
�����E The Employee’s Guide to the Family and Medical Leave Act

STEP 1
You must �Q�R�W�L�I�\��
your employer 
�Z�K�H�Q���\�R�X���N�Q�R�Z��
you need leave
Please see page 7

STEP 2
Your employer 
must �Q�R�W�L�I�\��
�\�R�X���Z�K�H�W�K�H�U��
�\�R�X���D�U�H���H�O�L�J�L�E�O�H��
�I�R�U���)�0�/�$���O�H�D�Y�H��
�Z�L�W�K�L�Q���4�Y�H��
�E�X�V�L�Q�H�V�V���G�D�\�V
Please see page 8

STOP
Your leave is not 
�)�0�/�$���S�U�R�W�H�F�W�H�G��
(You may request 
�O�H�D�Y�H���D�J�D�L�Q���L�Q���W�K�H��
�I�X�W�X�U�H�����(�P�S�O�R�\�H�H��

STEP 3
You must  
provide a 
completed 
�F�H�U�W�L�4�F�D�W�L�R�Q���W�R��
your employer 
�Z�L�W�K�L�Q��������
calendar days
Please see page 12

�7�K�H���)�0�/�$���/�H�D�Y�H���3�U�R�F�H�V�V
�7�K�L�V���5�R�Z�F�K�D�U�W���S�U�R�Y�L�G�H�V���J�H�Q�H�U�D�O���L�Q�I�R�U�P�D�W�L�R�Q���W�R���Z�D�O�N���\�R�X���W�K�U�R�X�J�K���\�R�X�U��
�L�Q�L�W�L�D�O���U�H�T�X�H�V�W���I�R�U���)�0�/�$���O�H�D�Y�H���V�W�H�S���E�\���V�W�H�S�����D�Q�G���K�H�O�S���\�R�X���Q�D�Y�L�J�D�W�H���W�K�H��
sometimes complicated FMLA process.

Please note, it is ESSENTIAL for you to be familiar  
with your employer’s leave policy. There are  
several instances throughout the FMLA  
leave process where you will need to comply  
with BOTH the FMLA regulations AND  
your employer’s leave policy.

�W
START HERE
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STEP 5
Your leave is 
�)�0�/�$���S�U�R�W�H�F�W�H�G
(There are employee 
�U�H�V�S�R�Q�V�L�E�L�O�L�W�L�H�V�� 
�Z�K�L�O�H���R�X�W���R�Q�� 
FMLA leave.) 

Please see page 8

STEP 6
When you 
�U�H�W�X�U�Q���W�R���Z�R�U�N����
your employer 
must return you 
to your same or 
nearly identical 
�M�R�E
Please see page 14

STOP
Your leave is not 
�)�0�/�$���S�U�R�W�H�F�W�H�G��
(You may request 
�O�H�D�Y�H���D�J�D�L�Q���L�Q���W�K�H��
�I�X�W�X�U�H����

NOT DESIGNATED

STEP 4
Your employer 
must �Q�R�W�L�I�\���\�R�X��
�Z�K�H�W�K�H�U���\�R�X�U��
�O�H�D�Y�H���K�D�V���E�H�H�Q��
�G�H�V�L�J�Q�D�W�H�G���D�V��
�)�0�/�$���Z�L�W�K�L�Q���4�Y�H��
�E�X�V�L�Q�H�V�V���G�D�\�V
Please see page 8

YOUR RESPONSIBILITY
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STEP 1
Your employer 
must �Q�R�W�L�I�\���\�R�X��
�L�I���D���F�H�U�W�L�4�F�D�W�L�R�Q��
is required

STEP 2
You must 
provide a 
completed 


