
Family & Medical Leave Act (FMLA) Employee Process 
 

 

Need for 
Leave

• When you are needing leave, estimate the start date and duration of the leave.  

Call HR

• Contact HR right away to see whether you are eligible for FML and what steps you need to complete to go on 
leave. 

Notify 
Manager

• Let your manager know that you will need to take time off and that you have reached out to HR regarding FMLA. 

Submit 
Paperwork

• HR will provide copies of the required paperwork to approve your leave. When you receive this, you will need to 
have the appropriate physician complete the form. Once the physician completes the form, you will need to return 
the documentation to HR 30 days before your first day of leave. HR will review the documentation and provide a 


