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29 C.F.R. § 825.300

Employer notice requirements.

(a) General notice. (1) Every employer covered by the FMLA is required to post and keep posted on its premises,
in conspicuous places where employees are employed, a notice explaining the Act's provisions and
providing information concerning the procedures for filing complaints of violations of the Act with the
Wage and Hour Division. The notice must be posted prominently where it can be readily seen by employees
and applicants for employment. The poster and the text must be large enough to be easily read and contain
fully legible text. Electronic posting is sufficient to meet this posting requirement as long as it otherwise
meets the requirements of this section. An employer that willfully violates the posting requirement may be
assessed a civil money penalty by the Wage and Hour Division not to exceed $211 for each separate offense.

(2) Covered employers must post this general notice even if no employees are eligible for FMLA leave.

(3) If an FMLA-covered employer has any eligible employees, it shall also provide this general notice to each
employee by including the notice in employee handbooks or other written guidance to employees concerning
employee benefits or leave rights, if such written materials exist, or by distributing a copy of the general notice
to each new employee upon hiring. In either case, distribution may be accomplished electronically.

(4) To meet the requirements of paragraph (a)(3) of this section, employers may duplicate the text of the
Department's prototype notice (WHD Publication 1420) or may use another format so long as the information
provided includes, at a minimum, all of the information contained in that notice. Where an employer's
workforce is comprised of a significant portion of workers who are not literate in English, the employer shall
provide the general notice in a language in which the employees are literate. Prototypes are available from the
nearest office of the Wage and Hour Division or on the Internet at www.dol.gov/whd. Employers furnishing
FMLA notices to sensory-impaired individuals must also comply with all applicable requirements under
Federal or State law.

(b) Eligibility notice. (1) When an employee requests FMLA leave, or when the employer acquires knowledge
that an employee's leave may be for an FMLA-qualifying reason, the employer must notify the employee of
the employee's eligibility to take FMLA leave within five business days, absent extenuating circumstances.
See § 825.110 for definition of an eligible employee and § 825.801 for special hours of service eligibility
requirements for airline flight crews. Employee eligibility is determined (and notice must be provided) at
the commencement of the first instance of leave for each FMLA-qualifying reason in the applicable 12-
month period. See 8§ 825.127(c) and 825.200(b). All FMLA absences for the same qualifying reason are
considered a single leave and employee eligibility as to that reason for leave does not change during the
applicable 12-month period.
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