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MEMO 

Date:  June 3, 2021 
  
To:  All IDS Employees 
  
From: M. Nowicki 
  
Subject:  Employee Family Medical Leave Policies 
 
IDS accommodates leave of absence in accordance with Federal Law and the Family Medical Leave Act (FMLA).  The 
current policy permits up to 12 weeks of unpaid leave per FMLA and employees are permitted to use benefit hours 
during this period. 

At the March 24, 2021, annual meeting of the Board of Managers for Integrated Design Solutions, the Board 
unanimously approved several enhancements to the company’s Employee Family Medical Leave Policies. 

The policies provide employees additional flexibility during life changing events, beyond that required by the Family 
Medical Leave Act (FMLA).  The revised policies address the birth, adoption and foster care of a child(ren) and the 
need to care for a spouse, child or parent due to a serious health condition. 

Employees are required to make a written request and submit the appropriate Department of Labor Family Medical 
Leave Act documentation to the Human Resources Department. 

The enhanced Integrated Design Solutions Employee Family Medical Leave Policies are summarized below. 

Birth, Adoption or Foster Care for a Child(ren) – Primary Caregiver 

• Up to 12 weeks per FMLA.  FMLA shall commence on the earliest qualifying date.  FMLA resets every calendar 
year. 

• Company will pay the Employee’s portion of healthcare costs for up to 12 weeks, while on FMLA and other 
insurance benefits, excluding voluntary benefits. 

• Company will provide for a continuation of payments to the employee at 60% of the employee’s base rate of pay, 
for a maximum of up to six (6) weeks. 

• Employee will continue to accrue vacation while on FMLA. 

• The employee may elect to use sick time, earned to date (including unused sick time carried over from previous 
years), which is payable at 100% of the employee’s base rate. 

• An employee may also elect to use vacation and/or personal time earned to date, which is payable at 100% of the 
employee’s base rate. 

• Employee shall select order of use, however, FMLA cannot exceed 12 weeks. 

• An employee can currently earn up to 520 hours (13 weeks) of sick time.  This was established to allow an 
employee to utilize accrued sick time to cover the period of illness until long term disability is available.  Long term 
disability insurance commences after 13 weeks. 

  

kdankovich
Rectangle



Employee FMLA Policies 
June 3, 2021 
Page 2   

 

Birth, Adoption or Foster Care for a Child(ren) – Secondary Caregiver  

• Up to 12 weeks per FMLA.  FMLA shall commence on the earliest qualifying date.  FMLA resets every calendar 
year. 

• Company will pay the Employee’s portion of healthcare costs for up to 12 weeks, while on FMLA and other 
insurance benefits, excluding voluntary benefits. 

• Company will provide for a continuation of payments to the employee at 60% of the employee’s base rate of pay, 
for a maximum of up to two (2) weeks. 

• Employee will continue to accrue vacation while on FMLA. 

• The employee may elect to use sick time, earned to date (including unused sick time carried over from previous 
years), which is payable at 100% of the employee’s base rate. 

• An employee may also elect to use vacation and/or personal time earned to date, which is payable at 100% of the 
employee’s base rate. 

• Employee shall select order of use, however, FMLA cannot exceed 12 weeks. 

• An employee can currently earn up to 520 hours (13 weeks) of sick time.  This was established to allow an 
employee to utilize accrued sick time to cover the period of illness until long term disability is available.  Long term 
disability insurance commences after 13 weeks. 

Caring for Your Spouse, Child or Parent 

Serious health condition affecting your spouse, child, or parent for which you are needed to provide care. 

• Up to 12 weeks per FMLA.  FMLA shall commence on the earliest qualifying date.  FMLA resets every calendar 
year. 

• Company will pay the Employee’s portion of healthcare costs for up to 12 weeks, while on FMLA and other 
insurance benefits, excluding voluntary benefits. 

• Company will provide for a continuation of payments to the employee at 60% of the employee’s base rate of pay, 
for a maximum of up to two (2) weeks. 

• Employee will continue to accrue vacation while on FMLA. 

• The employee may elect to use sick time, earned to date (including unused sick time carried over from previous 
years), which is payable at 100% of the employee’s base rate. 

• An employee may also elect to use vacation and/or personal time earned to date, which is payable at 100% of the 
employee’s base rate. 

• Employee shall select order of use, however, FMLA cannot exceed 12 weeks. 

• An employee can currently earn up to 520 hours (13 weeks) of sick time.  This was established to allow an 
employee to utilize accrued sick time to cover the period of illness until long term disability is available.  Long term 
disability insurance commences after 13 weeks. Long term disability insurance only applies to an illness or injury 
sustained by the employee and does not cover the employee in the event that they are caring for other family 
members who may require care for illness or injury.  
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