
 

 
 

Policy Title:    Family Medical Leave Policy 

Revision Number 1  

Authority: Mt. Pleasant Church PRC / Governance Board 

I. PURPOSE:  

 

To inform Mt. Pleasant Church Staff Members of the provisions of the Family 

Medical Leave Policy. 

 

II. SCOPE:  

 

In compliance with the Family and Medical Leave Act (FMLA), Church Staff 

Members are eligible to take up to 12 weeks of unpaid Family Medical Leave within 

any 12 month period and be restored to the same or an equivalent position upon 

return from leave, provided the Church Staff Member has worked for the Church for 

at least 1 year and for 1250 hours over the previous 12 months.  

 

All paid and unpaid leave time are computed toward the 12 weeks, and substitution of 

paid leave does not extend the 12-week leave period. The 

12 weeks will be computed on a "rolling" basis, i.e., the 12-month period will be the 

12 months immediately preceding the first day of any leave. The permissible leave 

period for any requested leave, therefore, is the balance of the 12 weeks, which had 

not been used by the Church Staff Member during the immediately preceding 12 

months.  

 

This policy applies to all Church Staff Members and operations. The Church follows 

the Federal Guidelines when enforcing and applying the FMLA Policy. 

 

      III.  PROCEDURES: 

 

a. Reasons for Leave. Church Staff Members may take Family Medical Leave for any 

of the following reasons:  

 

1. The birth of a son or daughter and in order to care for such son or daughter; 

 

2. The placement of a son or daughter  for adoption or foster care; (3) to care for a 

spouse, son, daughter, or parent ("covered relative") with a serious health 

condition; or 

 

3. Because of a Church Staff Member’s own serious health condition which renders 

them unable to perform the functions of the Church Staff Member’s position, 

including worker’s compensation leaves. Leave because of reasons (1) or (2) must 

be completed within the 12 month period beginning on the date of birth or 

placement.  

 
In addition, spouses employed by the Church who request leave because of reasons 

(1) or (2) or to care for an ill parent may only take a combined total of 12 weeks leave 



 

 
 

during any 12-month period. Any leave taken under one or more of the above 

circumstances will be counted against the Church Staff Member’s total 12 week 

entitlement for that leave year. 

 

b. Military Family Reasons for Leave.  

 

A Church Staff Member may take Family Medical Leave for any of the following 

military reasons:  

 

1. A spouse, son, daughter, or parent on active duty or call to active duty status in the 

National Guard, Reserves or Active Duty Service Member in support of a 

contingency operation may use their 12–week leave entitlement to address certain 

qualifying exigencies. Qualifying exigencies may include: attending certain military 

events, arranging for alternative childcare, addressing certain financial/legal 

arrangements, attending certain counseling sessions, and attending post-deployment 

reintegration briefings.  

 

2.  To care for a spouse, son, daughter, parent, or next of kin who 

is a current member of the Armed Forces, who has a serious injury or illness incurred 

in the line of duty on active duty that may render the service member medically unfit 

to perform his or her duties which the service member is undergoing medical 

treatment, recuperation, or therapy; or is in outpatient status; or is on the temporary 

disability retired list.  

 

3.  To care for a spouse, son, daughter, parent or next of kin who is a Veteran of the 

Armed Forces, who are undergoing medical treatment, recuperation or therapy for 

serious injury or illness that occurred any time during the five years preceding the 

date of treatment. 

 

Church Staff Members may use a special leave entitlement up to 26 weeks in a single 12 

month period for this reason. 

 

c. Notice of Leave.  

 

If a staff member’s need for Family Medical Leave is foreseeable, at least 30 days 

advance written notice to the Senior Pastor is required.  If this is not possible, notice 

must be provided as soon (within one to two business days of learning of your need 

for leave). Failure to provide such notice may be grounds for delay of leave. 

 

Where the need for leave is not foreseeable, church staff members are expected to 

notify the Church within one to two business days of learning of your need for leave, 

except in extraordinary circumstances. The Church Staff Member shall make all 

requests to the Senior Pastor. 

 

d. Medical Certification.   

 

If a church staff member is requesting leave because of a serious health condition of a 

covered relative, the staff member and the health care provider must supply appropriate 

medical certification at the expense of the staff member.  



 

 
 

e. Reporting While on Leave.  

 

If a church staff member takes leave because of their own serious health condition or 

to care for a covered relative, they must contact the Senior Pastor on the first and 

third Tuesday of each month regarding the status of the condition and the intent to 

return to work. 

 

f. Leave is Unpaid. Family Medical Leave is unpaid leave.  Church Staff Members 

requesting leave will be required to substitute any accrued paid leave time for unpaid 

leave.  

 

g. Medical and Other Benefits.  

 

During an approved Family Medical Leave, the Church will maintain the individual’s 

Church provided health and supplemental benefits, as if they continued to be actively 

employed. During paid leave, the Church will deduct a portion of the health and 

supplemental premiums.  

 

Those Church Staff Members who remain out beyond the 12 weeks of FMLA in such 

cases as Workers Compensation will be required to pay for the full cost of health and 

supplemental benefits (Church Staff Member/Church cost). 

  

h. Intermittent and Reduced Schedule Leave.  

 

Leave because of a serious health condition, may be taken intermittently (in separate 

blocks of time due to a single health condition) or on a reduced leave schedule 

(reducing the usual number of hours you work per workweek or workday) if 

medically necessary. If leave is unpaid, the Church may 

reduce the Church Staff Member’s salary based on the amount of time actually 

worked.  

 

i. Returning From Leave.  

 

If the church staff member takes leave because of a serious health condition, the 

church staff member is required to provide medical certification that they are fit to 

return to work.  

 

j. State and Local Family and Medical Leave Laws.  

 

Where State or Local family and medical leave laws offer more protections or 

benefits to church staff members, the protections or benefits provided by such laws 

will apply. 

 

 

Approved by the Mt. Pleasant Governance Board October 17, 2017. 


