CAS Staff FMLA 
	HR recognizes employee’s possible need for FMLA


		
	HR Rep. determines if employee meets FMLA eligibility requirements


 
	NO


	HR Rep. sends Sample Letter, Notice of Eligibility, Right and Responsibilities, Certification, JD, HIPAA
If applicable, STD Notice and DDEA Notice


	YES


  	

	HR Rep. notifies the employee by providing Notice of Eligibility Form


 
	HR Rep. sends Designation Notice to employee notifying employee that due to failure to return certification, the FMLA request has been denied. Process Ends.



	Employee returns Certification to HR Rep. within 15 calendar days.


 
	NO


 
	Certification Complete!


	YES



 

	YES



	HR Rep. sends Designation Notice to Employee notifying the leave qualifies under the FMLA within 5 business days after receiving completed certification.


	Certification Incomplete!



	Incomplete Certification returned to employee with Designation Notice form giving additional information needed and must be returned within 7 calendar days.


 
	
	Notify the Supervisor, Process JED, Track FMLA time, Process TOR. 




	Certification Complete!


	Return to work: Employee must provide a release note. Process JED. Notify the empl. when the leave has been exhausted.


			
	Certification Not Returned.
Process Ends. 


		
For more information or to request FMLA, please contact cas-hr@udel.edu. 

