
FAMILY MEDICAL LEAVE PROCESS 
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NO 

NO 

NO 

No Action Required 

Contact HR [1206\1132] 
Report absences on time sheet 

or leave form. 
Submit to the Payroll Office

Supervisor must complete 
“Employment Change of Status” 

form (Per101). 

Has the employee 
returned to work? 

Employee must provide Supervisor with a 
doctor’s return to work certification. 
Supervisor must complete a second 

“Employment Change of Status” form 
(Per101). This is to reinstate the employee 

to regular work status.

YES

YES

No Immediate Action 
Required 

YES

Employee must provide 
doctor’s return to work slip 

 
Has employee 

returned to work? 

   
 Has the employee 
exhausted all 

accrued leave? 

Note: If the employee does 
not return to work after all 
leave has been exhausted 

the supervisor(s) may 
discharge for “Failure to 
report for duty after all 

leave have been 
exhausted” [B5.11.4.13] 

Has the employee 
been off work for 
3 days or more? 

3 

YES

YES

YES

Is the employee off work 
for day surgery? 

1 

1, 2, or 3: 
Employee must 

provide supervisor 
with doctor return 

to work slip. 

Has the employee spent 
one night in the 

hospital? 

2 


