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Your Next Steps 

What you need to do after you’ve made a request

Make AbsenceResources your first point of contact for your absence. If you have questions about your absence 
request or need to change your requested dates, live representatives are available to guide you through the absence
process between the hours of 7:30 AM and 9:30 PM Central Time at 866-380-0680. You can also email us at 
AbsenceCenter@AbsenceResources.com and check the status of your request at any time by logging on to 
www.AbsenceResources.com.

Submit necessary documentation for your absence. If you are required to submit documentation for your absence, 
take the Medical Certification form to the health care provider for completion, or provide us with their fax number and we
will send a copy on your behalf. Verify that the health care provider fully and accurately completes all fields on the 
Medical Certification form and faxes it to AbsenceResources at 877-309-0218 within the certification period stated on 
your Request letter. Please do not return the completed Medial Certification to McLane. 

If you are going to be absent from work intermittently, track your absence dates. Intermittent leave means leave 
taken in intervals of hours or days rather than longer, consecutive periods of days or weeks. Examples include medical
appointments or shortened workdays (hours). Intermittent leave is tracked or documented in increments of at least 1 
hour. Regulations require you to provide advance notification whenever possible. 

o You will need to continue to follow the McLane Attendance policy requirement and notify your 
supervisor/manager within 2 hours of your scheduled shift and report your absence to AbsenceResources
within 24 hours of your absence. Report any absences related to your intermittent FMLA leave even if your leave
is not yet approved. 

If you are going to be absent on a continuous basis, the dates you requested are already in our system. Continuous 
leave under FMLA means you will be out between 3 days and 12 weeks. You do not need to call and report the time 
you’re out, however you should let us know if your needs change.

If you are on maternity or parental leave, you will need to confirm your delivery or placement date so that we can 
adjust your absence dates if necessary. You will receive an email or automated phone call after your expected delivery or 
placement date. You can simply respond to that email or phone call to confirm your delivery or placement date.

Keep an eye out for your decision packet – sent via email or postal mail depending on your preferences – and any
notifications about your absence.

Before your return to work, you will be required to return to work at least 2 weeks prior to the return date, if possible, by 
notifying your supervisor/manager and your Human Resources Department. There will be a Return to Work form for your 
doctor to complete before you return if the leave was for your own serious health condition. This notice period also 
allows you to schedule required exams or fitness-for-duty tests, including those required by the DOT. If such certification
is not received, your return to active employment will be delayed until certification 

If you are returning to work earlier than anticipated, you must notify your Human Resources Department at least 2 
weeks prior to your expected return date. Failure to notify your Human Resources Department may delay your return to 
active employment. There will be a Return to Work form for your doctor to complete before you return if the leave was for 
your own serious health condition. 

What you need to know after you’ve made a request

Each time we receive documentation for your absence, you will receive a notification that we have the documentation. 
A decision packet will be sent via your preferred communication method within 48 hours of receipt of the documentation.
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When we don’t receive documentation for your absence in time, we’ll send a reminder that your certification deadline 
is coming up and a decision packet once the deadline has passed. You can still submit paperwork after the deadline – we
will process it according to your company’s policy regarding late paperwork, which may result in your absence being 
delayed or denied.

What you need to know after you’ve received a decision

If you need to change your absence dates, you will receive an email or call two weeks before the end of your absence
so that we can confirm you will be returning to work on time. You can simply reply to our outreach or contact us at any 
time to request an adjustment or extension. 

When your approved absence period ends, you will be expected to return to work. Failure to return on or before the
specified return date without an approved extension may result in discipline up to and including the termination of 
employment.

If you need to renew your intermittent absence, contact us at any time 30 days prior to the end of your absence to
request a renewal.

If you are using leave intermittently and exceed your approved intermittent frequency/duration or the situation 
necessitating your absence appears to change, you may be asked to have your absence recertified. This request will 
come via your preferred method of communication (email or postal mail). Please follow up with the health care provider 
to ensure that we receive the documentation necessary to recertify your absence.

Moonlighting while on absence: You may not work for another employer while on family or medical absence. Such 
outside employment is grounds for immediate termination.

What you need to do to maintain health benefits and receive pay

To maintain your health benefits, McLane maintains an eligible teammate’s existing group health, vision, dental, life, 
and disability insurance coverage during FMLA leave the same as if the teammate had been at work. The teammate is 
responsible for paying their full portion of applicable insurance premiums. All teammates must contact their Human 
Resources Department to complete a Benefits While on Leave form. If a teammate receives pay from McLane while on 
leave, their benefit premiums will be deducted, otherwise the premium(s) will be due upon return to work or immediately
if not returning. If you choose to pay your benefit premiums while out on leave, the Benefits Department will contact you to
make payment arrangements.

If you are on maternity or parental leave and would like to add your child to your medical coverage, please do so 
within 60 days of the date of birth or placement of your child. Your child may not be covered under your medical benefits 
if you do not fill out the necessary paperwork within the first 60 days. If you have questions or concerns, please contact 
your Human Resources Department. 

To receive short term disability: If you are disabled, you may be entitled to disability benefits and should contact
Lincoln Financial at 877-321-1139. See attached documents for further information. Any notifications or 
communications about disability claim status will arrive separately from Lincoln Financial. Do not contact
AbsenceResources about your disability benefits.

To use [Paid Time Off]: Unless approved for short term disability you will be required to use any paid time off 
concurrently with your absence. Once your paid time off has exhausted, the remainder of your leave will be unpaid.

FMLA will run concurrent with your approved short-term disability, Workers Compensation, or Texas Injury Benefit leave
up to the maximum FMLA time available. 














