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Forms: Self vs. Family 
Understanding WH-380E, WH-380F, and the 15B — Updated DOC 
Submission Process 
 
1. WH-380E 
Employee's own serious health condition 
 
2. WH-380F 
Family member's condition or child bonding 
 
3. Form 15B 
Always required for identification 
 
4. Direct to HR 
All forms submit to HR — never to command 
 
This guide reflects DOC policy, which overrides certain federal FMLA 
form language. When in doubt, contact HR Leave Request directly. 
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What Changed and Why: The New Submission Process 
 

Forms previously routed through command are now submitted 

directly to HR — a critical change driven by HIPAA compliance 

requirements. Here's what every employee and supervisor needs 

to know. 
 

What's New: 
 

15B Form 

Still required for identification (Shield #, Reference #) — no longer 

needs command sign-o�. Submit directly to HR. 
 

Medical Forms (380E / 380F) 

Previously routed through command — now submitted directly to 

HR to comply with HIPAA privacy requirements.
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Command's New Role 

HR notifies command of eligibility only — medical details are never 

disclosed to supervisors under any circumstances. 
 

Why It Matters 

Protects employee medical privacy while maintaining operational 

awareness at the command level. 
 

Response Time 

Expect HR acknowledgment within 24–48 hours of submission.
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WH-380E 
 

Certification for Employee's Own Serious Health Condition 
 

Use WH-380F when an employee needs leave to care for a 

qualifying family member, or for child bonding (newborn, foster, or 

adoption). Qualifying family members include: spouse, parent, child 

under 18 — or a child 18+ who is incapable of self-care due to mental 

or physical disability. Listed below are crucial and necessary topics 

for all Delegates to review and understand. Periodically reviewing 

the topics and practicing the actions expressed within the content 

of these topics will assist you a great deal in becoming a Delegate.
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Page-by-Page Breakdown 

 

Page 1 

Employer info → Employee info → Family member details 
 

Page 2 

Medical information for the patient (family member) — doctor 

stamps here. Doctor must specify nature of condition, frequency of 

care episodes, and duration. 
 

Page 3 

Employee's name (the one requesting leave) + specific care needs. 

Doctor checks o� frequency and duration of care required. 
 

Page 4 

Employee's name, doctor's signature, and date
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Before the Doctor Visit 
 

To save time at the appointment, pre-fill the following before 

handing the form to the provider: 
 

Your Name 

Enter on all sections that reference the employee requesting leave 
 

Patient's Name 

Enter on all sections referencing the family member receiving care 
 

Doctor Must Specify 

• Nature of the qualifying condition 

• Frequency of care episodes 

• Duration — indefinite, specific dates, or estimated range 
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FMLA for Child Bonding: DOC Policy Details 

 

DOC policy explicitly permits bonding leave — overriding federal 

WH-380E language. Use WH-380F for all bonding scenarios. The 

following rules govern eligibility, timing, and pay status.
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Who Qualifies 
Biological mothers and fathers, foster parents, and adoptive parents 
are all eligible for bonding leave. 
 

Duration 

Up to 12 weeks of FMLA leave for bonding purposes. 
 

Healthy Newborn Window 

Leave must be taken within the first 12 months after the child's birth. 
 

Foster / Adoption Placement 
Leave must be taken within 12 months from the date of placement 
or finalization — the child's age is irrelevant. 
 

Intermittent Leave 
Generally not permitted for bonding with a healthy child. Continuous 
leave is the standard. Intermittent FMLA is only available when the 
child has a documented medical condition.
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Pregnancy on 380E 

Doctor should check "Pregnancy" in Part A and provide the expected 

delivery date 

 

Paid Leave 

FMLA is paid if su�cient leave balances exist — vacation, sick, etc. 

 

LWOP (Leave Without Pay) 

If leave balances are exhausted, leave converts to LWOP 

 

LWOP Impact: A�ects retirement dates and may create city debt. 

However, medical coverage continues throughout the FMLA leave 

period regardless of pay status.
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Which Form Do I Use? 

Form Selection at a Glance 

 

Situation Form to 
  
Your own illness or injury WH-380  
 
Pregnancy / newborn bonding WH-380 condition 
 
Caring for spouse, parent, or child WH-380  
 
Foster or adoptive child placement WH-380 
 
Identification (always required) 15B
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Always Include 15B 

Required for identification regardless of leave type — no exceptions 

 

Submit Directly to HR 

All completed forms go to HR Leave Request — do NOT submit to 

your command 

 

Pre-Fill Before the Visit 

Write your name and the patient's name on all applicable sections 

before the doctor appointment 

 

HR Response 

Expect acknowledgment within 24–48 hours after submission
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For Supervisors 
Command & Supervisor Responsibilities Supervisors and delegates 
play a key role in ensuring employees receive the correct forms and 
understand the updated submission process. The following guidance 
applies to all personnel o�ces and command sta�. 

 

Distribute Both Forms 
When an o�cer requests FMLA paperwork, provide WH-380E, WH-
380F, and the 15B — let the employee determine which medical 
form applies to their situation. 

 

Post Clear Signage 
Display at all personnel o�ces: "380E is for SELF" / "380F is for 
FAMILY" — a simple visual cue that prevents the most common 
source of confusion.
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Communicate the Direct Submission Process 
Ensure all personnel know that completed forms go to HR — not to 
the command. Reinforce this at every opportunity. 
 
Educate at Monthly Meetings 
Address updated procedures with delegates and supervisors 
regularly. Clarify HIPAA boundaries — commands are notified of 
eligibility status only, never medical details. 
 
Future Initiatives 
Tutorial videos and departmental notices are in development to 
reduce confusion at the point of request — watch for departmental 
communications.
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Key Reminders for Employees 

Before submitting your FMLA paperwork, review these essential 

reminders to protect your privacy, avoid delays, and plan for potential 

financial impacts. 
 

Your Rights & Protections 
 

HIPAA Protection 

The direct-to-HR submission model keeps your medical information 

private from supervisors and command at all times. 
 

Read the Forms Carefully 

Some federal language — such as the bonding exclusion on 380E 

— does not reflect DOC policy. When in doubt, contact HR before 

submitting.
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Pre-Fill Your Information 

Save time at the doctor's o�ce by completing your name and the 

patient's name on all relevant sections before the appointment. 
 

LWOP Awareness 

If leave balances are exhausted, FMLA converts to Leave Without 

Pay (LWOP). Plan accordingly — LWOP can a�ect retirement dates 

and may create city debt. Medical coverage continues regardless. 
 

Contact HR Directly 

For complex situations, specific questions, or form clarification — 

reach out to HR Leave Request before submitting your paperwork. 
 

Remember: Forms 380E and 380F go directly to HR — never to 

your command. Always include Form 15B for identification.
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