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Compassionate Care Leave Request Process

START
Employee requests 

compassionate leave.

Is the employee 
approved for LTD?

Employee is not 
eligible for 

compassionate 
leave.

END

Yes

No Is the condition a 
serious medical condition or 

injury that prevents the employee from 
performing any 

type of work?  

Employee applies for Long 
Term Disability.

Is the employee eligible 
for short-term disability or any 

other short-term supplemental pay 
benefits plan as a result of 

illness or injury? 

Is the employee 
receiving worker’s compensation 

benefits or other pay replacement 
benefits? 

Has the 
employee used all 

available paid 
leave?

Employee submits 
documents for 

compassionate leave to 
HR Partner.

Yes

Yes

Is the 
employee 

approved for 
compassionate 

leave?

No

No

Yes

No

Yes

Yes

No

Use all available 
paid leave.

Employee 
receives 

compassionate 
leave.

No

HR Partner reviews 
request and routes for 

approvals.

Send final approved 
and signed form to 

HRRecord@dallas.gov.


