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FMLA Employee Checklist

	STEP 1
	COMPLETE CHECKLIST

	STEP 2
	COMPLETE NOTIFICATION OF REQUEST

	STEP 3
	READ NOTICE OF ELIGIBILITY & RIGHTS AND RESPONSIBILITIES

	STEP 4
	HAVE YOUR DOCTOR COMPLETE CERTIFICATION OF HEALTH CARE PROVIDER
RETURN TO HR – NOT YOUR DEPARTMENT

	STEP 5
	READ DESIGNATION NOTICE



      BEFORE LEAVE
· Contact your supervisor (face to face is preferable) as soon as you are aware of your need to request leave, in accordance with the policies set forth in the HR Guidelines.
· Complete the Notification of Request, have your department head sign, then return to Human Resources.
· When possible, have the Notification of Request and Certification of Health Care Provider completed before you go out on leave (preferably 30 days in advance). By law, The Certification of Health Care Provider must be completed and returned to HR within 15 calendar days of your request. 
· Upon your request for leave, you will receive a Notice of Eligibility& Rights and Responsibilities form explaining your eligibility, rights, and responsibilities pertaining to Family Medical Leave.

· Once HR receives the Certification of Health Care Provider, you will receive the Designation Notice letting you know if leave has been approved, denied, or if more information is needed.

· Be sure to request Family Medical Leave in advance. When entering your request in Dayforce, be sure to choose FMLA Sick, Vacation, and/or without pay. Remember, you must exhaust ALL sick leave before using other paid leave.

      DURING LEAVE
· If you are on leave without pay or if your paid leave will exhaust before you return, ask about your health insurance and other benefits. You will be responsible for paying any benefit premiums if your leave is without pay.

· Recertification may be required every 30 days, but is needed at minimum every 6 months.

      AFTER LEAVE

· If leave taken is due to your own serious health condition, a fitness for duty note from your physician is required prior to returning to work. Bring this, or have your physician submit this to HR before or on your first day back to work (at the start of your shift).
*Please contact HR if you have any questions! 843-884-8517*
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