
Waiver Forms 

File Waiver 
The next action item available from the ‘Account Division’ screen is ‘File Waiver’. The Waiver 
Form is used to remove an employee’s contributions towards the Delaware Paid Leave Plan 
when the employee is not expected to meet the eligibility requirements for the program. If the 
conditions of their employment change, employees can have their waiver removed and join the 
Delaware Paid Leave program. 
 
The process begins in LaborFirst on the ‘Account Division’ screen. Select ‘File Waiver’ from the 
list of Action Items.  
 

 
Account Division Screen 

The Waiver Form consists of three sections: ‘Employee Information’, ‘Employment Information’, 
and ‘Employer Information’.  
 
The ‘Employee Information’ section asks the Employer to enter the following:  

• Employee First Name 
• Last Name 
• SSN / ITIN 
• Indicate if the Employee is under 16 years of age 

o If it is indicated that the Employee is under 16 years of age, the Employer is 
asked to provide the Employee’s Date of Birth as well as the Parent/Guardian’s 
Email Address so they can electronically sign on the Employee’s behalf 

o However, if the Employee is over 16 years of age, an additional field will populate 
to provide the Employee’s Email Address 

The ‘Employment Information Section’ asks the Employer to enter the following: 
• The average number of hours expected to work 
• Reason for Waiver 



• If the cost of the program is shared with the employees 
o If the Employer indicates that the cost of the program is shared with employees, 

than the Employee’s electronic signature is required to complete the process. 
The Employee will receive an email containing a link to complete the electronic 
signature process once the Employer has submitted the Waiver Form in 
LaborFirst. 

Lastly, the ‘Employer Information’ section asks the Employer to enter the following: 
• Signer Name 
• Employer Email 

 
Upon entering the requisite information, select ‘Finish’.  

 
Add Employee Waiver Window 

After the Waiver Form has been submitted in LaborFirst, the Employee is sent an email 
containing a link to complete the electronic signature process. Recall that an electronic 
signature is only required by the Employee if the Employer indicated that the cost of the 
program is shared.  
 
Additionally, please note that an Employee can refuse to sign the Waiver if they believe they 
should still be enrolled in their Employer’s Delaware Paid Leave plan. If the Employee refuses to 
sign the Waiver, the Waiver status will be updated to ‘Waiver Refused’ in the Employer Portal.  
 



Select ‘Click here to Sign’ begin the electronic signature process.  

 
Electronic Signature Invitation Email 

First, Employees are asked to verify their email by entering a Verification Code. The Verification 
Code will be sent to the Employee via email and should be entered on the initial screen 
displayed below.  

 
Electronic Signature Verification Code 

 



Next, the Waiver Form is displayed for Employees to review. Upon reviewing the information, 
select ‘Sign Here’. 
 

 
Employee Electronic Signature Waiver Form 

Employees have the option to draw their signature, or, select ‘Text-To-Signature’. Select ‘Adopt 
Signature and Go To Next Input’ to proceed.  
 

 
Employee Electronic Signature 

Next, the Employee will enter their Name, and select ‘Submit’.    



 
Employee Electronic Signature Waiver Form 

Once the Waiver Form has been electronically signed and completed by the Employee, the 
following message displays on the screen. 

 
Employee Electronic Signature Success Message 

 
 
 
 
 
 
 
 
 
 
 



Waiver Screen 
Employers can view Waiver Details by navigating to the ‘Employee Status’ section from the 
‘Account Division Screen’. The ‘Status’ field displays the current state of the Waiver Form.  
 
The Waiver Statuses are as follows: 

• Pending Waiver: 
• Waiver Form completed in LaborFirst 
• However, the Waiver Form is pending because the electronic signature has not 

been completed by the employee 
• Waiver: 

• Waiver Form has been approved 
• The employee has completed the electronic signature process if required 

• Waiver Denied: 
• Waiver form has been denied because the employee does not meet the 

requirements for a waiver 
• Waiver Refused: 

• The Employee refused to sign the Waiver Form 
 
 

 
Account Division Screen: Employee Status Section 

Select the ‘Status ID’ associated with the desired waiver record to navigate to the ‘Waiver 
Record’ Screen. 
 
