
Family Medical leave Act (FMLA) / California Family Rights 
Act (CFRA) Flow Chart  

No. 148 July 2016  
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                Not Eligible 
 

 
 FMLA denied 

 

FMLA Coordinator 
Headquarters:  Classification and Pay Analyst 
Region/Units:  Administrative Officer* 
*These responsibilities may be delegated to the PS 
 
 

 

Gives notice of 

need for FMLA 
leave (PO-21). 

 
  OR 

 
is absent for more 
than three days for 

the same reason. 

 
Provides appropriate FMLA form to 

physician for certification.  Provides 
completed physician certification to FMLA 

Coordinator within 15 calendar days. 
 

 

Supervisor is on-
notice for 

employee’s need 
for FMLA and 

requests FMLA 
Coordinator to 

check employee’s 

eligibility 

In HQ, Supervisor 

sends PO-22 and 
appropriate 

certification form to 
employee within 5 

business days  
(PO-16, PO-17,  

PO-18, or PO-20). 

Supervisor 
discusses call-in 
procedures with 

employee, if 

intermittent 

leave. 

Ensures FMLA 
is recorded 
correctly on  
Std. 634 and 

attached to 
timesheet each 

month. 

FMLA Coordinator 

sends eligibility 
request to PS. In 

Region/Units, FMLA 
Coordinator sends 

PO-22 and 
appropriate 

certification form to 
employee within 5 

business days.  In 
HQ, FMLA 

Coordinator notifies 
sup of potential 

eligibility. 
 
 

Contacts 

employee 
in writing, 
requesting 
additional 

information. 

 

FMLA Coordinator 
reviews physician 

certification. 
 

 
FMLA Coordinator 

completes and 

sends a PO-23 to 
notify employee of 
approval/denial/ 

FMLA Coordinator 

notifies supervisor 
and PS.   

 
 

PS tracks FMLA 
usage.  Notifies 

FMLA 
Coordinator if 
usage is near 
max.  FMLA 

Coordinator will 

notice employee 
and supervisor if 

this occurs. 

Physician 
certification 

completed? 

Provides additional information within 7 days 
days. 

FMLA 

Coordinator 
notifies 

employee and 
supervisor of 

denial with the 
PO-23. 

FMLA approved 


