These instructions pertain only to employees of the following City of Houston Departments:   Human Resources, Finance and Administration, Information Technology, Planning and Development, Mayor’s Office, and Affirmative Action/Contract Compliance.  Employees in other departments must contact their departmental FMLA coordinator for FMLA packages, specific instructions, and assistance.

FMLA Package and Executive Order 1 – 34

Please carefully read Executive Order 1 – 34, Family and Medical Leave, for detailed information regarding your eligibility and other requirements for taking FMLA.

Employees completing the necessary FMLA paperwork need to submit these forms to Roland Bienvenu in the Human Resources Department, 4th floor, 611 Walker Street, Houston, Texas, 77002 for review and approval.  For explanation of the forms you are required to complete, see information under “Forms Instructions” below.

Certain departments require that you submit your completed FMLA forms through your supervisor or manager.   Please check on your department’s protocol before submitting any forms.

Note:   completed forms may also be faxed to Mr. Bienvenu’s attention at 713 837-9488.  However, the original forms must also be submitted to Mr. Bienvenu soon after they are sent in via facsimile.  

If you are not certain about your eligibility or have any questions relating to FMLA, contact Mr. Bienvenu at (713) 837-9312.  In Mr. Bienvenu’s absence, you can call either (713) 837-9313 or (713) 837-9314.

Forms Instructions

If your request is due to the birth of your child, you must complete and submit the following forms:

Form B (have your supervisor sign)

Form E

Form F (if requestor is a male employee whose wife is giving birth)

Form I

Form J (if requestor is a female employee and is being released to return to work)

Form K (if necessary)

Form L - employees going into unpaid leave need to complete and follow up with Human Resource Department’s Benefits Division should they wish their health and other benefits to continue without interruption.

If your request is due to the placement of a child with you for adoption or foster care, and/or to care for such well child within 12 months of the placement, you must complete and submit the following forms:

Form B (have your supervisor sign)

Form F

Form K (if necessary)

Form L – see above remarks regarding this form

Additionally, you need to submit documentation that supports the fact that you are having a child being placed with you for adoption or foster care.

If your request is due to your serious health condition that makes you unable to perform the essential functions of your job, you must complete and submit the following forms:

Form B (have your supervisor sign)

Form E

Form I

Form J (if and whenever appropriate)

Form K (if necessary)

Form L – see above remarks regarding this form

If your request is due to a serious health condition affecting your spouse, child, or parent, you must complete and submit the following forms:

Form B (have your supervisor sign)

Form E

Form F

Form I

Form K (if necessary)

Form L – see above remarks regarding this form

IMPORTANT NOTE: You must submit completed forms B and E within 15 calendar days of the date you receive your FMLA package, with the exception as explained in the last paragraph.

Failure to submit these forms within 15 calendar days as described above may result in all or a portion of your requested FMLA leave being denied and processing thereof delayed.

Executive Order 1 – 34 requires you to give at least 30 days’ notice of your need for FMLA if such need is foreseeable.  Providing you have at least 30 days’ notice of this need, you must both advise your management of your upcoming absence; it is also highly recommended that you request/obtain an FMLA package at the time you learn of your need for the upcoming absence.
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