
Contacts Client 
HR with leave 

request OR 
contacts 

MedLeave 
directly.

HR completes 
Claims Intake 

Form & 
submits to 
MedLeave

Ini�ates leave 
process

Manage the Customer Experience by:
Serving as an escalla�on point for any leave or service issues that may arise. Also oversee leave specialist to work with clients as a consultant and resource for complex issues 
surrounding Federal & State leave laws including the ADA, while providing updates to FMLA & State leave laws as legisla�ve updates arise.

Contact 
Employee to 

assist in 
documenta�on 

comple�on 
including FMLA 

and other related 
forms

Review 
paperwork for 
eligibility with 
in-house nurse 

prac��oner 
assistance

Determine 
leave 

en�tlement & 
no�fy 

Employee & 
Client in 
wri�ng

To be advised 
in advance of 

denial for 
reasons other 
than eligibility

Review & 
render FMLA 
Approval & 

advise Process 
for use of PTO 
& Payment of 

Premiums

Track �me 
used & 
provide 

Quarterly 
Leave Reports 

to Client

Update payroll 
system with 

leave informa-
�on as per 

internal process

Monitor & 
re-cer�fy 
leaves as 

required with 
con�nuous 
updates to 

Client as 
appropriate

Track employee 
sick, personal & 
vaca�on �me

Complete & 
submit forms 
to MedLeave 

within 15 
calendar days.

Receive 
no�fica�on of 

leave 
approval/

denial

Obtain wri�en 
authoriza�on 

from physician 
on release to 

work

Coordinate 
return to work 
documenta�on 
with Employee 

& a�ending 
physician

Return to work 
documenta�on is 

reviewed & 
submi�ed to 

Client including 
any requested 

restric�ons noted

Close out 
Leave

Confirm 
whether 

restric�ons can 
be accomodated 

& return to 
work approved

Update payroll 
system with 

leave 
informa�on

No�fy 
supervisors of 
return to work

Employee

Client

Leave
Specialist

FMLA
Director

No�fy MedLeave 
of any changes, 
updates or early 
return to work 

date

Initiate and Approve Track and Monitor Return to Work

FMLA Leave Administration - 
High Level Process Document


