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Family and Medical Leave Act 
Application Process

 
 

If you meet the qualification requirements for FMLA and wish to apply, complete and submit to the 
Benefits Department the Family and Medical Leave Application. 
 
Documentation Required 
 

 If you are applying for leave due to the birth of your son or daughter, an estimated due date 
note must be submitted with the Family and Medical Leave Application. 
 

 If you are applying for leave due to placement of a son or daughter with you for adoption or 
foster care, a copy of the placement papers must be submitted either with the Family and 
Medical Leave Application or as soon thereafter as possible. 
 

 If you are applying for leave due to the serious health condition of your spouse, son, daughter, 
or parent, the Medical Certification Form (WH-380-E) must be submitted with the Family and 
Medical Leave Application. 
 

 If you are applying for leave due to your own serious health condition, the Medical Certification 
Form (WH-380-E) must be submitted with the Family and Medical Leave Application. 
 
 
To return to work from leave for your own personal illness, you must submit a Return to 
Work Certification Medical Form to the Benefits Department at the District Service 
Center prior to reporting for duty. 
 
 

Approval of Application 
 
Upon approval of your application for FMLA, you will receive information regarding the costs of your 
benefits and the manner in which you are to remit payment. 
 
For Further Information 
 
Questions regarding FMLA, Benefits, or Payroll …………....................570-326-6508 ext. 1015 
 
Department of Labor website ……………………….. www.dol.gov/dol/topic/benefits-leave/fmla.htm 
 


