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SUBJECT: Documentation to Support Abssnces

in an effort to improve compliance with the documentation requirements to support

absences, the Resource Management Office (RMO) will serve asg the clearinghousa

for all documentation, except for requests for scheduled sick lzave. Documentation

invoives:

Scheduled Sick Leave Exception

For scheduied sick leave requests under the “scheduled sick leave” grievance
praocedure, employees must prasant the medical documentation to the manager on
duty at the time. As stated in the grievance seitlement, the madical documentation
must be presented four (4) hours prior to the employee’s scheduled time to report
to work. The documentation rmust:

Provide an explanation of the nature of the empioyee’s ilness or injury sufficient
to indicate to management that the employse will be unable to parform his or
ner normal dutiss for the period of absence.

{dentify the period(s) of incapacity

= Be signed by the doctor

Please ensure the conditions outiined above zre met prior o approval,

doctor or dentist appoiniments)

Other Requests for Scheduied Sick Leave fie
The ELM defines a scheduled absence as one that is requestad and approved in
advance. The supervisor retains discretion o approve/disapprove and io

rsick feave to attend doctor and dentist

red schaduied should

schedule/not schedule requests fo
appointments, The decision on whsther an absence /s conside

be made based on operatinnal neads,

Documentation

by the employee's

o~

documentation is not provide:

i




the lzave may ba charged o AWOL. {'?’?ze 2

provide the documeniation I i

determined on a case-by-cass ‘*as 5.
and cr}

jte]

laave requestad by the employes
Resource Management Offics
Bulk Mail Centar

4000 - 108" Straet

Des Moines 1A 503385-2097

Fax: 515-278-783%

cohail: Hawkeye RMD

Upon receipt of the original, hardcopy documentation, RMO parsonne! will nofify ait
pertinent personnel as addressad balow.

Return To Work (RTW)

RMO will send the ariginal docurhent to the OHNA, and will send a copy o tha
supervisor's office if fight duty is requested. The OHNA will send an e-mail message o

Hawkeye RMD when the employee has been cleared to return to work. The supervisor
will notify Hawkeye RMD after the smployae's limitations have bsen accommodated,

Family Medical Leave Act (FMLA}

Upon raceipt of the original, hardcopy FMLA documentation, the FMLA Administrator
will send the employee written notification within two business days that their request
has either bean approved or denied, and wilt send an e-mai to the employee’s
immadiate suparviser. The RM database will be updated to reflect the decision.

hijured on Duty

For any employee who has filed a claim for an on-the-job injury and has medica
documerdation to support the claim, the documantation should be forwardsd fo the
i

imiury Compensation Office. The employes, empioyee's physician, or the supervisor
can fax the documentation to 5158-251-2080, The original, hardcopy documeniation

miust follow,

Crther Documentation to Support Medical and Emergency Leave
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