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h r @ p r o v i d e n c e r i . g o v

F :  4 0 1 - 2 7 3 - 9 5 1 0

voliver@providenceri.gov

401-680-5616

Virginia Oliver

SR HR Generalist HR Generalist

Kaleen Dyer

Kadyer@providenceri.gov

401-680-5616

REQUESTING A LEAVE OF ABSENCE

City of  Providence

REQUEST A 

LEAVE

Before you send any 

forms, you should 

request a leave of 

absence 30 days in 

advance by emai l ing us 

at hr@providenceri.gov 

or completing a 

request at this l ink in 

QR Code. You wi l l  be 

asked for basic 

information about your 

leave request.

WITHIN 2 

DAYS

Within two business 

days, the Leave of 

Absence Administrator 

wi l l  determine your 

el igibil ity for leave and 

mai l  you the 

appropriate 

certi f ication 

documentation, also 

found below.

NEXT 15 

DAYS

5 DAYS FROM 

RECEIPT

Upon the receipt of 

complete and sufficient 

documentation, the 

Leave of Absence 

Administrator wi l l  

noti fy you of the 

approval or denial  

status of your leave 

within five business 

days.

QR CODE

z

The Department of Human Resources administers leave of absence policy for City employees, to include the Family and Medical Leave Act 

(FMLA), Rhode Island Parental and Family Medical Leave Act (RIPFMLA), and Military Leave in accordance with the Uniformed Services 

Employment and Reemployment Rights Act (USERRA). In the event of the need for a leave of absence, the Human Resources team is available to 

help navigate available leaves of absence and the associated eligibility and certification requirements.

K a l e e n  D y e r

H u m a n  R e s o u r c e s  G e n e r a l i s t

L e a v e  o f  A b s e n c e  A d m i n i s t r a t o r

h r @ p r o v i d e n c e r i . g o v

P :  4 0 1 - 6 8 0 - 5 6 1 6

F :  4 0 1 - 2 7 3 - 9 5 1 0

You wi l l  then have 

fi fteen calendar days 

with which to return 

completed 

documentation for the 

Leave of Absence 

Administrator to 

review.
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City of Providence Requesting a Leave of 
Absence Timeline
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Enter your 
request for 
leave with HR 
30 days prior 
to leave start 
date
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Once you 
receive the 
packet you 
have 15 
calendar days 
to return a 
completed 
packet
*HCP forms 
are to be 
completed by 
the treating 
physician not 
the employee
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Within 5 days 
of receiving a 
completed 
packet HR will 
issue a leave 
approval or 
denial and 
inform the 
employee and 
supervisor
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HR will grant 
one 7-day 
extension to 
submit 
documents 
before leave is 
denied

Introduction

The City or Providence administers several leave pol icies which 

have different el igibi l i ty requirements and cert i f ication processes. 

Some employees may be el igible for mult iple leaves of absence 

which would run concurrently when appl icable:

Family Medical Leave Act (FMLA)

Rhode Island Parental and Family Medical Leave Act (RIPFMLA)

Paid Parental Leave (Non-Union)

Sick Leave Extension (Union)

Non-Union Sick Bank Leave

General Leave of Absence

Mil i tary Leave in accordance with USERRA
Presentat ion T i t le 6
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Entitlements

Family Medical Leave Act (FMLA)

• The bir th of a chi ld or placement of a chi ld for 

adoption or foster care*.

• To bond with a chi ld ( leave must be taken within 

1 year of the chi ld ’s b ir th or placement).

• To care for the employee’s spouse, chi ld,  or 

parent who has a qual i fy ing serious health 

condit ion.

• For the employee’s own qual i fy ing serious health 

condit ion that makes the employee unable to 

perform the employee’s job.

• For qual i fy ing exigencies related to the foreign 

deployment of a mi l i tary member who is the 

employee’s spouse, chi ld,  or parent.  

Rhode Island Parental and Family 

Medical Leave Act (RIPFMLA)

• The bir th, adoption, or foster placement of a chi ld in 

their home withing 1 year of the qual i fy ing event.