The following screen displays the Waiver Record when the status is set to ‘Waiver Denied’. 
Please note that there are no ‘Action Items’ available, and the ‘Waiver Denial Letter’ has been 
uploaded to the ‘Notes and Attachments’ section. When the Waiver is denied, the Employee 
remains enrolled in the Employer’s Delaware Paid Leave Plan.  



 
Waiver Record: Waiver Denied 

Alternatively, the screen below displays the Waiver Record when the Waiver is approved. The 
status is set to ‘Waiver’ to indicate that the employee was removed from the Delaware Paid 
Leave Plan. Additionally, a ‘Waiver Approved Letter’ and a copy of the Signed Waiver Form are 
uploaded to the record.  
 



 
Waiver Approved Screen 

 

 

 

 

 

 

 

 

 

 
 



Remove Employee Waiver 
If the conditions of their employment change, employees can be taken off waivers to rejoin the 
Delaware Paid Leave program. The Remove Waiver process is three-fold: Complete ‘Remove 
Employee Waiver’ in LaborFirst, Employer provides electronic signature, and the Employee 
provides electronic signature.  
 
Select ‘Remove Waiver’ under the ‘Action Items’ to begin the process. The Employer is asked to 
enter the ‘Waiver Removal Date’ and select ‘Finish’. 

Remove Employee Waiver Window 
 
After the Remove Waiver Form has been submitted in LaborFirst, both the employer and the 
employee must electronically sign to complete the process. The Employer receives an email 
containing a link to complete the electronic signature first. 
 
The Employer will select the link in the email to begin the electronic signature process. Review 
the information provided in the document, and select ‘Sign Here’. 
 



 
Remove Waiver Employer Certification 

The Employee has the option to draw their signature, or, select ‘Text-To-Signature’. Select 
‘Adopt Signature and Go To Next Input’ to proceed.  

 
Employer Electronic Signature 

From there, the Employer will enter their name and select ‘Submit’ in the top right corner of the 
screen.  



 
Remove Waiver Employer Certification 

Once the Waiver Form has been electronically signed and completed by the Employee, the 
following message displays on the screen. 

 

Employer Electronic Signature Success Message 

After the Remove Waiver Form has been electronically signed by the employer, the employee is 
sent an email containing a link to electronically sign the Remove Waiver Form to complete the 
process. Similar to the Employer, the Employee will select the link in the email to begin the 
electronic signature process. Review the information provided in the document, and select ‘Sign 
Here’. 



 
Remove Waiver Employee Certification 

The Employee has the option to draw their signature, or, select ‘Text-To-Signature’. Select 
‘Adopt Signature and Go To Next Input’ to proceed.  

 
Employee Electronic Signature 

From there, the Employee will enter their name and select ‘Submit’ in the top right corner of the 
screen.  
 



 
Remove Waiver Employee Certification 

Once the Waiver Form has been electronically signed and completed by the Employee, the 
following message displays on the screen. 

 
Employee Electronic Signature Success Message   

Upon successful completion of the Remove Waiver process, the Waiver Status will display as 
‘Waiver Removed’ in LaborFirst and the appropriate correspondences will upload to the 
account.  
 
 
 
 
 
 
 



Waiver Removed Screen 
 
Employers can view Waiver Details by navigating to the ‘Employee Status’ section from the 
‘Account Division Screen’. The ‘Status’ field displays the current state of the Waiver Form.  
 
