Employee has an

issue and wants to
apply for FMLA

—

—

Employee has been

months

employed less than 12

OR

Employee may
consider requesting a
leave of absence

without pay. See HR
partner for more
information.

Employee has been |
employed 12 months or |
more

SN

Employee has been
employed less than 12
months but has previous
service (within 7 yrs) that is
over 12 months

Employee, Payroll

& Supervisor

notified by FMLA
Source

Employee may
consider requesting a
leave of absence
without pay. See HR
partner for more
information.

FMLA Source must notify the

employee of their eligibility to take

Employee applies with
FMLA Source either via
phone or on-line and
notifies their supervisor
per their work rules

=

FMLA within 5 business days

Once requested, the
employee will receive
instructions on how to
track time, bank time

usage, and return to work
information

OR

Leave was Approved

OR

Continuous Leave

Employee, Payroll &
Supervisor notified by
FMLA Source

-

Intermittent Leave

FMLA Source

Employee, Payroll &
Supervisor notified by

Employee works with
Payroll to record time
accurately using Payroll
Form

Employee works with
Payroll to record time
accurately using Payroll
Form

Employee
communicates with
Supervisor on status of
FMLA

Employee conforms
with all return to work
requirements

-

—)

Employee must make
reasonable effort to
schedule treatments so
not to adversely affect
County operations

OR

Leave was denied

OR

The employee may
appeal the denial to
Milwaukee County

-

within 30 days

The employee may file
an ERD complaint within
30 days

AR

OR

=

The employee may
bring civil action to the
DOL within 2 years

work

Employee returns to

Leave is not FMLA
and is subject to
attendance policy.

Denial
Overturned and
Federal or State
remedies applied

Employee requests more
leave

OR

A

Employee presents
restrictions prior to return

N

accommodate temporary

N
Manager can

restrictions

—)

OR

accommodate restrictions

Manager can’t

3
R

N

D

Employee %ains off until
restrictions can be
accommodated or they
heal.

Employee

communicates with |
Supervisor on status of |

FMLA

Employee conforms
with all return to work
requirements

—)

Employee returns to
work

OR

Consider additional medical
leave of absence on a case by
case basis if it will allow
employee's return to work

Employee requests more

leave

FMLA Procedure Process Map

Consider additional medical
leave of absence on a case by
case basis if it will allow
employee's return to work
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