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Washington Family Care Act (WFCA)

Employees in Washington State are entitled to use their choice of sick leave or other paid time off to care for a child with a health condition that requires treatment or supervision, or to care for a spouse, parent, parent-in-law, or grandparent who has a serious health condition or an emergency, and to care for children 18 years and older with disabilities.  Grandparents-in-law, grandchildren, and siblings are not included.


Action By:


   

Action:
	Employee
	1.
	Notifies department of the need for a leave of absence.  

	
	
	
	

	Employer

     
	2.
	Forwards Protected Family and Medical Leave Request Form to the employee if absent from work for more than three total work days on family sick leave or provides employee with web site to obtain form

	
	
	
	

	Employee
	3.
	Must use their choice of paid leave (required for WFCA leave)

	
	
	
	

	
	4.
	Completes King County Protected Family and Medical Leave Request Form and the request for time off according to department procedures (i.e., absence request form, time sheet, equivalent system)

	
	
	
	

	
	5.
	Forwards King County Protected Family and Medical Leave Request Form and the request for time off according to department procedures (i.e., absence request form, time sheet, equivalent system) to Employer      

	
	
	
	

	Employer

     
	6.
	Verifies the number of paid leave hours the employee has available for use 

	
	
	
	

	
	7.
	Completes and signs King County Protected Family and Medical Leave Response Form and provisionally approves leave of absence or certify leave if medical certification form is already received

	
	
	
	

	Employee
	8.
	Ensures completion of Protected Family and Medical Leave Medical Certification with appropriate health care provider signatures within 15 days of request and forwards signed Protected Family and Medical Leave Certification to employer if applicable

	

	Employer

     
	9.
	Forwards a copy of the completed King County Protected Family and Medical Leave Response Form to employee and Benefits & Retirement Operations Section (CNK-ES-0240)

	
	
	
	

	
	10.
	Files the copy of the completed Protected Family and Medical Leave Response Form into the employee’s separate medical file

	
	
	
	

	Employer

     
	11.
	Enters approved leave of absence information and leave of absence payroll codes into payroll system

	
	
	
	

	Employee
	12.
	Begins leave of absence

	
	
	
	

	Employer

     
	13.
	Tracks leave of absence days

	
	
	

	
	14.
	Contacts employee, as appropriate to request updated Protected Family and Medical Leave Medical Certifications

	
	
	

	Employee
	15.
	Obtains and forwards signed Protected Family and Medical Leave Medical Certifications, as appropriate to employer      

	
	
	

	Employer

     
	16.
	Communicates with employee during leave of absence to determine return to work expectations

	
	
	

	Employee
	17.
	Communicates with employer concerning return to work date 

	
	
	

	
	18.
	Returns to work

	
	
	

	Employer

     
	19.
	Notifies Benefits and Retirement Operations staff of employee’s return to work date

	
	
	

	
	20.
	Files return to work documents in employee’s medical file, if applicable

	
	
	

	
	21.
	Retains employee leave of absence information for at least three (3) years after the termination or retirement of the employee

	
	
	
	

	* WFCA leave can only be used during the use of paid accruals and ends on the day employee exhaust all of their accruals.  WFCA leave may run concurrently with other protected medical leaves.
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