• To care for a fami ly member ’s serious health 

condit ion (Def ined as spouse, *qual i fy ing domestic 

partner, parent,  parent- in- law or chi ld.

• For the employee’s own qual i fy ing serious health 

condit ion that makes the employee unable to per form 

the employee’s job.

• To attend a chi ld 's qual i fy ing school  activ i ty (* l imited 

to 10 hours in a 12-month period).

Basics of  Leave of  Absences for  
Employees: C i ty of  Providence 7

Differences/Similarities FMLA/RIPFMLA

Family Medical Leave Act (FMLA)

• El igibi l i ty based on total “worked” hours in a 

12-month period (being 1250 or more)

• Doesn’t  a l low for sibl ing relat ionships

• Doesn’t  a l low for grandparent relat ionships

• Doesn’t  a l low for parent-in-law relat ionships

• Doesn’t  a l low for qual i fying domestic partner

• Allows  for intermittent leave

Rhode Island Parental and Family 

Medical Leave Act (RIPFMLA)

• El igibi l i ty based on the average  total “worked” 

hours weekly  over a 12-month consecutive  

period (being 30 hours of more)

• Doesn’t  a l low for sibl ing relat ionships

• Doesn’t  a l low for grandparent relat ionships

• Allows  for parent-in-law relat ionships

• Allows  for qual i fying domestic partner 

• Doesn’t  a l low intermittent leave

Basics of  Leave of  Absences for  
Employees: C i ty of  Providence 8
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Paid Parental Leave

Entitlements

• This pol icy does not cover 

employees in a temporary 

posit ion or who are 

represented by the Laborers ’  

Local  1033, the Fraternal  

Order of Pol ice, or Local  799 

of the International  

Association of F ire F ighters 

Unions or teaching unions. 

• Incomplete appl ications wi l l  

be returned to the employee 

and leave approval  with not 

be granted unti l  completed.

Basics of  Leave of  Absences for  
Employees: C i ty of  Providence 9

Notes

• Approvals for paid parental  leave 

require the employee to 

discharge al l  but 2 weeks of paid 

t ime off prior to receiv ing leave 

with pay.

• Employees must apply for paid 

leave 30 days in advance of the 

qual i fy ing event or as soon as i t 

is  practical .  

• Up to 6 weeks of paid leave to 

accommodate the bir th, 

adoption, or foster placement of 

a chi ld in the home.

Eligibility

• Must be non-union 

management employee.

• Must be a City employee for 12 

consecutive months.

• Must not used any other leave 

enti t lements during the 

previous 12 months.

• Must be in good standing with 

an acceptable per formance 

record as determined by the 

Chief Human Resources Off icer 

(CHRO).

Sick Leave Extension (union)

Eligibility

• Any employee represented 

by the laborer's local 1033 

Union with at least 5 years 

continuous service, 

• Who has a serious i l lness*

• Subject to Department and 

CHRO approval. 

Entitlements

• Sick leave extensions are 

granted in 30-day 

increments not to exceed 

90 days.

• Employees are entit led to 

three 30-day extensions 

over the course of their 

employment with the City.

Notes

• Employee wil l need to 

complete the Sick Leave 

Extension form and 

provide a letter from their 

treating physician starting 

the time employee wil l be 

out of work.

• An employee approved for 

sick leave extension after 

discharge of al l 

accumulated time.

Basics of  Leave of  Absences for  
Employees: C i ty of  Providence 10
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Non-union Sick Bank

Eligibility

• Must be exper iencing a s i tuat ion 

that meets one of  the fo l lowing 

cr i ter ia:

• Medical emergency ,  an acute 

and unforeseen medica l  

condi t ion of  the employee or  an 

immediate fami ly member which 

requi res the absence of  the 

employee f rom work and which 

wi l l  resu l t  in  a substant ia l  loss 

of  income to the employee due 

to the exhaust ion of  a l l  pa id 

leave avai lable . 

