
Family and Medical Leave (FMLA) Instructions 

 

For information regarding eligibility for leave under the federal Family and Medical Leave Act (FMLA), 

refer to the link to the FMLA Employee Rights Notice on the Maritz benefits website: 

➢ All Maritz employees, www.maritzbenefits.com (enter password Maritzbenefits).  Next, go to 

Income Protection, then Family & Medical leave. 

 

After reviewing the FMLA Employee Rights Notice, if you believe you may be eligible for leave, and wish 

to file a claim or request for FMLA, contact Lincoln Financial by phone or online as follows: 

➢ By Phone: (888) 408-7300 

➢ Online: www.mylincolnportal.com (register as a new user your first time logging in, and enter 

“maritz” when asked for the company code) 

As stated in the FMLA Employee Rights Notice, you may take FMLA leave as one continuous period of 

leave or on an intermittent or reduced schedule, depending on which type of leave is medically necessary 

for your situation.  When you file your request with Liberty Mutual, you will indicate whether you are 

requesting leave on a continuous or intermittent basis. 

Notify your manager of your need for FMLA leave, within 30 days in advance of your first day of absence 

when possible.  If advance notice is not possible, then notify your manager as soon as you become aware 

of your need to miss work.  

If leave is for one continuous block of time, you will need to inform your manager of the first day you will 

miss work, as well as an estimate of how long you will be off, so they can manage your workload while 

you are not working.  You will need to keep your manager updated on any changes to this estimated time 

off.  

If it is not possible to estimate the amount of leave you will need, then speak with your manager to agree 

upon a pre-arranged schedule for you to contact him or her to provide updates of your return-to-work 

date or continued need for leave and the date of the next doctor evaluation.  Although you do not have 

to discuss the medical diagnosis, you need to stay in contact with your manager so he or she can plan for 

your workload and we know it is your intention to keep your job and return to work at the end of your 

FMLA leave. 

For continuous leaves, you will also need to notify Karen Banderman in the Benefits Department of your 

first day missed, estimated time off, and reason for leave (your own condition, to care for a parent, spouse, 

or child with a serious health condition, or to bond with a new child or any other FMLA eligible reason).  

Karen can be reached by phone at (636) 827-1160 or Karen.Banderman@maritz.com .  She will change 

your status from Active to FMLA Leave in Workday and notify payroll of whether your leave is to be paid 

or unpaid. 

FMLA provides you with up to 12 weeks of job-protected leave per rolling 12-month period.  However, 

FMLA by itself does not provide any pay.  Refer to the following pages to determine whether a portion or 

all of your leave will be paid using any other types of paid leave available.  

http://www.maritzbenefits.com/
http://www.mylincolnportal.com/
mailto:Karen.hart@maritz.com


If leave is for your own health condition (including pregnancy/childbirth): 

If you are a Regular Full-Time employee, and will miss six or more consecutive days, you will be eligible 

to receive disability pay concurrently with your FMLA leave.  Lincoln Financial also administers the 

approval process for our short-term disability benefits.  Once you have filed your leave with them, they 

will open both a FMLA claim and a short-term disability claim.  Lincoln Financial will notify you and your 

doctor what medical documentation needs to be sent to approve both leaves without having to complete 

two sets of medication certification forms.  If the disability claim is denied or still pending after the first 

15 days, Lincoln will send you FMLA certification forms that you and your doctor will need to complete 

and return to determine whether the leave can be applied as FMLA only. 

For more information regarding disability benefits, refer to the Disability plan information on the Maritz 

benefits website.  Please note that female employees giving birth are not eligible for disability pay the 

entire 12 weeks of FMLA leave, unless complications arise that cause you to be physically disabled from 

working the entire 12 weeks of FMLA.  Refer to the Disability plan instructions on the Maritz benefits 

website for additional details. 