The Remove Waiver Statuses are as follows: 

• Pending Waiver Removed: 
• ‘Remove Waiver Form’ completed in LaborFirst 
• However, the Remove Waiver Form is pending because the electronic signature 

has not been completed by the employer and/or employee 
• Waiver Removed: 

• Waiver Form has been removed 
• Both the employer and the employee have completed the electronic signature 

process  
 
 

 
Account Division Screen: Employee Status Section 

Select the ‘Status ID’ associated with the desired waiver record to navigate to the ‘Waiver 
Record’ Screen. 
 
After the Remove Waiver Form has been electronically signed by the employer and the 
employee, the Waiver status is updated to ‘Waiver Removed’. Additionally, the ‘Removal of 
Waiver Letter’ and the Signed Remove Waiver Form are uploaded to the record. 
 



 
Waiver Removed Screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



File Reclassification 
Reclassification Forms allow telecommuting employees or employees who are temporarily 
assigned out of state to join their employers’ Delaware Paid Leave Plan. The Reclassification 
Form process is three-fold: Complete Reclassification Form in LaborFirst, Employer provides 
electronic signature, and Employee provides electronic signature. 
 
Select ‘File Reclassification’ from the ‘Action Items’ on the ‘Account Division’ screen to begin 
this process. 
The ‘Reclassify Employee’ form in LaborFirst asks Employers to enter Employee Information, 
Employment Information, Employer Information, and select ‘Finish’. 
 
The ‘Employee Information’ section asks the Employer to enter the following information:  

• Employee First Name 
• Employee Last Name 
• Employee SSN / ITIN 
• If Employee is under 16 years of age 

o Please note: if it is indicated that the Employee is under 16 years of age, the 
Employer is asked to provide the Employee’s Date of Birth as well as the 
Parent/Guardian’s Email Address so they can electronically sign on the 
Employee’s behalf 

The ‘Employment Information’ section asks the Employer to provide: 
• Date of Hire 
• Date the employee was originally enrolled in the Delaware Paid Leave Plan 
• If the employee telecommutes / works from home 

o If ‘yes’ is selected, an additional question populates asking the Employer to 
report the average number of days the Employee works from home 

• If the employee is temporarily assigned out of state 
o If ‘yes’ is selected, the Employer is asked to provide the expected end date for 

the assignment 
• If the employee is subject to another state’s paid family and medical leave program 

o If ‘Yes’ is selected, the Reclassification Form is automatically denied and the 
status is set to ‘Reclassification Denied’ in LaborFirst 

• Reason for reclassifying the employee 

The final section on the screen is ‘Employer Information’. Here, the Employer provides the 
following: 

• Signer name 
• Employer email 
• Employer phone number 
• Indicates if they are self-employed 

Enter the requisite information and select ‘Finish’. 
 



 
Reclassification Window 

After the Reclassification Form has been submitted in LaborFirst, both the Employer and the 
Employee must electronically sign the form to complete the process. The Employer receives an 
email containing a link to complete the electronic signature first. 
 
Select the link in the email to begin the electronic signature process. Review the information 
provided in the document, and select ‘Sign Here’. 
 



 
Employer Electronic Signature Reclassification Form 

The Employer has the option to draw their signature, or, select ‘Text-To-Signature’. Select 
‘Adopt Signature and Go To Next Input’ to proceed.  
 

 
Employer Electronic Signature 

Next, the Employer will enter their Name and select ‘Submit’. 



 
Employer Electronic Signature Reclassification Form 

Once the Reclassification Form has been electronically signed and completed by the Employer, 
the following message displays on the screen. 

 
Employer Electronic Signature Success Message 

After the Reclassification Form has been electronically signed by the employer, the employee is 
sent an email containing a link to electronically sign the Reclassification Form to complete the 
process. Similar to the Employer, the Employee will select the link in the email to begin the 
electronic signature process. Review the information provided in the document, and select ‘Sign 
Here’. 



 
Employee Electronic Signature Reclassification Form 

The Employee has the option to draw their signature, or, select ‘Text-To-Signature’. Select 
‘Adopt Signature and Go To Next Input’ to proceed.  