Entitlements

• Non-union S ick  bank leave is  

granted in hour  increments not 

to  exceed 210 hours in a ro l l ing 

12-month per iod.

Notes

• Employee wi l l  need to  complete the 

Non-union S ick  bank form and provide 

a le t ter  f rom the i r  t reat ing phys ic ian 

star t ing the t ime employee wi l l  be out 

o f  work .

• An employee approved for  Non-union 

S ick  Bank leave extens ion af ter  

d ischarge o f  a l l  accumulated t ime.

• Employees accept ing donated t ime 

f rom the C i ty ’s  S ick  Leave Bank sha l l  

be respons ib le  for  any and a l l  tax 

consequences of  such donat ion and 

are advised to  consu l t  w i th the i r  tax 

profess iona l  before acceptance. 

Bas ics of  Leave of  Absences for  
Employees: C i ty of  Providence 11

• Major disaster, declared by the president 

under §401 of the Stafford Act, or as a 

major disaster or emergency declared 

pursuant to 5 U.S.C. §6391 for federal 

government agencies. An employee shall 

be considered to be adversely affected by 

a major disaster if the disaster has caused 

severe hardship to the employee or to an 

immediate family member of the 

employee which requires the employee to 

be absent from work.

General Leave of Absence

Eligibility

• Any full-t ime regular 

employee may be granted 

leave, for personal i l lness, 

disabil ity or other 

purposed deemed proper 

and approved by their 

Department Director and 

CHRO.

• Subject to Department and 

CHRO approval. 

Entitlements

• Not to exceed 1 year 

duration.

• While on leave, the 

uti l ization of your accrual 

balance is required. 

• Going unpaid subject to 

the approval of the Chief 

Human Resources Off icer 

(CHRO).

Notes

• Except for employees on 

leave for medical reasons- 

employees on unpaid leave 

of any nature wil l not 

accrue sick and vacation 

time after 26 weeks of 

unpaid leave.

• While on a leave for 

medical reasons it is 

mandatory to discharge all 

accrued sick time.

Basics of  Leave of  Absences for  
Employees: C i ty of  Providence 12
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Military Leave (USERRA)

Eligibility

• Any full-t ime employees 

who have been 

continuously employed for 

at least 6 months &

• Who by reason of 

membership in the active 

reserve forces of the 

United States or member 

of RI National Guard with 

orders for duty.

Entitlements

• Can be paid or unpaid 

leave.

• Paid 15 days in 1 year.

• Employees requesting more 

than 15 days of paid 

mil i tary leave must provided 

proof of mil i tary salary to 

al low for calculations of 

compensation amounts in 

accordance with the City 

Ordinance.

Notes

• Employees must give 

written or verbal notice 

along with (if available), a 

copy of the military 

orders to their supervisor 

and Department of Human 

Resources at least 2 

weeks prior  to the start 

date of the mil itary leave 

of absence.

Basics of  Leave of  Absences for  
Employees: C i ty of  Providence 13

Additional Information

H o w  d o  I  k n o w  i f  I  a m  e l i g i b l e  f o r  t h e  
F M L A  b e n e f i t ?

Y o u  m u s t  h a v e  o ne  y e a r  o f  s e r v i c e  w i t h  t h e  
C i t y  o f  P r o v i d e n c e  a n d  h a v e  wo r k e d  a t  l e a s t  
1 , 250  ho u r s  w i t h i n  t h e  p r e v i o u s  12  m o n t h s .

I s  F M L A /  R I P F M L A  p a i d  t i m e  o f f ?

No ,  F M LA / R I P F M L A  i s  1 2 - 1 3  w e e k s  o f  j o b  
p r o t e c t e d  u n p a i d  l e a v e .  W h i l e  o n  F M L A  y o u  
a r e  r e q u i r e d  t o  u s e  y o u r  S i c k  t im e  a c c r u a l s .  
Y o u  c a n  t h e n  e l e c t  t o  g o  u n p a i d  o r  u s e  y o u r  
o t h e r  a c c r u a l s .

