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FMLA MEDICAL CERTIFICATION FLOW CHART

Does the absence or circumstance

Employee is absent from work, or informs
appear to be a FMLA-qualifying event? ploy

supervisor that she or he will be absent
from work in the future

-

Yes/Unsure

No form required l No

Not FMLA Eligible

No form required

Option 1 Option 2 Option 3
No serious health condition or other Possible serious health condition Possible serious health condition
FMLA-qualifying event (employee or family member), but and FMLA is available

FMLA leave not available

Provide employee with appropriate DOL
WH-380 form to certify leave.
(WH-380-E or WH-380 F)

DOL Form WH-381

Emplovee has 15 days to return certification.

DOL Form WH-382

End Process

A

If FMLA, is designated, FMLA leave
balance will be monitored.
Recertification shall be requested
periodically as allowed.

Inform employee of what additional
information is necessary to make certificate
complete and sufficient.

Employee has 7 days to return.

Shaded areas indicate points when consultation
with HR and/or OCC may be advisable
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ATFACHMENTC

Disciplinary Primary Flow Chart

Date the supervisor becomes aware of a possible conduct/performance violation

v

No
Pre-Disciplinary — End Process
Consultation
Yes l
Within five (5) days;
Unable to contact witnesses

Conduct any needed investigation: N or obtain documents needed

0 to complete investigation
Inform the employee of the alleged misconduct and allow a —> within five (5) additional
reasonable opportunity for the employee to explain behavior, days. (Total of 10 days)
rebut allegations, or both. Employee may submit supporting Decide whether to proceed
documentation.

Yes l l

Pre-discipline staffing as soon as possible, no later than Yes Decided No End
twelve (12) days from the date the supervisor became aware < to — | Process
of the possible conduct violation. proceed
L

Yes ¥
No
Decided to —p End Process
discipline

Informed employee in person or by mail within seventeen (17)
days from the date the supervisor became aware of the
possible conduct violation.
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ABOZE | AUDH-MANAGER 29
G004c  MANAGINGATTORNEY 29
G101 DHSAREAMANAGER 29
togrc | PSYCHOLOGISTSUPERVSOR €128
ABROE | AGENCYCONTROLEERH €128
poo#c | INFORMAHON-SYSTEMS-MANAGER 28
AQleC | DHS DMSBUSINESS ORPERAHONS- MANAGER G427
GO21C | DHS/DSB-ASSISTANT DIRECTOR 27
GO22€C  DHSBDIRECTOR OFEMERGENCY-OPERAHONS 27
G024€  DEPARTMENTFABMINISTRANVELAWILUDBGE 27
GO25€  AHORNEYSUPERWSOR 27
L003€  PSYCHOLOGIST 27
MOO2€ | DHSBEHAVHLTH-ASSOCDIR-AHE 27
MOO3€  DHSBEHAVHETH-CHHIEDRENSSYSTEMCAREDIR | &127
X007€ | DHS/DYS-ADMIN-PROGCOMPLIANCE G427
60426 | BPHSABDMINISFRAHVELAWIUDGE 26
GO47€C  ATHORNEYSPECALST 26
L006€ | ASSOCIATEDIRECIOR-OFNURSING 26
AB24€  DHSDBIMISION-CHIEFHSCALOFHEER 25
AB27€  ACCOUNHNGOPRERAHONSMANAGER 25
£E010c  DHS/DYS EDUCATION-MANAGER 125
GO56C  DHS/DCCASST DIROPS & PROGSUPV 125
£009€ | NURSEMANAGER 25
L010€c | DHS DMSMEDICALASSISTANCEMANAGER 25
L011€ | DHSALCOHOL/DRUGABUSEPREVASSTDERPDIR | €125
MOO5C  DHSASSISTANT SUPERINTENDENT—CONWAY 25
ROOBC | DHSEMPLOYEEREIAHONS MANAGER 25
£021€ | NURSINGHOMEASSISTANTADMINISTRATOR 23
to24€  DHSBEHAVHIHFACHHY-ADMIN 23
RO13€ | AGENESYHUMANRESOURCES MANAGER €123
Gleee | BHS-COUNTY-ABMINISTRATORAH 122
GHH1c | PHS-COUNTY-ADMINISTRATORH 42t
MOIIEC | FAMSVCWORKER-COUNTY-SUPERWISOR{BEES} | €121
G130€ = BHSCOUNIY-ADMINISTRATORH 20
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