your claim and
give it to your doctor.
You will receive a packet of
information you will need to complete
and return to CareWorks USA.
Your leave will not be approved
until the information is received.
Returning the information as quickly
as possible will expedite your claim.

The Claim Process
Once your claim is reported,
CareWorks USA will follow up with
your Employer to ensure timely and
accurate processing.
A CareWorks USA claim
representative will maintain contact
with you while on medical leave and
assist you throughout the process.

Family and Medical
Leave of Absence Program
Follow these three easy steps when filing a
Family Medical Leave Act (FMLA) claim:

1
Report your FMLA qualifying absence to your
employer per the normal attendance policy.
Failure to do so may result in a policy violation.

2
Contact CareWorks USA, toll free, at
1-888-436-9530 immediately following step 1.
Failure to contact CareWorks USA
may result in a delay or denial of your claim.

3
Complete and return information provided
to you as soon as possible.
Please note, FMLA will run concurrent with
workers’ compensation, short term disability,
paid time off and sick time per policy.

1-888-436-9530
FMLA Services Administered by CareWorks USA.

Questions & Answers on Family Medical Leave
Administration and CareWorks USA

1. Do I have to call CareWorks USA each time I am absent?
If you are or expect to be absent for more than 3 days due to an FMLA qualifying reason, YES, you must
contact CareWorks USA as soon as you know of the absence. Once you are approved for a defined
period of FMLA, you need not call in except if the expected duration of your approved leave changes.
If you are on approved INTERMITTENT Family Medical Leave, you are expected to call CareWorks USA
each time you are absent for approved intermittent FMLA.
If you are absent from your job for reasons not related to FMLA (i.e. child care issues {non-military
related}, your car won’t start, or you have a onetime brief illness that does not qualify for FMLA) you are
not required to call CareWorks USA as these absences are directly managed by your employer and will be
applied to your normal attendance policy. However, when in doubt, please call CareWorks USA and they
will instruct you appropriately.
Qualifying Leaves
n Your own serious health condition preventing you from performing your job.
n Care of an immediate family member with a serious health condition.
n Birth or adoption of your child.
n Care of a spouse, child, parent or next of kin with a serious injury or illness incurred or exacerbated
within 5 years of active duty in the armed forces.
n Qualifying exigency arising out of the fact that an immediate family member is on active duty in
the Armed Forces or is deployed to a foreign county.
n A workers’ compensation injury causing you to miss more than 3 days of work.

2. What if I do not call CareWorks USA?
If you do not contact CareWorks USA to report your qualified FMLA absence, you may experience a delay
or denial of your protections under the FMLA. Approval of Sick Leave does not initiate an approved
Family Medical Leave.

3. Should I still call my supervisor if I need to be absent from my job?
Yes, any time you are or expect to be absent from your job, you still need to call your supervisor so that
your time off is properly accounted for and your department can make arrangements for your job duties.

4. I understand my own physician provides medical certification to substantiate my FMLA.
Can CareWorks USA override my physician’s statement?
CareWorks USA will not override your personal physician’s statement; however they may ask your
physician for additional or clarifying information in order to approve leave time based on the qualifying
condition(s).

5. Whose responsibility is it to ensure all the paperwork is completed?
It is ultimately your (the employee’s) responsibility to make sure the paperwork is completed by your
health care provider and returned to CareWorks USA prior to the applicable deadline.

6. I received a medical release form in my CareWorks USA packet. Do I need to sign this
form in order for my leave to be approved?
Signing the provided medical release will assist CareWorks USA in obtaining the necessary medical
information from your provider to make a determination on a claim with little or no delay. Signing the
release is optional to you and is intended to expedite the leave approval process.

7. Who do I return the completed medical certification forms to?
Either you or your health care provider should return forms to CareWorks USA via mail or fax. Medical
forms are not to be returned to your employer.

8. Do I have to submit a doctor’s note each time I take intermittent FMLA?
No, unless you exceed the frequency and duration as previously approved by CareWorks USA. Should
you exceed the frequency and duration of leave or the circumstances of your leave changes, you may be
asked to provide additional medical certification.

