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EMLA PROCESS

Employee
Notifies supervisor. Gives 30 days
notice for planned absences. ’
Shares expected dates of leave and

general reason.

START

Supervisor
Notifies HR. and/or
Department Head

Employee
Uses checklist to complete provided
packet. Ensures completed documents
are returned to HR within 15 days.

Ineligible

HR
Confirms forms and

HR

Reviews eligibility of employee
based on employment
requirements.
HR sends to employee notice of
eligibility or an FMLA packet
within 5 days. Copies Dept.
Head.

certification paperwork
were received within 15
days.

HR
Reviews the certification
paperwork and determines

Employee

Talk with HR and thier Dept Head about
options for paid leave, unpaid leave, or a
leave of absence. These options may not
provide the same level of protection. If
the employee takes unexcused leave,
ceases to communicate despite the
employer’s efforts, or does not return
when expected, they may be subject to
discipline, including termination.

whether this leave is approved
for FMLA.

HR

Supervisor

HR
Notifies employee,

Department Head, and Payroll
that the leave is designated as

FMLA.

(c]o)
THIS LEAVE IS
PROTECTED FMLA
LEAVE

HR, and Finance
communicate to track
leave, and notify
each other of leave
changes

If there are changes.
HR may request re-
certification or other
information from the
employee

K 7

Employee
Notifies supervisor of absences via
normal protocol. Employee will also
notify supervisor and HR if their need for
leave has changed. The approved
amount and schedule of leave is based
on the request, the Certification
paperwork, and the employee’s
available FMLA. If employee uses
unpaid time, they must confirm their
payment method for benefit deductions
with the Finance Office.
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RETURN TO WORK

Employee
Submits a return to work form from their medical
provider to HR after:
START e 1.The need for leave is over
2.Approved FMLA is over
3.All 12 weeks of FMLA have been used

¥

HR
Reviews form and based

on providers instructions The employee can return The emplo.yee must
detrmines if employee can fjumm o Work but has temporary request continued leave.
T o werk gt ull restrictions that impact Do they have remaining
capacity on or before their duties or schedule. FMLA?

expected date

HR
Shares return
information with
s FMLA IS OVER
HR HR The City Manager will
Reviews restrictions and Updates Dept. Head, approve or deny a request
job requirements with City Manager. Sends for extended leave.
City Manager and Dept. employee re- Approval is dependent on
Head. Can the certification paperwork review of the City’s needs
v tempora.ry and the circumstances of the
accommodation be situation. The Manager may
Suervisor met? z set restrictions and
CommSnicates with Employee parameters on the leave.
employee about submits a
planned return. completed
form to HR

HR
reviews form and
shares request with
City Manager and

Dept. Head.
Is additional leave
eligible?
FMLA IS OVER, Supervisor
EMPLOYEE Communicates with
employee about
RETURNS TO WORK planned return.
Empl HR, Ci R
mployee, AR, City Notifies employee,
Manager, and Dept. Department Head, BEGIN AGAIN AT
Head usetandlnteracftlve i Byl dhei e START
process to determine leave is designated as
reasonable EMLA

accommodation or
leave options.



