
Los Angeles Unified School District

FMLA CERTIFICATION/DESIGNATION FLOWCHART

for Administrators/Designees

Step 1: Has the need for FMLA been identified?

Yes

No STOP

Step 2: Provide employee with FMLA-1
and FMLA-2 forms within 5 business 

days

Did employee return 
documents? No

After 30 calendar days, issue the 
Designation Not Approved form 
(due to no documents)

Step 3: Determine FMLA eligibility

Eligible

Not Eligible

Issue the Designation Not 
Approved form within 5 
business days

Are all sections of 
FMLA-1 complete?

Yes

Issue the Designation Not 
Approved form within 5 business 
days (further information needed)No

Yes

Was an updated 
FMLA-1 provided 
within 7 calendar 

days?

No

Issue Designation Not Approved 
form within 5 business days

Step 4: Issue Designation Approved
form within 5 business days Yes

Risk Management and Insurance Services

Integrated Disability Management (IDM)  8/29/2016

http://achieve.lausd.net/cms/lib08/CA01000043/Centricity/domain/133/integrated disability management/idm fmla/FMLA-3_DesignationApproved_October2015_FILLABLE.pdf
http://achieve.lausd.net/cms/lib08/CA01000043/Centricity/domain/133/integrated disability management/idm fmla/FMLA-1_HCP_Certification_October2015v2_FILLABLE.pdf
http://achieve.lausd.net/cms/lib08/CA01000043/Centricity/domain/133/integrated disability management/idm fmla/FMLA-2_RightsResponsibilities_October2015_FILLABLE.pdf
http://achieve.lausd.net/cms/lib08/CA01000043/Centricity/domain/133/integrated disability management/idm fmla/FMLA-4_DesignationNotApproved_October2015_FILLABLE.pdf
http://achieve.lausd.net/cms/lib08/CA01000043/Centricity/domain/133/integrated disability management/idm fmla/FMLA-4_DesignationNotApproved_October2015_FILLABLE.pdf
http://achieve.lausd.net/cms/lib08/CA01000043/Centricity/domain/133/integrated disability management/idm fmla/FMLA-4_DesignationNotApproved_October2015_FILLABLE.pdf
http://achieve.lausd.net/cms/lib08/CA01000043/Centricity/domain/133/integrated disability management/idm fmla/FMLA-4_DesignationNotApproved_October2015_FILLABLE.pdf



