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FMLA FLOWCHART 10/2025

Human Resources Receives:

HR 28 FMLA Employee Request Form (form
must be signed by the supervisor before
FMLA is processed by HR) OR

HR 31 FMLA Alert Form (submitted by
supervisor)

HR sends employee: HR sends employee:
WH 381 Notice of Rights & Responsibility WH 381 Notice of Rights &

and WH-380 Certification of Healthcare HR reviews employee’s weeks of service and Responsibility

Provider Form (Employee or Family) hours worked in the last 12 months (supervisor will receive a copy)
(Supervisor will receive a copy of the

WH381)

Is employee
eligible for
FMLA?

Time Administrator or Employee enters
Sick/Annual hours into LaGov HCM
each pay period pending approval

Employee submits:
WH 380 Certification of Health Care Employee’s leave processed as
Provider Form to Human Resources Is FMLA
APPROVED?

regular sick or annual

HR reviews employee’s WH 380
Certification of Health Care Provider Form

o7 el ar dieevEl HR sends employee and supervisor copy of

WH 382 Designation Notice

HR sends employee and supervisor copy of
WH 382 Designation Notice HR updates
leave type to FMLA in LaGov HCM (may
require PPA)