If you are a Regular Full-time employee but will miss work less than six consecutive days for your own 

condition, you are not eligible for any disability pay for the missed time.  If your manager would allow you 

to be paid sick days for any of your days off, you may use those first.  If additional time off is needed after 

any available sick days are exhausted, you will be required to use all unused vacation you would earn for 

the entire fiscal year until exhausted, and then any additional leave would be unpaid. 

If you are a part-time or freelance employee missing work for your own condition, and are eligible for 

any paid sick, vacation, or other type of PTO days, you are required to use those until exhausted before 

the rest of your leave would be unpaid. 

 

If leave is to care for a family member with a medical condition (parent, spouse, 

or child), or to bond with a new child following birth or adoption (once any 

available disability or adoption leave pay is exhausted), or military exigency FMLA 

leaves: 

The process of filing your claim or request for these types of leave through Lincoln Financial and notifying 

the Benefits Department are the same as listed above for leaves that are for your own condition.  

However, disability pay would not apply for these types of FMLA leave.  Instead, if you are eligible for Paid 

Parental leave (for new parents bonding with a new child), or Paid Caregiver leave (if caring for a parent, 

spouse, or child with a serious health condition), you will receive that type of pay concurrently with 

applying your time out towards your 12 weeks of FMLA leave.  If you still have additional FMLA available 

once any Paid Parental or Caregiver benefits are exhausted, or if your leave is for your own medical 

condition or for military exigency leave, Maritz requires you to use all unused vacation or PTO you have 

concurrently with any remaining FMLA leave you take until exhausted before you could take any FMLA 

leave as unpaid.   When you file your leave request with Lincoln, use the first day you miss work as your 

first day of FMLA leave, even if you have paid time available to use for those days. 



Once you have filed your claim with Lincoln Financial, they will send you a letter acknowledging receipt of 

your request for leave, along with FMLA Certification forms that must be completed by your family 

member’s doctor and returned to Lincoln by the date specified on the letter.   

It is your responsibility to make sure the doctor completes the required documentation and returns it to 

Lincoln Financial, and to follow up until you have confirmation your leave is approved. 

For all types of FMLA leaves: 

Once Lincoln Financial has received and reviewed the completed medical certification forms, they will 

send you a letter informing you if your leave was approved or denied.  If denied, the reasons will be stated 

in that letter as well as the process you may follow if you wish to file an appeal and submit additional 

documentation for Lincoln to consider. 

Time Reporting: 

For time missed that does not qualify for short-term disability pay, enter your hours or days missed in the 

TIME system as follows: 

If you are eligible for Paid Parental or Paid Caregiver Leave, code those days as Paid Parental or Paid 

Caregiver.  Once those benefits are exhausted and you have additional FMLA time available, or your leave 

is for your own medical condition or military exigency reasons, and you have paid sick or vacation time 

remaining, code those as Paid Sick or Paid Vacation. 

Once all paid time is exhausted, enter time missed as FMLA Unpaid (applies to all employees, regardless 

of exempt or non-exempt status, so that your pay can be withheld for those days or hours). 

For Intermittent leaves: 

In addition to reporting your absence in the Maritz TIME system, Lincoln Financial will send you an 

Intermittent FMLA Time Sheet with their approval letter.  You will need to make copies of this time sheet 

and complete it each week that you have any FMLA time missed.  Have your manager sign/approve the 

timesheet, and fax it to Lincoln Financial as instructed on the time sheet to have those days officially 

applied towards your 12 weeks of FMLA leave. 

 

Employee Contributions for Benefits While on Leave: 

If your leave will be intermittent, then we will continue to deduct your employee contributions for benefits 

from your paychecks as normal, provided there is enough pay to collect all contribution amounts. 

If you will only miss one or two pay period deductions, then we will collect any missed deductions from 

your paychecks upon your return from leave once your pay resumes. 

If you will be unpaid for more than two pay periods, contact Michelle Konakci in the Benefits Department 

at (636) 827-4088 or michelle.konakci@maritz.com to make arrangements to remit payment for your 

employee contributions while on leave. 

 

mailto:michelle.konakci@maritz.com

