
Employee expects to 

have a serious health 

condition in the next 30 

days or currently has a 

serious health condition

Supervisor becomes aware an 

employee may  have a serious medical 

condition. Notifies Benefits & HR 

Manager by phone, fax or email.  

Provides employee contact information

HR hears from either the 

supervisor or the 

employee about a serious 

medical condition

Employee notifies supervisor by phone 

and also notifies Benefits by phone, fax or 

email. Verifies current phone, email and 

mailing address

HR contacts Benefits and 

Supervisor. Provides name, 

phone and address of 

employee

Benefits contacts employee and 

determines if employee meets FMLA/

CFRA  requirements

If no, Benefits notifies 

employee in writing of 

ineligibility for FMLA/CFRA 

using Notice of Eligibility and 

Rights and Responsibilities 

form *  

If yes, within 3 business days sends Notice of 

Eligibility and Rights and Responsibilities form to 

the employee, notifying the employee of FMLA/

CFRA  eligibility and requesting appropriate 

Certification form if not previously submitted *

Employee or appropriate 

health care provider 

returns certification to 

Benefits within 20 days of 

receipt of form

Benefits sends Designation Notice to 

employee notifying employee that due to 

failure to return Certification, employee has 

forfeited FMLA/CFRA protection *

Certification Complete?Process Ends

Process Ends

Benefits sends Designation Notice to 

the employee notifying their leave 

qualifies under FMLA/CFRA with 3 

business days after receiving complete 

certification *

Incomplete or insufficient 

Certification returned to 

employee with Designation 

Notice form giving notice of 

additional information 

needed. *

Employee provides complete form within 

7 calendar days?

Benefits creates 

PAR, determines 

paid time off 

status, benefits 

and tracks FMLA/

CFRA usage

Benefits 

maintains 

medical 

certification 

documents

Approximately 30 days prior 

to employees return to work 

Benefits sends Notice and 

fitness duty certification and 

LTD form if applicable

If applicable, employee returns a 

completed fitness for duty 

certification to the supervisor 

before returning to work. 

Supervisor notifies Benefits upon 

return to work

Leave of Absence Process Map

Family Medical Leave Act (FMLA) & California Family Right Act (CFRA)
The process of placing an employee on FMLA or CFRA may begin with either the supervisor, the employee or Human Resources

NO YES

NO

NOYES

YES

Leave Contact Information
Brand Benefits
c/o Tri-Star Benefits Systems
14323 South Outer Hwy 40, Suite 200 South
Chesterfield , MO 63017
Phone: 314-985-0256
Fax: 314-985-0257
Email: benefits@beis.com

Denial Letter Sent *

* Copy of Correspondence to HR, 

Division Mgr & Supv.

YES

NO
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