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Family and Medical Leave Act Procedures 
 

 
Employee 

Employee notifies supervisor of 
need for leave by completing the 
form below: 
FMLA Leave Request form (pdf) 
Your rights under FMLA (pdf) 
 
 

Human Resource Services 

 Employee and Labor Relations 
works with supervisor to 
determine eligibility 

 Information is sent to 
employee’s home address 
regarding eligibility and 
request for certification 

Supervisor 

 Identifies FMLA situation and 
contacts Employee and Labor 
Relations 294-3753 or 
fmla@iastate.edu 

 Forwards Employee Request 
form to Employee and Labor 
Relations 

 
 

Employee 
Completes one of the following 
Certification Forms:  

 Health Certification for 
Self 

 Medical Certification for 
Care of Family Member 

 Certification of 
Qualifying Exigency for 
Military Family Leave 

 Certification of Serious 
Injury or Illness of 
Covered Service 
Member 

Employee 
Returns Certification to HRS 
(3210 Beardshear Hall) within 
15 calendar days 

Human Resource Services 

 HRS reviews the certification, 
approves or denies the leave 
request, sends notice to the 
employee’s home address and 
contacts department 
supervisor 

Supervisor 

 Tracks FMLA usage (.xls) 

 Notifies HRS of need for 
recertification 

 If necessary, initiates EPA 

 Receives Return to Work 
notice (pdf) from employee 
and consults with HRS if 
employee has restrictions 

 Sends Return to Work form to 
HRS 

 
 

Employee 

 Follows departmental call-in 
procedures 

 Provides Return to Work 
Release to supervisor prior to 
the anticipated return 

 
 

Related Information 
Leave Retention Form(pdf) 

Catastrophic Leave 
AFSCME Medical Leave Without Pay Notice 

FMLA Frequently Asked Questions 
For Questions, contact Human Resource Services  

(Employee and Labor Relations) at 515-294-3753 or fmla@iastate.edu 
 

 

http://www.hrs.iastate.edu/hrs/files/FMLA_Leave_Request.pdf
http://www.dol.gov/esa/whd/regs/compliance/posters/fmlaen.pdf
http://www.hrs.iastate.edu/hrs/files/Medical_Certification_for_self.pdf
http://www.hrs.iastate.edu/hrs/files/Health_Certification_for_Family_Member.pdf
http://www.hrs.iastate.edu/hrs/files/Certification_of_Qualifying_Exigency.pdf
http://www.hrs.iastate.edu/hrs/files/Certification_of_Serious_Injury_or_illness_of_Covered_Servicemember.pdf
http://www.hrs.iastate.edu/hrs/files/FMLAUsageSpreadsheet.xls
http://www.hrs.iastate.edu/hrs/files/release_to_return_to_work.pdf
http://www.hrs.iastate.edu/hrs/files/fmla_retention_0.pdf
www.hrs.iastate.edu/hrs/node/259
http://www.hrs.iastate.edu/hrs/files/Contract_LWOP_form.pdf
http://www.hrs.iastate.edu/hrs/files/FMLA_FAQ.pdf

