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S AMP LE:   F AMI LY AND M EDI CAL LEAVE P LAN  
 

 F a mi l y  a n d  me d ic a l  l e a ve  a s  r eq u i r ed  b y  f e de ra l  l a w  s ha l l  b e  g r a n t ed  fo r  

a  pe r i od  o f  u p  t o  12  we e ks  du r in g  a  12 -mo n th  pe r i od .   F o r  p u r pos es  o f  t h i s  

p o l i c y ,  a  1 2 -mo n t h  pe r io d  s ha l l  b e  de f i ned  a s  a  f i s ca l  ye a r  beg i n n in g  o n  J u l y  1  

a nd  en d in g  t h e  fo l l owi n g  J un e  30 .   S po use s  who  a r e  e l i g i b l e  fo r  FM L A l e a ve  an d  

a r e  b o th  e mpl o yed  b y  t he  d i s t r i c t  ma y  b e  l i mi t ed  t o  a  c omb i ne d  t o t a l  o f  12  

we e ks  o f  l e a ve  dur i ng  a n y  1 2 – mo nt h  pe r io d  i f  t he  l ea ve  i s  t a ke n  f o r  b i r t h  o f  t he  

e mp lo ye e ’ s  so n  o r  da u gh t e r  o r  t o  ca r e  f o r  t he  c h i l d  a f t e r  b i r t h ,  f o r  p l ac e men t  o f  

a  s on  o r  d au gh t e r  wi t h  t he  e mp lo yee  fo r  a d op t io n  o r  f os t e r  c a r e  o r  t o  c a r e  fo r  

t he  ch i l d  a f t e r  p l aceme n t ,  o r  t o  ca r e  fo r  t h e  e mpl o yee ’ s  pa re n t  w i th  a  s e r io us  

h ea l t h  co nd i t i o n .  

 

 L ea ve  i s  a va i l ab l e  f o r  t h e  fo l l o win g :  

 

( 1 )  t he  b i r t h  o f  a  so n  o r  d au gh t e r  o f  t h e  emp l o yee  a nd  t o  c a r e  f o r  t he     

     n e wb orn  c h i l d ;  

( 2 )  t he  p l ac e me n t  o f  a  s on  o r  da u gh te r  wi th  t he  e mp lo yee  f o r  ad o p t io n  o r   

     f o s t e r  ca r e  a nd  t o  ca r e  fo r  t he  ne wl y  p l a ce d  ch i l d ;  

( 3 )  t o  a l l o w  t he  e mp lo ye e  t o  ca r e  fo r  t h e  e mp lo ye e ' s  s po use ,  so n ,  da u gh te r ,   

     o r  pa r en t  wi th  a  s e r io us  he a l t h  co nd i t i o n ;  

( 4 )  a  s e r i ou s  he a l t h  co n d i t i o n  o f  t h e  e mplo ye e  t ha t  ma ke s  t he  e mp lo ye e     

     u na b l e  t o  pe r f o rm t h e  f un c t io ns  o f  h i s  o r  he r  j ob ;  

( 5 )  an y  qu a l i f y in g  ex i ge nc y  a r i s i n g  o u t  o f  t h e  f ac t  t h a t  t h e  e mp lo yee ' s   

     s po use ,  so n ,  da u gh te r ,  o r  p a re n t  i s  a  co ve red  mi l i t a r y  me mb er  o n  ac t i ve   

     d u t y  ( o r  ha s  be en  n o t i f i ed  o f  a n  i mpe nd in g  ca l l  o r  o rd e r  t o  a ch i e ve  ac t i ve   

     d u t y )  i n  su pp or t  o f  a  co n t in ge nc y  op e r a t i o n ;  an d  

( 6 )  t he  nee d  t o  ca r e  fo r  a  co ve re d  se r v i c e  me mb e r  wi t h  a  s e r i ou s  i n j u r y  o r   

     i l l ne s s  i f  t he  e mp l o yee  i s  t h e  s po us e ,  s on ,  da u gh te r ,  p a r e n t ,  o r  ne x t  o f  k i n   

     o f  t he  s e r v i ce  memb e r   E l i g ib l e  e mpl oye e s  a r e ,  f o r  r e aso n  (6 )  on l y ,   

     e n t i t l ed  t o  a  c o mb in ed  to t a l  o f  2 6  workwe e ks  o f  l e a ve  dur in g  a  1 2 -mo n th   

     p e r i od .  