W h o  i s  c o n s i d e r e d  a n  i m m e d i a t e  f a m i l y  
m e m b e r ?
• Em p l o y e e ’ s  S p o u s e
• Em p l o y e e ’ s  C h i l d r e n  u n d e r  t h e  a g e  o f  1 8
• Em p l o y e e ’ s  P a r e n t s

W h o  d o  I  n e e d  t o  n o t i f y  i f  I  a m  o u t  o n  
a p p r o v e d  l e a v e ?

W he n  y o u r  l e a v e  i s  f o r e s e e a b l e  t h e  r e q u e s t  
s ho u l d  b e  r e q ue s t e d  30  d a y s  i n  a d v a n c e .

Y o u  m u s t  n o t i f y  y o u r  s u p e r v i s o r  w he n  
c a l l i n g  o u t  f o r  F M LA / R I P F M L A  o r  o t h e r  C i t y  
l e a v e  b a s e d  o n  d e p a r t m e n t  p r o c e d u r e s .

H o w  d o  I  k n o w  h o w  m u c h  F M L A /  R I P F M L A  

t i m e  I  h a v e  a v a i l a b l e ?

Y o u  c a n  c o n t a c t  t h e  l e a v e  o f  a b s e n c e  

a d m i n i s t r a t o r s  o r  y o u r  s up e r v i s o r  f o r  a n  

e s t im a t e  o f  t im e  u s e d .

H o w  i s  F M L A  t i m e  t r a c k e d ?

F o r  a l l  l o c a t i o n s  F MLA  t im e  i s  r e c o r d e d  o n  a  

r o l l i n g  c a l e nd a r  y e a r .  T h i s  m e a n s  i f  y o u r  f i r s t  

F MLA  d a y  i s  Ma y  3 ,  t h e n  y o u r  F MLA  c a l e nd a r  

y e a r  b e g i n s  o n  Ma y  3 .

H o w  m a y  F M L A  l e a v e  b e  t a k e n ?

As  a  c o n t i n uo u s  b l o c k  o f  t im e  up  t o  12  we e k s  

a nd /  o r  i n t e r m i t t e n t l y  ( l e a v e  t a k e n  i n  s e p a r a t e  

b l o c k s  o f  t im e  d ue  t o  a  s i n g l e  q ua l i f y i n g  

r e a s o n )  o r  o n  a  r e d u c e d  s c he d u l e  ( a n  a g r e e d  

up o n  r e d u c t i o n  o f  a n  e m p l o y e e ’ s  u sua l  n um b e r  

o f  wo r k i n g  ho u r s  p e r  we e k ,  o r  h o u r s  p e r  

wo r k d a y ) .

W h a t  b e n e f i t s  d o e s  F M L A /  R I P F M L A  

g u a r a n t e e ?

F MLA /  R I P F MLA  l e a v e  g ua r a n t e e s  t h e  

c o n t i n ua t i o n  o f  e m p l o y e e ’ s  h e a l t h  b e ne f i t s .  Y o u  

c a n  c o n t i n ue  y o u r  m e d i c a l ,  d e n t a l ,  a nd  l i f e  

i n s u r a n c e  b e ne f i t s  a s  l o ng  a s  y o u  a r e  p a y i n g  

y o u r  p o r t i o n  o f  y o u r  p r e m i um s  o r  s e t  u p  a  

p a y m e n t  a r r a ng e m e n t  whe n  y o u  r e t u r n .

T o  d o  t h i s  y o u  m us t  c o n t a c t  t h e  b e ne f i t s  o f f i c e  

a t :

b e ne f i t s@ p r o v i d e n c e r i . g o v  P :  401 - 68 0 - 5 6 1 6 ,  

o p t i o n  2

F :  401 - 27 2 - 0 8 6 7

W h e n  d o  I  h a v e  t o  a d d  m y  n e w  d e p e n d e n t s  t o  

m y  i n s u r a n c e ?

