
Employee 

Manager 

Completes & returns 
FMLA Request/ 

Notification form to 
Human Resource 

Notifies Human 
Resources directly of 

absence (3+ 
consecutive days) 

OR 

HR provides FMLA Notice of 
Eligibility, Designation, Rights & 
Responsibilities memo and FMLA 

Certification form to Employee 
(except in case of birth, adoption or 

foster care). 

HR emails FMLA 
notification to 

Manager. 

Manager codes 
absence as FMLA 
on Timesheet for 
designated dates. 

Employee 
Completes & returns 

applicable Certification form 
to Human Resources (except 
in case of birth, adoption or 

foster care) 

Completes & submits Return to Work 
Medical Certification form to Human 

Resources if original designation dates are 
undetermined, change or restrictions apply 
(only in case of employee’s serious health 

condition) 

HR emails Return to Work 
authorization to Manager. 

Manager discontinues coding 
absence as FMLA on Timesheet, 

based on new dates provided. 

OR 
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