FAMILY AND MEDICAL LEAVE ACT
PROCESS FOR OBTAINING FMLA LEAVE

· Employee provides notice to Department Head (30 days advance notice when foreseeable or as soon as practicable) providing sufficient information of the need and indicating the anticipated timing and duration of the requested leave
· Department Head notifies employee (within 5 days, absent extenuating circumstances) of his/her eligibility; if ineligible, must  provide at least one reason for ineligibility

· If eligible, Department Head provides employee with applicable certification form with appropriate sections filled in by the employee and the City to be given to the provider

· Employee submits completed certification form to Department Head as soon after as possible

· Department Head reviews and provides notification to the employee relative to final designation or denial of FMLA leave based on certification (within 5 days, absent extenuating circumstances).  Prior to notifying the employee, the Department Head should consult with the Human Resources Department relative to the appropriate format/language for final designation letter and to address any questions or concerns.
Human Resources FMLA Contacts

Sara Burrington, Assistant Director of Human Resources


787-6199
William E. Mahoney, Director of Human Resources & Labor Relations
787-6068
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