9. Can I take FMLA in less than whole day increments?
Yes, FMLA can be taken in whole day, half day, hours or minutes.

10. How often do I have to re-certify for a lifelong condition?
Generally, every 6 months unless the circumstances surrounding your need for leave changes (i.e. you
exceed the frequency and duration previously certified by your health care provider).

11. Why has my employer decided to outsource the administration of Family Medical Leave?
n To assure compliance with increasingly complex federal regulations and tracking requirements.
n To better manage the FMLA policy with a more efficient and streamlined process.
n To protect the confidentiality and integrity of the medical information necessary for the
administration of FMLA.
n To assure employees are returned to their job duties promptly and with full release from their
physician if applicable.

12. What are the hours we can call CareWorks USA?
You can call CareWorks USA 24 hours a day, 7 days a week (1-888-436-9530). During CareWorks USA’s
call center hours of 7:00 a.m. to 8:00 p.m. weekdays, you will speak to a leave application intake
representative. After hours and on weekends, you have the opportunity to leave a voicemail message
and expect a return call within 24 hours or you can be transferred to CareWorks USA’s answering
service that will take your call and instruct the leave intake representative to return your call within 24
hours.

13. Where is CareWorks USA located?
CareWorks USA’s headquarters are located in Dublin Ohio, a suburb of Columbus. All calls will be
answered by someone in Ohio.

14. Is my medical information secure with CareWorks USA?
Yes, CareWorks USA is HIPPA compliant and will maintain the privacy of your medical information. In
addition, CareWorks USA does not have access to your entire medical record. They only request
supporting medical information to substantiate the reason(s) for which your physician has indicated you
need to be absent from your job and/or work a reduced work schedule or transition duty.

15. Will I receive payment while on a Family Medical Leave?
FMLA is an unpaid job protection and does not provide compensation during your leave period. If you
qualify for Short Term Disability or Workers’ Compensation benefits you may receive these payments
during your leave.

16. Who do I contact with questions about my FMLA application or whether I am qualified for
FMLA?
Contact CareWorks USA at 1-888-436-9530.

EMPLOYEE RIGHTS AND RESPONSIBILITIES
UNDER THE FAMILY AND MEDICAL LEAVE ACT
Basic Leave Entitlement
FMLA requires covered employers to provide up to 12 weeks of unpaid,
job-protected leave to eligible employees for the following reasons:

a regimen of continuing treatment, or incapacity due to pregnancy, or
LQFDSDFLW\GXHWRDFKURQLFFRQGLWLRQ2WKHUFRQGLWLRQVPD\PHHWWKH
GH¿QLWLRQRIFRQWLQXLQJWUHDWPHQW

IRULQFDSDFLW\GXHWRSUHJQDQF\SUHQDWDOPHGLFDOFDUHRUFKLOGELUWK
WRFDUHIRUWKHHPSOR\HH¶VFKLOGDIWHUELUWKRUSODFHPHQWIRUDGRSWLRQ
RUIRVWHUFDUH
WRFDUHIRUWKHHPSOR\HH¶VVSRXVHVRQGDXJKWHURUSDUHQWZKRKDV
DVHULRXVKHDOWKFRQGLWLRQRU
IRUDVHULRXVKHDOWKFRQGLWLRQWKDWPDNHVWKHHPSOR\HHXQDEOHWR 
SHUIRUPWKHHPSOR\HH¶VMRE

8VHRI/HDYH

Military Family Leave Entitlements

6XEVWLWXWLRQRI3DLG/HDYHIRU8QSDLG/HDYH

Eligible employees whose spouse, son, daughter or parent is on covered
active duty or call to covered active duty status may use their 12-week
OHDYHHQWLWOHPHQWWRDGGUHVVFHUWDLQTXDOLI\LQJH[LJHQFLHV4XDOLI\LQJ
exigencies may include attending certain military events, arranging for
DOWHUQDWLYHFKLOGFDUHDGGUHVVLQJFHUWDLQ¿QDQFLDODQGOHJDODUUDQJHPHQWV
attending certain counseling sessions, and attending post-deployment
UHLQWHJUDWLRQEULH¿QJV

