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March 9, 2021
RE: (2021) and (2022) FMLA/CFRA Designation ApprovAL FOR: (pdl/Maternity leave) or (fmla/cfra leave)
Dear Mr. Ms. Mrs. Employee Name: 
The California Department of Fish and Wildlife (CDFW) approves your Family and Medical Leave Act (FMLA), California Family Rights Act (CFRA), and Pregnancy Disability Leave. The following designation is based on the proof of birth documentation dated, November 15, 2020. 
	Provision Benefit (2021)
	Approved Dates                                                
	Approved Hours

	Concurrent/Intermittent

CFRA
	xx/xx/xx – xx/xx/xx
	480 Max


	Provision Benefit (2022)
	Approved Dates                                                
	Approved Hours

	Concurrent/Intermittent

CFRA
	xx/xx/xx – xx/xx/xx
	480 Max


FMLA/CFRA requires you to notify your supervisor and the Employee Wellness Services Unit (EWS) as soon as practicable if the dates of scheduled leave changes. Provided there is no deviation to the information received to date, the department will designate the approved leave towards your entitlement.

Any leave taken for FMLA/CFRA will count against your leave entitlement including exempt and excluded employees, even when the leave is taken in less than a whole day increments. If you have previously been approved for FMLA, you will not receive an additional 480 hours or 12 work weeks of leave entitlement.
All employees shall notate their FMLA/CFRA time away from work on their timesheet under the “Leave” section, regardless if the leave is paid or unpaid. In addition, report the leave under the “Special Hours” section. 
Note:

· Baby Bonding must be taken at a minimum of two weeks, except on two occasions, which can be taken in less than two-week increments. 
· A Leave of Absence form will need to be submitted to your designated Personnel Specialist if you will be off work for a period of three weeks or longer. 

If you have any questions regarding your FMLA/CFRA designation, please contact via email at Analayst.Email@wildlife.ca.gov 
Sincerely,

Analyst Name, EWS Analyst
Human Resources Branch
cc:
Employee Supervisor, Class Title

Personnel Specialist, Personnel Specialist
        Janice Moses, Senior Personnel Specialist

Trina Moya, Senior Personnel Specialist 
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