
At least one month prior to the

medical certificate expiring,

the department

representative shall remind

the employee to renew their

medical certificate. The employee shall schedule

an appointment with the

medical clinic and will have a

supervisor or department

representative sign the clinic

authorization form. 

The employee shall provide the

department representative

with the signed clinic

authorization form, who will

forward the form to  the HR

Department Assistant. 

The employee shall take the

signed authorization form to

the medical clinic.

The employee shall provide

their medical certificate

(MSCA-5786) to the

department representative,

who will assist them with

uploading their medical

certificate to the DMV

website. 

The department representative

shall scan and email a copy of

the employee’s medical

certificate (MSCA-5786) and

proof from the DMV that it has

been reflected on their license

to Risk Management. 

Each department shall

maintain a list of their

employees’ medical certificate

expiration dates and file all

signed medical certificates in

a binder. 

HR Contacts

Department Assistant: Alondra Cruz

Risk Management: Caroline Hua and Gracie

Setter
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