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*The applicant can reapply at a later time 
if the medical condition changes.  

Employee submits completed application and supporting 
Healthcare Provider Statement to Supervisor. 

Department Manager reviews whether the employee has a written 
record of disciplinary action for leave abuse or misuse in the past 12 
months and reviews other non-medical criteria 

Manager/Next level Manager 
forwards the application to 
EOHS for Review 

Applicant meets initial 
criteria. Manager approves  

EOHS verifies medical issues 
are catastrophic (this may 
require EOHS contact the 
employee and/or physician) 

Manager advises applicant 
that request is denied and 
reason 

Application is 
forwarded to HR 

HR advises 
Manager request 
meets all criteria 

Manager advises 
Employee request 
is approved 

Applicant may 
appeal to EOHS 
once* by 
providing 
further medical 
information. 

Applicant appeals 
to next level 
Manager 

Next level Manager 
renders written 
decision & advises 
Department 
manager 

Application is 
forwarded to HR  HR 
logs and sends it to 
EOHS for final filing  

Denied 
application 
is 
forwarded 
to HR 

HR logs and sends 
application to EOHS 
for final filing  

HR logs and sends 
application to 
Payroll for 
processing and 
sends approved 
copy to EOHS for 
final filing 


