
FMLA Request Process  
We have new processes that have replaced the CLR process. Please ensure that the following steps are completed. 

1. Request time off through the Frontline system as: 

 “Sick” if the FMLA request is for a leave of absence for your own medical condition 

 “Personal” if the FMLA request is for a leave of absence to take care of a family member 

 Or contact your Executive Assistant if you are unable to enter the absence reasons above to code the Frontline 

system for time needed 

2. Request a leave of absence through the following link: http://request.efmla.com/request-ind.tpl?A1=36452c23688H024 

Once you CLICK the link -> enter your basic information -> Name, employee ID and Email address -> “Send Form” 

 

You will receive an email to continue with the FMLA request process 

CLICK the link “Start FMLA Leave Request” to fill out the form to formally request your leave

 

Sample of the HPS Employee Request form for FMLA -> fill out the requested information and “Send Form” 
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Once you click on “Send Form” the confirmation below officially starts your FMLA request process 

 

 Ask your doctor to complete the formal FMLA- Certification of Health Care Provider form (the system above should 

prompt you to do this, but I have also attached a blank copy of the paperwork for your convenience) 

 You are working diligently in the processing of all FMLA request within fifteen (15) days 

 
 


