
Notify Human Resources if 
employee has been absent 3 

consecutive days

HR conducts FMLA 
eligibility confirmation and 
communicates directly to 

employee for required 
paperwork Employee meets 

eligibility 
requirements

Employee does 
not meet FMLA 

eligibility 
requirements

Non-NEA employee 
does not meet eligibility, 
communication is sent 
and available sick time 
and additional unpaid 

district leave used   

Required 
notification is 

sent to 
employee

If employee doesn't return 
to work, HR submits 
resignation to Board

Communication sent to 
employee with required 

communication and 
instructions for return 

HR will notify Administrator employee 
is released to return to work 

 FMLA Process for Administrators

Communication sent to 
employee once sick time 

is nearing exhaustion, 
additional 20 days 

unpaid leave is available 
for use

NEA employee doesn't 
meet eligibility, 

communication is sent 
and HR to follow 

Negotiated Agreement

Employee does meet 
eligibility, 

communication is sent 
and HR to follow FMLA 

guidelines   

When employee is released by 
Dr. to return to work, employee 
is required to hand deliver Dr. 
release to HR before returning 

to work (doesn't apply to 
approved intermittent leave)

Main HR FMLA Contacts -                
Elizabeth Faircloth 279-2153  

Dejanee Harris 279-2260             
Stephanie Pepper 279-2360

Communication 
is sent to 

Administrator

https://lucidchart.zendesk.com/hc/en-us
https://lucidchart.zendesk.com/hc/en-us

