
Employee Request = 
Employee 

requests a Leave of 
Absence under the 

FMLA.  Employee may 
be required to give 30 

day notice to Employer. HR/FMLA 
Consultant determines 

FMLA eligibility.
HR/FMLA Consultant enters 

the leave into HRIS.

Provide Notice of Eligibility & Rights and 
Responsibilities form and deny the request for 
FMLA.  Retain copy and send to Department 

Personnel File Manager for placement in 
Department Personnel File. Explore other 

leave options as appropriate. 

HR/FMLA Consultant provides 
Notice of Eligibility and Rights 

and Responsibilities form 
within five business days of 

request.  
Yes

HR/FMLA Consultant sends original 
Designation Notice to the Employee and 

provides a copy to the Supervisor.  HR/FMLA 
Consultant sends a copy of the Notice of 

Eligibility and Rights and Responsibilities, 
Certification of Health Care Provider form and 
the Designation Notice to the Department File 

Manager for filing in the Department Personnel 
and Medical Files as appropriate. 

No

Certification 
Form Needed?

HR/FMLA Consultant gives 
appropriate Certification of 

Healthcare Provider Form to 
employee for completion. (Note: HR/

FMLA Consultant also decides if 
Fitness for Duty Certification is 

required and if so provides a list of 
Essential Functions at this time) 

Employee has 15 days to return the 
completed form. 

  HR/FMLA Consultant
reviews information to 

determine if the leave request 
is FMLA Qualifying. 

Yes

Employee Returns Form 
within 15 (7) Days?

Complete Designation Notice  denying 
leave request and provide copy to 

Employee, Supervisor and Department 
Personnel File Manager.

No 

No Prepare Designation 
Notice. 

FMLA Qualifying

Deny FMLA request and  
document reason(s) on the 

Designation Notice.  Explore 
other leave options 

as appropriate. 

Not FMLA Qualifying

Certification Form 
Complete and Sufficient?

Yes

Yes

Use Designation Notice 
to inform employee of 

what specific information 
is still needed and give 
the employee seven (7) 

calendar days to cure the 
deficiencies.

No

Note: For additional information, 
see City Talk using the following 

link: http://
www.ci.minneapolis.mn.us/
policies/policies-hr-fmla.asp

Supervisor and/or HR/
FMLA Consultant 

Recognizes the Need  =  
Employee actions or 

statements alerts 
management to inquire 

whether the leave is 
potentially qualifying  under 

the FMLA.

OR

FMLA Process and Paperwork Flow - Roles and Responsibilities

Note: If the employee situation involves a work related injury, check with your HR Generalist on the process and paperwork. Updated: 01.20.2011


