
Employee, Payroll Clerk or 
supervisor informs HR of need 
for FMLA leave by submitting 
the FMLA Worksheet or RPC

Department Payroll 
Clerk enters FMLA 

hours into New World 

HR sends employee 
Leave of Absence 

Notification Letter & 
completed FMLA Notice 

of Eligibility form

HR sends employee Leave of 
Absence Notification Letter & 
appropriate Certification of 
Health Care Provider Form

Does 
employee 
qualify for 

Employee submits 
Certification of Health 
Care Provider Form 

Employee's leave of 
absence is processed as a 

regular sick leave of 
absence
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Yes

No

HR reviews employee's 
Certification of Health 
Care Provider Form 

Is leave 
designated 
as FMLA?

HR sends employee 
Family & Medical Leave 
Act Designation Notice 

letter and form

Employee's leave of 
absence is processed as a 

regular sick leave of 
absence

No

Yes

HR reviews employee's 
weeks of service & hours 
worked in last 12-months

HR sends employee Family & 
Medical Leave Act Designation 
Notice letter and form and sets 

up FMLA leave panel

If the employee fails to submit 
the appropriate Certification 
Form, Human Resources will 

make a determination based on 
the limited information available


