Employee FMLA Leave Process Flowchart

Step 1: Notify your supervisor or HR
representative when you know you need
leave.

FML Request Form

STOP: Your leave is

not FMLA protected. Talk N Step 2: Your supervisor or HR advisor
to your supervisor or leave o notifies you whether you are eligible
advisor about other leave

within 5 business days

:

Your supervisor notifies you of your
FML Rights and Responsibilities, and
indicates whether medical
certification is needed

:

Step 3: If your supervisor requests a
medical certification, have your
health-care provider complete it.
Return to your supervisor within 15
calendar days
Certification Forms

:

Step 4: Your supervisor notifies you
within 5 business days whether your
leave qualifies for FMLA.

:

Step 5: During your leave, advise your
supervisor of changes & intent to
return to work

:

If your supervisor asked for fitness-

for-duty release, have your health-

care provider complete before you
return to work.

:

Step 6. Return to work on agreed
date. Provide fitness-for-duty release if
needed. Your supervisor must return you to,
your position or an equivalent one.

options.



https://hr.arizona.edu/sites/default/files/hr/forms/fmla/FML-EMPREQ.PDF
https://hr.arizona.edu/sites/default/files/hr/forms/fmla/FML-CEREMP.pdf
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