Forms Supervisor Completes

Notice of
Eligibility and
Rights &
Responsibilities

Completed form must be
provided to employee
within 5 business days of
the employee notifying the
need for FMLA leave.

Be sure to indicate the
reason why the employee
is eligible or non-eligible for
FMLA/NJFL.

Designation

Complete this form if the
employee is entitled to
FMLA or NJFL.

Notice of
FMLA/NJFL

Forms for FMLA
and NJFL

Be sure to indicate the type
of leave, when the leave is
to begin and the end (60
days), and any other
information needed as
outline in the form.

Employee is

not Eligible for
FMLA/NJFL

** All forms must be accompanied
with Physical Demands form which is
due back to the State Administrative

Office a minimum of 2 weeks

prior to

the return of the employee to work.
This will ensure employee is put back

on payroll in a timely fashion.

If an employee is not
eligible for FMLA/NJFL and
cannot perform their job
due to injury or illness,
please refer back to
University Medical Leave as
outlined in Rutgers Policies
and Procedures Section
60.3.7

Work with State
Administrative Office
regarding employee’s
available PTO and/or

removing the employee
from payroll.
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