Employee Rights and Responsibilities

Substitution of Paid Leave — When Paid Leave is Used at the Same Time as FMLA Leave

You have a right under the FMLA to request that your accrued paid leave be substituted for your FMLA
leave. This means that you can request that your accrued paid leave run concurrently with some or all of
your unpaid FMLA leave, provided you meet any applicable requirements of our leave policy.
Concurrent leave use means the absence will count against both the designated paid leave and unpaid
FMLA leave at the same time. If you do not meet the requirements for taking paid leave, you remain
entitled to take available unpaid FMLA leave in the applicable 12-month period. Even if you do not
request it, the FMLA allows us to require you to use your available sick, vacation, or other paid leave
during your FMLA absence.

Maintain Health Benefits

Your health benefits must be maintained during any period of FMLA leave under the same conditions as
if you continued to work. During any paid portion of FMLA leave, your share of any premiums will be
paid by the method normally used during any paid leave. During any unpaid portion of FMLA leave, you
must continue to make any normal contributions to the cost of the health insurance premiums. To make
arrangements to continue to make your share of the premium payments on your health insurance while
you are on any unpaid FMLA leave, contact Konica Goodson, GBA Accounting Manager, at 404-651-6530
or Konica.Goodson@gba.ga.gov

Health insurance premiums are deducted on the 15™ payroll for coverage in the following month.
Therefore, you must submit your premium payment no later than the 15 of each month. If payment is
not made timely, your group health insurance may be cancelled, provided we notify you in writing at
least 15 days before the date that your health coverage will lapse, or, at our option, we may pay your
share of the premiums during FMLA leave, and recover these payments from you upon your return to
work. You may be required to reimburse us for our share of health insurance premiums paid on your
behalf during your FMLA leave if you do not return to work following unpaid FMLA leave for a reason
other than: the continuation, recurrence, or

onset of your or your family member’s serious health condition which would entitle you to FMLA leave;
or the continuation, recurrence, or onset of a covered servicemember’ s serious injury or illness which
would entitle you to FMLA leave; or other circumstances beyond your control.

Other Employee Benefits

Upon your return from FMLA leave, your other employee benefits, such as pensions or life insurance,
must be resumed in the same manner and at the same levels as provided when your FMLA leave began.
To make arrangements to continue your employee benefits while you are on FMLA leave, contact GA
Breeze at 1-877-342-7339.

Return-to-Work Requirements

You must be reinstated to the same or an equivalent job with the same pay, benefits, and terms and
conditions of employment on your return from FMLA-protected leave. An equivalent position is one that
is virtually identical to your former position in terms of pay, benefits, and working conditions. At the end
of your FMLA leave, all benefits must also be resumed in the same manner and at the same level
provided when the leave began. You do not have return-to-work rights under the FMLA if you need
leave beyond the amount of FMLA leave you have available to use.
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Other Requirements While on FMLA Leave

While on leave you will be required to furnish us with periodic reports of your status and intent to
return to work every month.

If the circumstances of your leave change and you are able to return to work earlier than expected,
you will be required to notify us at least two workdays prior to the date you intend to report for work.