Employees may choose or employers may require use of accrued paid
OHDYHZKLOHWDNLQJ)0/$OHDYH,QRUGHUWRXVHSDLGOHDYHIRU)0/$
OHDYHHPSOR\HHVPXVWFRPSO\ZLWKWKHHPSOR\HU¶VQRUPDOSDLGOHDYH
SROLFLHV

FMLA also includes a special leave entitlement that permits eligible
employees to take up to 26 weeks of leave to care for a covered servicePHPEHUGXULQJDVLQJOHPRQWKSHULRG$FRYHUHGVHUYLFHPHPEHULV
(1) a current member of the Armed Forces, including a member of the
National Guard or Reserves, who is undergoing medical treatment,
recuperation or therapy, is otherwise in outpatient status, or is otherwise
RQWKHWHPSRUDU\GLVDELOLW\UHWLUHGOLVWIRUDVHULRXVLQMXU\RULOOQHVV 
or (2) a veteran who was discharged or released under conditions other
WKDQGLVKRQRUDEOHDWDQ\WLPHGXULQJWKH¿YH\HDUSHULRGSULRUWRWKH
¿UVWGDWHWKHHOLJLEOHHPSOR\HHWDNHV)0/$OHDYHWRFDUHIRUWKHFRYHUHG
veteran, and who is undergoing medical treatment, recuperation, or
WKHUDS\IRUDVHULRXVLQMXU\RULOOQHVV

7KH)0/$GH¿QLWLRQVRI³VHULRXVLQMXU\RULOOQHVV´IRU
FXUUHQWVHUYLFHPHPEHUVDQGYHWHUDQVDUHGLVWLQFWIURP
WKH)0/$GHILQLWLRQRI³VHULRXVKHDOWKFRQGLWLRQ´
%HQH¿WVDQG3URWHFWLRQV
'XULQJ)0/$OHDYHWKHHPSOR\HUPXVWPDLQWDLQWKHHPSOR\HH¶VKHDOWK
coverage under any “group health plan” on the same terms as if the
HPSOR\HHKDGFRQWLQXHGWRZRUN8SRQUHWXUQIURP)0/$OHDYHPRVW
employees must be restored to their original or equivalent positions
ZLWKHTXLYDOHQWSD\EHQH¿WVDQGRWKHUHPSOR\PHQWWHUPV
8VHRI)0/$OHDYHFDQQRWUHVXOWLQWKHORVVRIDQ\HPSOR\PHQWEHQH¿W
WKDWDFFUXHGSULRUWRWKHVWDUWRIDQHPSOR\HH¶VOHDYH

$QHPSOR\HHGRHVQRWQHHGWRXVHWKLVOHDYHHQWLWOHPHQWLQRQHEORFN
Leave can be taken intermittently or on a reduced leave schedule when
PHGLFDOO\QHFHVVDU\(PSOR\HHVPXVWPDNHUHDVRQDEOHHIIRUWVWRVFKHGXOH
leave for planned medical treatment so as not to unduly disrupt the
HPSOR\HU¶VRSHUDWLRQV/HDYHGXHWRTXDOLI\LQJH[LJHQFLHVPD\DOVREH
WDNHQRQDQLQWHUPLWWHQWEDVLV

(PSOR\HH5HVSRQVLELOLWLHV
Employees must provide 30 days advance notice of the need to take
)0/$OHDYHZKHQWKHQHHGLVIRUHVHHDEOH:KHQGD\VQRWLFHLVQRW
possible, the employee must provide notice as soon as practicable and
JHQHUDOO\PXVWFRPSO\ZLWKDQHPSOR\HU¶VQRUPDOFDOOLQSURFHGXUHV
(PSOR\HHVPXVWSURYLGHVXI¿FLHQWLQIRUPDWLRQIRUWKHHPSOR\HUWRGHWHUPLQH
if the leave may qualify for FMLA protection and the anticipated timing
DQGGXUDWLRQRIWKHOHDYH6XI¿FLHQWLQIRUPDWLRQPD\LQFOXGHWKDWWKH
employee is unable to perform job functions, the family member is unable
to perform daily activities, the need for hospitalization or continuing
treatment by a health care provider, or circumstances supporting the need
IRUPLOLWDU\IDPLO\OHDYH(PSOR\HHVDOVRPXVWLQIRUPWKHHPSOR\HULI
the requested leave is for a reason for which FMLA leave was previously
WDNHQRUFHUWL¿HG(PSOR\HHVDOVRPD\EHUHTXLUHGWRSURYLGHDFHUWL¿FDWLRQ
DQGSHULRGLFUHFHUWL¿FDWLRQVXSSRUWLQJWKHQHHGIRUOHDYH

