[bookmark: _GoBack]Sample Script for Identifying SPF Absences

A meeting should be held with the employee when absences are suspected to qualify as SPF Absence. This dialogue could also take place in conjunction with a counseling session on suspected leave abuse. The meeting should be held in a private place, possibly in a counseling setting. Below is a sample script that may be used.


Sample Script

I’ve noticed that you have been using more sick leave than you have in the past [or I overheard you tell someone you are having surgery, are pregnant, etc.].

Commonwealth policy and the Family and Medical Leave Act require me, as your supervisor, to make you aware of your rights and responsibilities under the SPF Absence policy and the Family and Medical Leave Act. These absence provisions cover employees when they or a family member have a serious health condition or are expecting the birth, adoption or foster care placement of a child.

The definitions of a serious health condition are included in the Notice to Employees. Do you think you or a family member might have a serious health condition?


Sample Script if Response is “Yes”

[Give employee the Notice to Employees and contact information for SPF Absence Coordinator]. The Notice to Employees provides information about the SPF Absence policy. Please contact the SPF Absence Coordinator, who will determine your eligibility to use SPF Absence and provide you with the forms necessary to request an SPF Absence. 


Sample Script if Response is “No” or “None of Your Business” but 
You Believe Absences Qualify

Here is the name and contact information for our SPF Absence Coordinator. In the event you ever need to request SPF Absence, please contact the SPF Absence Coordinator who will provide you with the necessary forms. 

If you continue to use as much paid leave as you have been using, you may exhaust your paid sick leave soon. After the leave is exhausted, I will only consider approval of absences based on operational needs. Leave without pay will not be approved, unless your absences qualify as SPF Absence. [Or, even though you have a lot of paid sick leave accrued, it is inappropriate to use this leave and not have it designated as SPF Absence/FMLA Leave.]

I will notify the SPF Coordinator of our discussion.

Note: If the response is “no”, and the employee provided sufficient information for you to agree that the employee or family member does not have a serious health condition, no further action is needed.
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