W i t h i n  30  d a y s  o r  y o u  w i l l  n o t  b e  e l i g i b l e  t o  

m a k e  c ha ng e s  t o  y o u r  b e ne f i t s  p l a n  un t i l  o p e n  

e n r o l lm e n t .

Basics of  Leave of  Absences for  
Employees: C i ty of  Providence 14
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Additional Information

W h a t  o t h e r  t y p e s  o f  l e a v e  r u n  c o n c u r r e n t  w i t h  

F M L A ?

• Rhode Island Parental and Family Medical Leave Act 
(RIPFMLA)

• Worker's Compensation Claims

• Other City Leaves per LOA Policy

• Americans with Disabilities Act

• Pregnancy Disability Act

• RI Fair Employment Practice Act

W h e n  s h o u l d  I  n o t i f y  m y  s u p e r v i s o r  a n d  H R  
o f  m y  i n t e n t  t o  a p p l y  f o r  a  L e a v e  o f  
A b s e n c e ?

• You must notify your supervisor immediately if you 

need to apply for a leave.
• You must contact HR no later than the fourth business 

day of your absence to apply for a leave of absence.

• If your absence is foreseeable you should apply up to 30 
days in advance.

A r e  F M L A /  R I P F M L A  e l i g i b i l i t y  a n d  a p p r o v a l  
t h e  s a m e  t h i n g ?
No ,  e l i g i b i l i t y  m e a n s  y o u  h a v e  o ne  y e a r  o f  s e r v i c e  
a nd  h a v e  wo r k e d  1 , 250  ho u r s  i n  t h a t  y e a r .

Ap p r o v a l  m e a n s  t h a t  y o u  h a v e  s ub m i t t e d  t h e  
c o m p l e t e d  d o c um e n t a t i o n  t o  H R  t h a t  m e e t s  t h e  
f e d e r a l  a n d / o r  s t a t e  g u i d e l i n e s  f o r  t h e  
r e q ue s t e d  l e a v e  a nd  y o u  h a v e  no t  e x ha u s t e d  
a l l  o f  y o u r  F M LA  t im e .

W h a t  i f  I  d o  n o t  c o n t a c t  H R  t o  r e q u e s t  F M L A  

w i t h i n  t h e  f i r s t  f o u r  d a y s  o f  m y  absence?

Ab se n c e s  n o t  c o v e r e d  und e r  a n  a p p r o v e d  C i t y  

l e a v e  a r e  s ub j e c t  t o  t h e  S i c k  T im e  Ab u se  P o l i c y .  

I t  i s  t h e  e m p l o y e e ’ s  r e s p o n s i b i l i t y  t o  m a k e  s u r e  

a l l  p a r t i e s  a r e  c o n t a c t e d  i n  a  t im e l y  m a nne r .

W h e r e  c a n  I  f i n d  m o r e  i n f o r m a t i o n  o n  F M L A ?

Y o u  c a n  c o n t a c t  t h e  D e p a r t m e n t  o f  L a b o r  

( D O LT )  a t  h t t p s : / / d l t . r i . g o v /  o r  c o n t a c t  H um a n  

R e so u r c e s .

B e g i n n i n g  t h e  P r o c e s s

F i l i n g  f o r  L e a v e  o f  Ab s e n c e  i s  q u i c k  a nd  e a s y .  

F o r  n e w  c l a im s ,  C o m p l e t e  t h e  f o r m  w i t h  t h e  

b a s i c  i n f o r m a t i o n  a b o u t  y o u  a nd  y o u r  l e a v e  

( s c a n  Q R  C o d e  b e l o w ) .

H um a n  R e so u r c e s  w i l l  m a i l  y o u r  l e a v e  e l i g i b i l i t y  

p a c k e t  t o  y o u r  h o m e  w i t h i n  t wo  t o  f i v e  b u s i n e s s  

d a y s .