(PSOR\HU5HVSRQVLELOLWLHV
Covered employers must inform employees requesting leave whether
WKH\DUHHOLJLEOHXQGHU)0/$,IWKH\DUHWKHQRWLFHPXVWVSHFLI\DQ\
DGGLWLRQDOLQIRUPDWLRQUHTXLUHGDVZHOODVWKHHPSOR\HHV¶ULJKWVDQG
UHVSRQVLELOLWLHV,IWKH\DUHQRWHOLJLEOHWKHHPSOR\HUPXVWSURYLGHD
UHDVRQIRUWKHLQHOLJLELOLW\
Covered employers must inform employees if leave will be designated
DV)0/$SURWHFWHGDQGWKHDPRXQWRIOHDYHFRXQWHGDJDLQVWWKHHPSOR\HH¶V
OHDYHHQWLWOHPHQW,IWKHHPSOR\HUGHWHUPLQHVWKDWWKHOHDYHLVQRW
)0/$SURWHFWHGWKHHPSOR\HUPXVWQRWLI\WKHHPSOR\HH

8QODZIXO$FWVE\(PSOR\HUV
FMLA makes it unlawful for any employer to:

(OLJLELOLW\5HTXLUHPHQWV
Employees are eligible if they have worked for a covered employer for at
least 12 months, have 1,250 hours of service in the previous 12 months*,
DQGLIDWOHDVWHPSOR\HHVDUHHPSOR\HGE\WKHHPSOR\HUZLWKLQPLOHV

6SHFLDOKRXUVRIVHUYLFHHOLJLELOLW\UHTXLUHPHQWVDSSO\WR
DLUOLQHÀLJKWFUHZHPSOR\HHV

LQWHUIHUHZLWKUHVWUDLQRUGHQ\WKHH[HUFLVHRIDQ\ULJKWSURYLGHG
XQGHU)0/$DQG
GLVFKDUJHRUGLVFULPLQDWHDJDLQVWDQ\SHUVRQIRURSSRVLQJDQ\SUDFWLFH
made unlawful by FMLA or for involvement in any proceeding under
RUUHODWLQJWR)0/$

(QIRUFHPHQW

'H¿QLWLRQRI6HULRXV+HDOWK&RQGLWLRQ
A serious health condition is an illness, injury, impairment, or physical
or mental condition that involves either an overnight stay in a medical
care facility, or continuing treatment by a health care provider for a
condition that either prevents the employee from performing the functions
RIWKHHPSOR\HH¶VMRERUSUHYHQWVWKHTXDOL¿HGIDPLO\PHPEHUIURP
SDUWLFLSDWLQJLQVFKRRORURWKHUGDLO\DFWLYLWLHV
Subject to certain conditions, the continuing treatment requirement may
be met by a period of incapacity of more than 3 consecutive calendar days
combined with at least two visits to a health care provider or one visit and

$QHPSOR\HHPD\¿OHDFRPSODLQWZLWKWKH86'HSDUWPHQWRI/DERU
RUPD\EULQJDSULYDWHODZVXLWDJDLQVWDQHPSOR\HU
FMLA does not affect any Federal or State law prohibiting discrimination,
or supersede any State or local law or collective bargaining agreement
ZKLFKSURYLGHVJUHDWHUIDPLO\RUPHGLFDOOHDYHULJKWV

)0/$VHFWLRQ 86& UHTXLUHV)0/$
FRYHUHGHPSOR\HUVWRSRVWWKHWH[WRIWKLVQRWLFH5HJXODWLRQ
&)5 D PD\UHTXLUHDGGLWLRQDOGLVFORVXUHV

)RUDGGLWLRQDOLQIRUPDWLRQ
86:$*(  77<
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