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Family Medical Leave Act (FMLA) Certification Procedure
As AT&T’s FMLA administrator, HROneStop FMLA Operations is responsible for approving & tracking all absences applicable under the FMLA.  If you are, or expect to be absent from work due to your own serious health condition or that of an approved family member, or to care for your newborn child or a child placed with you for adoption or foster care, you should follow these steps.  In order to be eligible to use FMLA, an employee must have worked with AT&T for at least 1 year AND have worked at least 1250 regular hours in the previous 12 months.
· You must contact BOTH Workforce Operations 337-279-3478 AND the MCPCA (Mobility Centralized FMLA Processing Group) at (866) 706-5772 press option 2 immediately to report your absence as required under the company’s attendance reporting process.  Reporting Requirements: All FMLA Intermittent absences must be reported to Workforce on the same day as the absence occurs.  ALSO, you must report your absence as being FMLA to the MCPCA (Mobility Centralized FMLA Processing Group) no later than 2 business days following your return to work from that absence.
· FMLA absences that are not reported to Workforce Operations AND the MCPCA (Mobility Centralized FMLA Processing Group) as being FMLA within 2 business days following your return to work from that absence will be coded as unexcused which may result in attendance points. 
· If your FMLA absence is planned, notify the MCPCA (Mobility Centralized FMLA Processing Group) at least 30 days prior to your absence.  
· Mobility employees will be allowed to report FMLA in one minute increments.  It is recommended that you also call your supervisor on each day that you will be absent to let them know that you will not be at work and will be using FMLA.
· The MCPCA (Mobility Centralized FMLA Processing Group) will calculate your FMLA eligibility with you upon reporting each absence and enter your FMLA absence dates into the online tool.  See your manager to print out & give you bar-coded Certification of Healthcare Provider (FMLA4) medical forms for you to take to your doctor.  The medical forms are referred to as an FMLA4.
· All FMLA4 forms must be completed by your Health Care Provider and submitted to the HROneStop FMLA Operations as indicated on the forms.  The form may be submitted via fax only if sent directly from the office of the Health Care Provider to 1-888-307-3652, or you may mail the original document via US Mail.
· It is your responsibility to ensure that the required forms are submitted to HROneStop FMLA Operations within 15 days (plus 5 days if US Mail) from the day that the FMLA4 was given or mailed to you by your manager.  Failure to submit the FMLA4 within 15 consecutive calendar days (plus 5 days if US Mail) will result in a Final Denial.
· Requests for FMLA may not be approved if the medical certification is not received within the specified timeframe.  It is your responsibility to notify the Health Care Provider of the due date and ensure that it is submitted to HROneStop FMLA Operations within the designated timeframe.  Untimely submissions may result in the Final Denial of your request. 
· You may request an extension for submission of paperwork by utilizing the self service option available on the HR OneStop FMLA Status Site.  Navigate to: HR OneStop>Your Time & Attendance>FMLA.  If you do not have access to this application, you may call HR OneStop FMLA Operations at 888-722-1787 and use the automated voice response system (IVR).  Any requests for extensions must be made prior to the final due date.  

· You have the option of receiving FMLA Determination Notices (FMLA5s) via email rather than US Mail.  You may elect to have FMLA correspondence sent to your personal email, work email, or both.  This will minimize postal delays and offer immediate status of FMLA claims.  You may enroll for email notices on the HR OneStop by going to: HR OneStop>Your Time & Attendance>FMLA.
· Faxing is preferred, but the mailing address for submission of completed (FMLA4) FMLA medical forms is: AT&T, FMLA Processing Unit, 105 Auditorium Circle, 9th Floor Annex, San Antonio, Texas  78205.
AT&T’s Guide to Taking a Leave of Absence is available for review at the HR OneStop under Your Time & Attendance.  Questions about FMLA should be directed to the HROneStop IVR at 888-722-1STP (888-722-1787) and say “FMLA” or to the global mailbox HRONESTOP-FMLA. 
