Step 1 — You must provide notice to the Benefits
Office when you know you need to take a leave.
(FMLA Leave Request form)

|

Step 2 — Benefits Supervisor sets up meeting with you
and provides the Leave of Absence - Preliminary
Meeting Notice, NJ Temporary Disability Application,
Family Leave Insurance notice, Sick Leave Policy, and
Fact Sheet #20. (Also provides the Health Insurance
rates in the event leave is/lbecomes unpaid). Benefits
Supervisor provides Specific Notice to inform you of
your FMLA Eligibility and rights.

(Specific Notice)

|

Step 3 — You must provide Benefits Supervisor with
completed Request for Leave of Absence Form,
signed by both you and your supervisor, along with
supporting medical documentation.

|

If you are
not
eligible
for
FMLA:

STEP 4 — Benefits Supervisor must notify you If leave is not
whether your leave has been designated as FMLA —) designated
leave within 5 business days. as FMLA leave

|

If leave is designated as FMLA leave:

|

STEP 5 — Your leave is FMLA-protected (There are
employee responsibilities while out on FMLA leave.) NOTE: You are

STOP — Your leave is
not FMLA-protected

(You may contact the Benefits
Office to discuss whether other
leave options are possible.)

If your Return from_
Leave Form indicates

— required to submit a =) Restrictions/Limitations

Return from Leave
Form in advance of
‘ your return to work.

STEP 6 — When you return to work, your supervisor
must return you to the same or an equivalent position.

WPUNJ MATRIX

HR will contact you to
discuss the
accommodation
process in anticipation
of your return


http://hr.arizona.edu/sites/default/files/hr/forms/fmla/FML-DESNOT-0914-rev090514.pdf
http://hr.arizona.edu/sites/default/files/hr/forms/fmla/FML-DESNOT-0914-rev090514.pdf
http://hr.arizona.edu/sites/default/files/hr/forms/fmla/FML-DESNOT-0914-rev090514.pdf
http://hr.arizona.edu/sites/default/files/hr/forms/fmla/FML-EMPREQ-1014-rev100514.pdf
https://wpunj.edu/human-resources/assets/payroll-and-benefits/LOA-Request-and-Specific-Notice-FILLABLE.pdf
https://wpunj.edu/human-resources/assets/payroll-and-benefits/Specific-Notice-only.pdf
https://wpunj.edu/human-resources/assets/payroll-and-benefits/Return-from-Medical-Leave-of-Absence-Form-WPU-FINAL-03052020-fillable.pdf
https://wpunj.edu/human-resources/assets/payroll-and-benefits/Return-from-Medical-Leave-of-Absence-Form-WPU-FINAL-03052020-fillable.pdf
https://wpunj.edu/human-resources/assets/payroll-and-benefits/Return-from-Medical-Leave-of-Absence-Form-WPU-FINAL-03052020-fillable.pdf
https://wpunj.edu/human-resources/assets/policies-forms-contracts/TypesOfLeaveMatrix2.pdf

