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5. Employees with childcare needs impacting their work schedule should immediately
discuss the situation with their immediate supervisor who shall seek guidance from the
Office of Human Resources.

6. In some cases, the Family Medical Leave Act (FMLA) may apply; however, employees
should contact the Office of Human Resources and should not share medical information
with their immediate supervisor. In addition, other voluntary options may be available
based upon operational and individual needs.

RESPONSIBILITIES:

POSITION OR OFFICE RESPONSIBILITIES
Office of Human A. To annually review policies for gppllcablllty and upda_tes_. _
R B. To process violations of the policy according to the disciplinary
esources :
process and grid.
A. Consistently and appropriately monitor workforce to ensure
compliance with policy.
B. Initiate a request to ODNR Human Resources for disciplinary
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Supervisors and
Managers
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action as soon as they are aware of any policy violation.
Proactively communicate questions, concerns and issues to the
appropriate contact listed below.

Ensure employees have access to and successfully complete
any necessary ELM training in a timely fashion.
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Read and comply with policy.

Notify their supervisor immediately of ODNR events and specific
individual occurrence exception requests.

Proactively communicate questions, concerns and issues to the
appropriate contact listed below.

Complete all associated policy training in a timely fashion.

RESOURCES:

Employee/Visitor Identification Policy/Procedure

Health and Safety Policy

ODNR Family and Medical Leave Policy-Procedure

Disciplinary Policy/Procedure

CONTACTS:

SUBJECT | OFFICE ' TELEPHONE | EMAIL/URL

Policy Office of Human

Issues Resources/Labor Relations

(614) 265-6981 | Policy.Coordinator@dnr.state.oh.us

Related Department Forms:

ODNR Specific Event Forms
ODNR Leave Request Forms (including eTars and ADM 4258 Request for Leave)
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