
Welcome to the FMLASource Resource Center 
 

Please visit the FMLASource Resource Center for additional information, http://lbhweb/Main/FMLAResourcePage.aspx. 

 

Employee is responsible for having 
the certifcation completed and 

returned within 15 days.

FMLASource conducts outreach if 
necessary and makes a 

determination on the leave 
request. 

The employee and HR are sent a 
decision letter indicating approval, 

denial, or a partial approval. 

Employee reports a leave to 
FMLASource via phone, 

website, or email. 

FMLASource opens leaves and 
determines FMLA eligbility. 

FMLASource sends certification 
paperwork to the employee, 
HR, and health care provider. 

 

Americans with Disabilities Act (ADA) 

What is ADA?  
 

 What are some examples of reasonable accommodations?   

 An employee can request for ADA which provides the disabled 
employee a reasonable accommodation. The accommodation assists 
the employee to perform the functions that the job entails. The 
process involves an interactive conversation between the employee 
and the employer.  The employer is not required to make a change if 
it causes undue hardship. 

 Some examples for ADA are changing the existing facility or adding 
new/modified equipment. Another example is reassigning an 
employee to another position or leave of absence. An unpaid leave 
of absence can be a form of accommodation. If an employee 
exhausts all of their FMLA hours or did not qualify for FMLA this is 
another option that protects the employee’s position.  

 

How can I apply for FMLA?  
 

To apply for FMLA you must contact FMLASource. 
 

You can contact them by calling 1-877-462-3652. You can also go online, www.fmlasource.com. 
 
 

 
 

 

 

When should I contact FMLASource? 
 

For foreseeable requests such as childbirth, adoption/foster care, or medical treatment the employee must give 30 days’ advance notice.  There are unforeseeable 
request such as a sudden change or illnesses, you must make the request as soon as the employee under the circumstances.   
If you will be out of work for 3 or more days for such an event you must contact FMLASource.  
 

What does the review process look like?  
 

Please see below for the process. It is the employee’s responsibility of providing the documentation requested from FMLASource 

 
 

    
 
 

How will I get paid during my leave of absence?  
 

Employees will be able to use any accrued time. If they have any PTO, sick/EIB and or Sick and Safe Leave they can be used during a leave of absence. Please review the 
FMLA policy and your entity specific policies for more detail.  The employee can also apply for short and long-term disability.    

How will everyone stay up to date with my leave?  
 

The employee will receive documentation from FMLASource regarding their request via mail. The employee will also be able to login onto the FMLASource website 
24/7 to review their leave status, report time if the employee is on an intermittent leave, and have access to their leave documents.  
 
The supervisor assigned to the employee in the GHR system will also have access to view the employee’s claim information. Every Friday the supervisor will receive a 
report of their employee’s claims including if they are collecting disability from the vendor Cigna.  
 

Human Resources also has access to this information to view claims and assist employees should they have any concerns.    

 
FMLASource Contact Information:  
Phone: 1-877-462-3652 
Website: www.fmlasource.com  
Email: fmlacenter@fmlasource.com 

  
Employee Services Contact Information: 
Email: employee_services@lifebridgehealth.org 
Phone: 410-601-8000 

 

Family Medical Leave Act (FMLA) 
 

  

What is FMLA?  
 

 Who is eligible?  

 Family Medical Leave Act is a law that gives employees the ability to 
take a leave of absence while protecting their job. Under FMLA you 
have protection of your position for a birth of a child, adoption/ 
foster care, care for your own serious health condition or the care of 
a child, spouse, or parent with a serious health condition. 
FMLASource is Lifebridge Health’s vendor partner for FMLA 
administration and assist with reviewing and approving FMLA claims 
for continuous leaves and intermittent leaves.    

 To be eligible for FMLA the employee must have a minimum of 12 
months of service and within the previous 12 months worked at a 
minimum of 1,250 hours. The employee must also experience a 
qualifying event under FMLA. For those employees who meet the 
eligibility criteria and have a qualifying event are entitled to 12 work 
weeks of unpaid leave.  
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