
Employee\
Supervisor makes 

contact with Human 
Resources Benefits 

regarding FMLA 
request

Employee submits 
FMLA Leave Request
form to HR-Benefits

FMLA Request 
Approved

HR Benefits 
verifies 

qualifications/
eligibility of 

FMLA request

HR-Benefits 
contacts 

employee to 
schedule an 

appointment 
in HR

Yes

No

Employee meets with HR Benefits to review 
FMLA Rights and Responsibilities, complete 
applicable forms, and answer any additional 

questions(If necessary.) HR Benefits will 
emphasize need to inform supervisor of 

FMLA request.

Employee/HR 
Benefits completes 
and signs the FMLA 
Notice of Eligibility

Employee is given
FMLA Certification of 

Health Care Provider for 
Physician to complete

Physician or 
employee returns 
completed FMLA 

Physician 
Certification to 

HR-Benefits

HR-Benefits emails FMLA Approval 
to Employee and Employee 

Supervisor

When 
necessary,
HR Benefits 

will determine 
return to work 

date to 
provide to 

Employee and 
Supervisor 

HR Benefits 
tracks FMLA 

Upon Employee’s 
return to work: 

Employee provides 
HR Benefits

Return to 
Work Release

Employee returns to 
work

Employee is 
contacted by phone/
email and provided 

explanation of 
denial of FMLA 

request

FMLA Process

Military
An injured service 

member

Provide military 
orders for active 

duty status 

Yes

Supervisor receives 
an email notification 

from HR Benefits 
that  employee has 
applied for FMLA 

No

http://www.jmu.edu/humanresources/forms/fmla-request/index.shtml
http://www.jmu.edu/humanresources/forms/fmla-request/index.shtml
http://www.jmu.edu/humanresources/benefits/fmla/_files/fmla-office-use-only-notice-of-eligibility-form.docx
http://www.jmu.edu/humanresources/benefits/fmla/_files/fmla-office-use-only-notice-of-eligibility-form.docx
http://www.jmu.edu/humanresources/benefits/fmla/_files/fmla-office-use-only-certification-form.doc
http://www.jmu.edu/humanresources/benefits/fmla/_files/fmla-office-use-only-certification-form.doc
http://www.jmu.edu/humanresources/benefits/fmla/_files/fmla-return-to-work-release.pdf
http://www.jmu.edu/humanresources/benefits/fmla/_files/fmla-return-to-work-release.pdf
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