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	STEP-BY-STEP FMLA/MEDICAL LEAVE PROCESS
	

	

	Initial Leave Request and Procedure

	
	

	Employee
	1. 
	Obtains and submits appropriate forms and supporting documentation from bureau liaison or LARA OHR website. Give C-53 to supervisor/liaison. For confidentially of medical information the C-38 may be sent directly to OHR.  Failure to submit forms timely may result in separation from the state.

	
	
	

	Liaison/Supv.
	2.  
	Ensures signatures are on C-53 and forwards to OHR with any documentation (C-38 or doctor's statement).

	OHR
	3.  
	Review and approve or disapprove request for leave.  Notify employee, supervisor, and liaison by letter or e-mail of leave approval/disapproval, including anticipated return to work date.  If disapproved, provides reason for disapproval.

	Employee
	4.  
	Prior to leaving, enter time in DCDS or instruct supervisor, timekeeper or liaison on leave usage.

	
	5.  
	Inform OHR on usage instructions and who will be entering your time.

	
	6.  
	If going off payroll, notify any third-party (401/457 loans, MetLife, Bank/C.U. loan, Friend of the Court, Garnishees, etc) and the parking office to make payment or deferral arrangements.

	OHR
	7.  
	Monitors time usage, notifies long-term disability provider when sick leave is exhausting, providing them a copy of employees initial C-38.

	
	
	

	
	8.  
	If employee exhausting leave credits, provides employee with Continuation of Insurance form (COBRA).

	
	9.  
	Completes FMLA form CS 1787 and fax to Employee Benefits.

	Employee
	10.  
	Completes and returns COBRA form to Employee Benefits to prevent coverage disruption.

	
	11.  
	Completes any paperwork or respond to any correspondence from Employee Benefits or LTD carrier.

	
	12.  
	If leave is maternity, adoption, etc. add new dependent within 30 days through MI HR Service Center.

	
	
	

	Leave Extension Procedure

	
	
	

	Employee
	1.  
	Submit updated C-53 & C-38 forms five (5) days prior to expiration of leave if extension is necessary.  Failure to submit forms timely may result in separation from State.

	
	
	

	
	2.  
	Provide LTD carrier with any updated medical to avoid disruption of payment.

	OHR
	3.  
	Approves or disapproves leave extension and notifies employee, supervisor and liaison.

	
	
	

	Return from Leave 

	
	
	

	Employee
	1.  
	Obtain release to work statement from physician.  If restrictions, must submit statement to supervisor and OHR five days prior to return.  The restrictions must have an end date which is no longer than six weeks.  Request longer/permanent restrictions LARA's ADA coordinator. 

	
	
	

	
	2.  
	Provide supervisor with doctor release (no restrictions) prior to or immediately upon return.

	Liaison/Supv.
	3.  
	Must notify OHR of employees return and provide copy of release statement

	OHR
	4.  
	Notify LTD and Employee Benefits of employees return - reactivates or updates records.


	Benefits Contacts

	Name
	Phone #
	Fax #
	

	Employee Benefits
	1-800-505-5011
	517-373-3174
	Insurance issues while on leave.

	MI HR Service Center
	1-877-766-6447
	517-241-5892
	Add dependents/insurance issues after return from leave.

	Citizen’s Management (LTD)
	1-800-324-9901
	
	Payment issues or to update medical information 

	ING (401k / 457 Plans)
	1-800-748-6128
	
	401k/457 deductions / loan payments

	MetLife
	1-800-438-6388
	
	Long term care premiums

	ADP Inc. (Flex Spending)
	1-800-422-3703
	
	Payments or deferrals

	Parking Office
	517-373-1836
	517-241-4658
	Stop/start parking deductions

	Benefits for Life
	1-888-825-8395
	
	Premiums for private insurance

	

	OHR Contacts

	Name
	Phone #
	Fax #
	Contact For…

	Mary Beth Estrada
	517-373-1596
	517-373-6526
	All requests for permanent accommodations

	Donna Holberg
	517-373-3628
	517-373-6526
	All intermittent leaves,  Communications, BER, MLCC, ORR

	Pam Bauer
	517-241-0350
	517-373-6526
	Audit & Financial Compliance, Director’s Office, Health Professions, Health Systems, UIA, WC Appellate Comm., Workers Compensation Agency

	Jennifer Farr
	517-373-1850
	517-373-6526
	Commercial Svcs., MCB, BCC, Finance, OFIR, Fire Services,  MAHS (MES Board of Review, SOAHR, Tax Tribunal), MIOSHA/Wage & Hour, MRS, PSC


