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INSTRUCTIONS: Please complete request and submit to supervisor and appropriate administrator. 
For information on leaves, please contact the Department of Human Resources: (707)654-1146.
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Leave of Absence Information 

CSU Family Medical Leave: 
Employees are entitled to take Family and Medical Leave if they have been employed for at least 12 months in the 12 
months preceding the leave. FML is provided to employees in accordance with state and federal laws, which grant up to 
12 weeks of leave during a 12-month period to care for themselves, children, spouses, or parents with a serious medical 
condition. Medical certification is required. 

FML runs concurrently with all paid leaves used during the FML period. FML ensures that, if an employee happens to not 
have enough paid leave time to cover the FML absence, the employer continues to pay the benefits premiums for the 
FML period. Additionally, FML entitles the employee to reinstatement to the same or comparable position with 
equivalent benefits, pay and conditions of employment upon the employee’s return to work at the end of the FML 
period. 

How to request a leave of absence: 

• Comp ete a Leave of Absence Request Form

• Once signed/approved, the completed form and medical certification shall be submitted to the Department of 
Human Resources.  The Department of Human Resources will provide written notification to the employee 
within 10 days.

• If an employee wishes to return early from leave, a written statement must be submitted to the Department of 
Human Resources.  The Department of Human Resources will notify the employee’s department. (Upon return 
from a medical leave of absence, employees must obtain authorization to return to work).

• If leave is to be extended, a brief statement must be submitted to the Department of Human Resources. For 
medical leave extensions, employees must submit medical certification.

• Upon return from a medical leave of absence, an employee must present a doctor’s authorization to return to 
work.

Benefits during leave: 
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