Ma k e  s u r e  y o u  h a v e  a  s i g ne d  a u t ho r i z a t i o n  f o r m  

o n  f i l e  w i t h  y o u r  d o c t o r .  Y o u r  d o c t o r  w i l l  n e e d  

t o  c o m p l e t e  t h e  m e d i c a l  c e r t i f i c a t i o n  f o r m s ,  a nd

y o u  o r  y o u r  d o c t o r  m us t  f a x  t h e  c o m p l e t e d  

d o c um e n t a t i o n  t o  H R  a t  401 - 2 7 3 - 9 5 1 0  w i t h i n  15  

d a y s  o f  y o u r  r e q ue s t .

I f  H R  ha s  n o t  r e c e i v e d  a ny  m e d i c a l  

d o c um e n t a t i o n  o r  i n c o m p l e t e  i n f o r m a t i o n  w i t h i n  

15  d a y s  f r o m  t h e  d a t e  y o u  r e q ue s t e d  l e a v e ,  y o u  

w i l l  b e  g i v e n  o ne  7 - d a y  e x t e n s i o n  f o r  m i s s i n g  

d o c um e n t s  b e f o r e  y o u r  l e a v e  r e q ue s t  i s  d e n i e d .

U p o n  H R  r e c e i v i n g  a  c o m p l e t e d  a p p l i c a t i o n ,  H R  

w i l l  s e nd  a n  a p p r o v a l  o r  d e n i a l  l e t t e r  w i t h i n  

f i v e  d a y s .  C o n t i n ue  t o  f o l l o w  y o u r  d e p a r t m e n t ’ s  

c a l l - i n  p r o c e d u r e s  ( un l e s s  a p p r o v e d  f o r  

c o n t i n uo u s  l e a v e ) .

F o r  m o r e  i n f o r m a t i o n  o n  t y p e s  o f  l e a v e s ,  

e l i g i b i l i t y  c r i t e r i a  a nd  e n t i t l e m e n t s ;  p l e a s e  

v i s i t :  h t t p s : / / w w w. p r o v i d e n c e r i . g o v / h r /  

e m p l o y e e - l e a v e s /  a nd  r e v i e w  e m p l o y e e  

e d u c a t i o na l  m a t e r i a l s  a nd  p o l i c i e s .

Basics of  Leave of  Absences for  
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Summary

Key  take  away s :

• App l y  f o r  l e av e  30  day s  i n  advance  f o r  a l l  f o r  s eeab l e  absence s .

• The  on l y  way  to  app l y  f o r  a  l e av e  i s  by  comp l e t i ng  the  f o rm a t ta ched  to  the  

QR  Code  i nc l uded  on  s l i de  4 .

• E l i g i b i l i t y  &  en t i t l ement  de ta i l s  o n  a l l  l e av e s  o f f e r  by  the  C i t y .

• Contac t  i n f o rma t i o n  f o r  LOA  Admin i s t r a to r s .

Th i s  i n f o rmat i on  cove r s  the  bas i c s  o f  l e ave  o f  absences .  We  wou l d  l i k e  to  

H i gh l i gh t  the  s i gn i f i c ance  o f  t r anspa r ency  &  a cce s s i b i l i t y  f o r  emp l o y ees  

f ami l i a r i z i ng  themse l v e s  w i th  the  comp l e te  l e av e  po l i c i e s ,  wh i ch  can  be  f o und  

he r e  h t tp s : / /www.p r o v i dence r i . go v /hr /emp l o y ee - l e av es / .

Unde r s tand i ng  the  i n t r i ca c i e s  o f  the se  po l i c i e s  empower s  emp l o y ees  to  make  

i n f o rmed  dec i s i o ns  about  the i r  l e av e  en t i t l ements ,  r i gh t s ,  and  ob l i ga t i o ns .

I f  y ou  have  any  ques t i o ns  about  r eques t i ng  a  l e av e  o f  absence ,  o r  the  C i t y ’ s  

l e av e  o f  absence  po l i c y ,  the  Human Resour ce s  team i s  av a i l ab l e  to  he l p  a t  

h r@prov i dence r i . go v .
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