REQUESTING
FMLA

Employees
should fill out an
FMLA request
form and submit
to HR-Benefits or
the employee's
supervisor can
report to the
Benefits Dept.

FMLA Process for
Supervisors

PROCESSING
FMLA REQUEST

HR-Benefits will
determine eligibility

and inform the
employee of their
rights. If an employee
is eligible they will
have to certify the
leave with the
treating physician.

WAITING PERIOD
& PAYROLL

Eligible employees
will be given 15
calendar days to
certify their request
for leave. Supervisors
should code time
cards appropriately or
inform payroll of the
hours not worked.

APPROVAL/
DENIAL

HR-Benefits will
determine if the
employee has met
the requirements.
Benefits will inform
the employee and
their supervisor of
the determination.

If leave is approved
the Supervisor will
receive the details of
the leave instructions
on their obligations
during leave.
Communications will
be sent to ORU email
address.




FMLA Rights Required to be
Reported to Benefits Dept.




FMLA

c HR HAS APPROVED LEAVE

Q COMMUNICATION
e TIME OFF-PAYROLL
G CONTINUOUS LEAVE
e RETURN TO WORK

FAMILY
MEDICAL
LEAVE ACT

Approved Leave