 

 

 

 T h i s  l e a ve  sh a l l  n o rma l l y  be  un pa i d  l ea ve .   Ho we ve r ,  i f  t h e  emp l o yee  has  

a n y  p a id  vaca t i o n ,  pe r so na l ,  o r  s i c k  l ea ve  t ha t  i s  a va i l a b l e  fo r  use  b ec aus e  o f  

t he  r e aso n  fo r  t he  l e a ve ,  t h e  pa i d  l e a ve  s ha l l  be  u sed  c onc ur r en t l y  w i th  t he  

a nn ua l  f a mi l y  a nd  me d ic a l  l e a ve .   T h e  su pe r in t en de n t  wi l l  no t i f y  t h e  e mp lo yee  

o f  t he  be g i nn i n g  da t e  o f  f a mi l y  a n d  me d ic a l  l ea ve  an d  t he  a mo un t  o f  t he  

e mp lo ye e ’ s  a cc r ued  p a i d  l ea ve  de s i gna t ed  a s  f a mi l y  an d  me d ic a l  l ea ve .  

 

 T h e  e mp lo yee  i s  e l i g i b l e  fo r  f a mi l y  a nd  me d ic a l  l e a ve  i f  h e  o r  s he  has  

b ee n  e mp lo ye d  b y  t h e  d i s t r i c t  f o r  a t  l ea s t  12  mo n ths  an d  ha s  wo r ke d  a t  l ea s t  

1 , 25 0  ho ur s  du r ing  t h e  12 -mo n th  p e r i od  i mme d ia t e l y  p r e ce d in g  t he  

c o mme n ce me nt  o f  t he  FML A l e a ve .  

 

 Du r in g  t he  pe r i od  o f  a n y  un pa i d  f a mi l y  a nd  me d ic a l  l ea ve ,  t h e  boa rd  

s ha l l  c on t in ue  t o  pa y  t h e  e mpl o ye r ' s  s ha r e  o f  t he  co s t  o f  g ro up  he a l t h  be ne f i t s  i n  
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t he  s a me  ma n ner  a s  p a i d  i mme d i a t e l y  p r io r  t o  t h e  l ea ve .   Any  e mp l o yee  p or t i on  

o f  t he  co s t  sha l l  be  pa i d  b y  t h e  e mp l o ye e  t o  t he  c l e r k  o f  t he  b oa rd  on  t h e  pa yro l l  

d a t e  o r  o th e r  t i me  a s  t he  e mpl o yee  a nd  s up e r i n t e n de n t  ma y  a g re e  p r io r  t o  t he  

c o mme n ce me nt  o f  t he  l ea ve .   T he  boa rd  ma y  t e r mi na t e  g r ou p  h ea l t h  co ve r a ge  i f  

t he  e mpl o yee ' s  p o r t i o n  o f  t he  pa yme n t  i s  n o t  r ec e i ved  w i th i n  3 0  da ys  o f  t he  du e  

d a t e ,  so  l o n g  a s  wr i t t e n  no t i ce  o f  t he  de l i nq ue nc y  in  p a yme nt  a n d  t he  n o t i c e  o f  

i n t e n t  t o  t e r mi na t e  co ve ra ge  a r e  s en t  a t  l e a s t  1 5  da ys  p r i o r  t o  t he  t e r mi na t io n .  

 

 W he n  l ea ve  i s  f o r e see ab l e ,  t he  e mp lo y e e  s ha l l  g i ve  wr i t t e n  n o t i ce  3 0  d a ys  

i n  a d van ce .   I f  l eave  i s  no t  f o r e see ab l e ,  no t i ce  w i l l  b e  g ive n  a s  s oo n  a s  i s  

p r ac t i ca b l e .  

