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Before you begin 
After an employee files a Paid Family Medical Leave claim, you can Review 
and Adjudicate the claim in LaborFirst.  
 
The leave schedule in LaborFirst ensures that an employee is correctly 
credited for time away from work due to a Paid Family or Medical Leave 
claim. We recommend speaking with your employee to confirm they 
entered the dates correctly before reviewing and adjudicating. 
 
If they entered the dates incorrectly, please contact 
PFMLLeaveSchedule@delaware.gov before reviewing and adjudicating.  
 
Note: Paid Family Medical Leave is the primary payer on claims. 
 
Parental and Qualified Exigency Leave 
Before completing the Initial Review and Adjudication in LaborFirst, we 
recommend looking at the leave schedule to confirm that the start and end 
dates are correct.  
 
If the claim is for intermittent or reduced hours per day, it’s best practice to 
discuss the schedule with your employee before your Initial Review and 
Adjudication to confirm that the start and end dates are correct.  
 
Medical and Family Caregiving Leave 
After completing the Initial Review in LaborFirst, a Health Care Provider will 

Modifying a Leave Schedule 
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determine the appropriate Leave Schedule. It’s best practice to discuss the 
schedule with your employee before your Initial Review and Adjudication to 
confirm that the start and end dates are correct.  
 
What is a Leave Schedule? 
Each claim has an associated leave schedule. Leave can be taken in one of the 

following ways: 

• Continuous – a leave schedule in which leave is taken all at once in a 

single uninterrupted block of time. 

o What can Employers Modify? Employers can only modify the 

Schedule Type. If you need to indicate that leave starts or ends 

midweek, or if leave is starting later than expected, you can 

modify this field to Intermittent and modify the schedule 

accordingly. See Modifying a Leave Schedule. 

• Reduced hours per day – a leave schedule that allows the employee 

to work fewer hours per day, based on a percentage of their time. For 

Parental and Qualified Exigency Claims, this is only allowed if 

permitted by you, the employer. 

o What can Employers Modify? Employers can modify the 

Schedule Type, and Reduction Percentage 

• Reduced days per week – a leave schedule that allows the employee 

to work fewer days per week while on leave. 

o What can Employers Modify? Employers can modify the 

Schedule Type, and Days Worked 

• Intermittent – a leave schedule that allows leave to be taken in 

different blocks of time on a periodic basis. For Parental and Qualified 

Exigency Claims, this is only allowed if permitted by you, the 

employer. 

o What can Employers Modify? Employers can modify the 

Schedule Type, Normal Days Worked, Days Taken, Reduction 

Percentage 
 

In each case you need to work with your employee to determine the days or 



hours the employee will be using their paid leave following your typical HR 

processes. Then, you'll need to enter the employee's schedule for each week, 

or their claim will not be paid.  

 

Note: We recommend entering an employee’s schedule on Friday of the leave 

week. When entering an employee’s schedule for the previous week, hours 

must be entered no later than Sunday at 7PM.  

 

Understanding Leave Details 
In the next section, we’ll walk through the process of modifying Leave Details. 

Before we do that, let’s talk about each field in the Claim Details screen. 

Editable fields are marked with the pencil icon, highlighted below.  

 

 
Figure 1: Claim Details Screen 

 

Field Details 

Schedule ID An identifier that tracks this schedule across the 

LaborFirst system. 

Claims  An identifier that tracks this Claim across the 

LaborFirst system. 

Schedule Type See the What is a Leave Schedule section above 

Week Start Date Indicates the week the claim begins, this should be 

set as a Sunday 

Week End Date Indicates the week that the claim is scheduled to end, 

this should be set as a Saturday.  



Normal Days 

Worked 

If the employee is full-time, this is normally set to 

five. This should remain set to five even if there are 

holidays during a given week.  

Days Taken This is used to indicate how many dates are taken 

during this week.  

Reduction 

Percentage 

If the claimant reduces their hours per day, enter it in 

the reduction percentage.  

 

For example, if the employee typically works eight 

hours, but only works four hours each of the days 

they are on leave, enter 50% 

Status Indicates if the claim is active, pending, or complete. 

 

Why should I review a Leave Schedule? 
It’s important to confirm that the start and end dates were entered correctly 

by the claimant or Health Care Provider in the LaborFirst system.  
 

Modifying a Leave Schedule 
Employers can edit a continuous leave schedule if the leave starts or ends 
midweek by changing the schedule type for that week to intermittent and 
entering the number of days taken  
 
For example, an employee typically works Monday through Friday. Their 
leave starts Wednesday. This means that the employee takes leave for 3 of 
5 days that week.  
 
Employers can also modify a leave schedule by using Intermittent leave if a 
leave start date is delayed.  
 
For example, an employee’s continuous leave is supposed to start on 
Monday, March 9, but it gets delayed one week to March 16. By changing 
the leace schedule typ to intermittent for the week of March 9 and not 
entering any days taken, then the week will process without payment.   
 
Step Process Image 



1 Log into your 
LaborFirst 
account and Click 
Go to your Home 
Page 

 
2 Click on the 

relevant Account 
Division 

 
3 Click the Claim 

ID for the person 
you want to 
modify  

4 Select the leave 
schedule you 
want to modify 
 
 

 
5 Click the pencil 

icon next to the 
field you want to 
modify.  
 
Note: If the 
Schedule Type is 
continuous the 
system will pay 
regardless of 
days or hours 
entered.  
 
 

 



6 If the Schedule 
Type is Reduced. 
That means the 
schedule is set. 
Four days off per 
week, for 
example.  
 
If the leave is for 

a certain number 

of Days Taken, 

enter the 

number of days 

of leave taken. 

 

If the claimant 

reduces hours 

per day, enter it 

in the reduction 

percentage.  

 

If the claimant 

takes half days 

on each of the 

four days, enter 

50% 

 

When complete, 

Select Save and 

go back to the 

claim screen. 

 

 
 
 



 If the Schedule 
Type is 
Intermittent, 
you’ll follow the 
same process as 
above, but the 
claimant can use 
this time as 
needed, so you’ll 
need to enter 
this time as it 
arises, week to 
week.  
 
Note: For 
intermittent 
leave to be paid, 
it must be taken 
in full-day 
increments. 
Hours taken on 
different days 
cannot be 
combined to 
create one full 
day of paid leave 
on different days. 
Time must be 
taken in a full 
day.  

 

 
 

  



What to do if there’s an error 
If you made a mistake, or are unable to edit the leave schedule, contact us at 

PFMLLeaveSchedule@delaware.gov. Note that it’s always best to ask for help 

with a claim request help prior to reviewing or adjudicating the claim. Editing a 

claim after adjudication will take more time.  
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