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END 
 Employee returns to work – 
Provides doctor release 

                 

Leave Specialist makes applicable leave 
deductions on appropriate payrolls during 
absence 
 

Employee completes Extended Leave of 
Absence Request form 

1.  Indicate Beginning and Return to 
Work Date 

2.  Make sure to indicate # of weeks 
being requested 

3. Attached Doctor 
Statement/Certification Form or 
make arrangements to be submitted 
later 

Principal/Supervisor/ 
Employee forwards 
request form to Leave 
Specialist 

Leave Specialist determines 
eligibility for FMLA and Extended 
Sick Leave and prepares Employee 
Request for Superintendent approval.  
Leave Specialist sends FMLA 
notification to employee. 
 

Superintendent approves 
Employee Request and copies are 
mailed to Employee, Human 
Resources, Principal/Supervisor 

What is 
FMLA?  -
Click here 

What is Extended 
Sick Leave and 
How is it paid?  
Click here 

A second doctor statement is needed 
following date of delivery or if put 
on bed rest prior to delivery 

Eligible for FLMA? – Yes if  
• Worked for District at least 12 months 

and  
• Worked 1,250 hours in the preceding 

12 months prior to absence 

Eligible for Extended Sick Leave? –  
Yes if in   
• 2nd - 4th years of employment = 15 

days 
• 5th and  succeeding years = 30 days 

START 
Long Term Absence due to 
illness, maternity, disability-  
Absence for more than 5 
consecutive work days 