 
Employee Electronic Signature 

From there, the Employee will enter their name and select ‘Submit’ in the top right corner of the 
screen.  
 



 
Employee Electronic Signature Reclassification Form 

Once the Reclassification Form has been electronically signed and completed by the Employee, 
the following message displays on the screen. 

 
Employee Electronic Signature Success Message 

 
 
 
 
 
 



Reclassification Screen 
Employers can view Reclassification Details by navigating to the ‘Employee Status’ section from 
the ‘Account Division Screen’. The ‘Status’ field displays the current state of the Reclassification 
Form.  
 
The Reclassification Statuses are as follows: 

• Pending Reclassification: 
• Reclassification Form completed in LaborFirst 
• However, the Reclassification Form is pending because the electronic signature 

has not been completed by the employer and/or employee 
• Reclassification: 

• Reclassification Form has been approved 
• Both the employer and the employee have completed the electronic signature 

process 
• Reclassification Denied: 

• Reclassification form has been denied because the employee does not meet the 
requirements to be reclassified 

Select the ‘Status’ ID to view details for a specific Reclassification Record. 
 
Note: there are no ‘Action Items’ available on the Reclassification Record if the status is 
‘Denied’. Additionally, the ‘Reclassification Denial Letter’ is uploaded to the Record.  

 
Reclassification Denied Screen 



Alternatively, the status is set to ‘Reclassification’ to indicate that the Reclassification Form was 
approved, and thus, the employee was added to the Delaware Paid Leave Plan. The 
‘Reclassification Approved Letter’ and a copy of the signed Reclassification Form are uploaded 
to the ‘Notes and Attachments’ section of the record. 

 
Reclassification Approved Screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Declassify Employee 
 
Additionally, the ‘Reclassification Approved’ screen contains an Action Item to ‘Declassify 
Employee’. This allows the employer to remove the previously reclassified individual from the 
Delaware Paid Leave Plan. The Declassify Employee process is two-fold: Complete 
Declassification Form in LaborFirst and Employer provides electronic signature.  
 
The employer will select ‘Declassify Employee’ enter the ‘Declassification Date’. Additionally, 
the Employer will provide the ‘Reason for Declassification’ and select ‘Finish’.   
 

 
Declassify Employee Window  

Once the Declassification Form has been submitted in LaborFirst, the Employer ONLY is 
required to submit an electronic signature, and they receive an email containing a link to 
complete the process. 
 
Select the link in the email to begin the electronic signature process. Review the information 
provided in the document and select ‘Sign Here’. 
 



 
Employer Electronic Signature Declassification Form 

The Employer has the option to draw their signature, or, select ‘Text-To-Signature’. Select 
‘Adopt Signature and Go To Next Input’ to proceed.  
 

 
Employer Electronic Signature 

Next, the Employer will enter their Name and select ‘Submit’. 



 
Employer Electronic Signature Declassification Form 

Once the Declassification Form has been electronically signed and completed by the Employer, 
the following message displays on the screen. 

 
Employer Electronic Signature Success Message 

Once the Employee has been successfully declassified, the status in LaborFirst displays as 
“Declassified” and the appropriate correspondences upload to the record. 
 
 
 
 
 
 
 
 
 



Declassification Screen 
 
Employers can view Declassification Details by navigating to the ‘Employee Status’ section from 
the ‘Account Division Screen’. The ‘Status’ field displays the current state of the Reclassification 
Form.  
 
The Declassification Statuses are as follows: 

• Pending Declassification: 
• Declassification Form completed in LaborFirst 
• However, the Declassification Form is pending because the electronic signature 

has not been completed by the employer and/or employee 
• Declassification: 

• Employee has been declassified 
• Both the employer and the employee have completed the electronic signature 

process  
 
Select the ‘Status’ ID to view details for a specific Declassification Record. 
 
 
 

 
Declassification Screen 
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