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Employee
Employee notifies unit and HR

of need to use FMLA Leave.

Employee completes FMLA 
Packet and appropriate Medical 

Certification (located on HR 
website) and submits to HR.

Employee notifies supervisor (or 
designee) when absences are 

related to FMLA event.

Employee is released to work by 
physician with no restrictions or 

department approved 
restrictions. 

HR
HR sends qualifying employee 

provisional approval letter. 
Employee has 15 days to 

respond.

HR receives forms and 
determines employee's eligibility 

and approves /denies request.

HR sends official letter of 
acceptance or denial to 

employee (cc: supervisor).

HR monitors leave, updates 
Banner forms and maintains 

FMLA documentation.

HR closes leave.

Supervisor / Unit / 
Designee

Supervisor acquires knowledge 
that employee absences may 

qualify as an FMLA event.

Supervisor notifies HR details of 
employee's absences.

Supervisor (or designee) notifies 
HR of all intermittent FMLA 

absences at 
intermittentfmla@siue.edu.

Unit approves/denies any 
restrictions employee may have. 

Unit contacts HR when 
employee returns to work. 

Unit sends HR physician's 
release if they receive it from 

employee.