 

 Up on  t he  e mp lo yee  p ro v id i n g  no t i ce  o f  n ee d  fo r  l ea ve ,  t he  emp l o ye r  wi l l  

n o t i f y  t he  e mpl o yee  o f  t he  f o l l owin g  w i th in  5  bus ine s s  da ys ,  a bs en t  ex t en ua t i n g  

c i r c u ms ta nc es :  

a .  whe t he r  o r  no t  t he  e mp lo yee  i s  e l i g i b l e  fo r  FM LA l ea ve ,  a nd  

    t he  r e as on s  t ha t  l ea ve  wi l l  o r  wi l l  n o t  co u n t  a s  f a mi l y  an d  me d ic a l  l ea ve ;  

b .  a n y  r e qu i r e me n t s  f o r  me d i ca l  c e r t i f i ca t i on ;  

c .  e mpl o ye r  r e qu i r e me n t  o f  s ub s t i t u t i n g  pa i d  l ea ve ;  

d .   r e qu i r e me n t s  fo r  p r emi u m p a yme n t s  fo r  he a l t h  ben e f i t s  an d  emp l o yee  

    r e s po ns i b i l i t y  fo r  r epa yme n t  i f  e mpl o ye r  pa ys  e mpl o yee  s ha r e ;  

e .  r i gh t  t o  b e  r e s t o r ed  t o  s a me  o r  eq u i va l e n t  j o ;  a nd  

f .  an y  e mpl o ye r  r eq u i r ed  f i t nes s - f o r -d u t y  c e r t i f i ca t i o ns .   

 

 T h e  s up e r in t en de n t  ma y  r e q u i r e  a n  i ns t r uc t i on a l  e mpl o yee  t o  c on t in ue  

l e a ve  un t i l  t he  en d  o f  a  s e mes t e r  i f  t he  l ea ve  be g i ns  mo re  t h an  f i ve  (5 )  wee ks  

b e f o re  t he  e nd  o f  a  s e me s t e r ,  l a s t s  mo re  t h an  t h r ee  ( 3 )  wee ks  an d  t he  r e tu rn  

wo u l d  occ ur  d u r in g  t h e  l a s t  t h r e e  ( 3 )  weeks  o f  t h e  s e me s t e r .  

 

 L ea ve  f o r  r e as on  1  o r  2  mu s t  b e  t a ken  w i t h in  12  mo nt hs  o f  t he  d a t e  o f  

b i r t h  o r  p l ac e men t  o f  t he  ch i l d .   Fa mi l y  l ea ve  fo r  r e aso ns  1  o r  2  ma y  n o t  be  us ed  

i n t e r mi t t e n t l y  o r  on  a  pa r t - t i me  ba s i s  w i th ou t  t h e  p r io r  ap pro va l  o f  t he  

s up e r i n t e nde n t .  

 

 I f  t he  l ea ve  i s  f o r  a  r ea so n  o t he r  t h an  t he  e mpl o ye e ' s  s e r i ous  he a l t h  

c on d i t i on s  o r  f o r  a  q ua l i f y i n g  ex i ge nc y  a s  de sc r i be d  i n  s ec t i on  ( 5 )  ab o ve ,  t he  

s up e r i n t e nde n t  ma y  r e qu i r e  a n  i ns t r uc t i ona l  e mp lo ye e  t o  co n t in ue  l e a ve  un t i l  t he  

e nd  o f  a  s e me s t e r ,  i f :  

 

1 .   t h e  l ea ve  be g in s  i n  t h e  l a s t  f i ve  (5 )  we e ks  o f  a  s e me s t e r ,  wi l l  l a s t  mor e  

    t ha n  two  (2 )  we e ks  a nd  t he  r e t u rn  t o  wo r k  wo u ld  o cc ur  i n  t h e  l a s t  t wo  

    ( 2 ) we e ks  o f  a  s e me s t e r ,  o r  

 

2 .   t h e  l ea ve  be g in s  i n  t h e  l a s t  t h r e e  ( 3 )  weeks  o f  a  s e me s t e r ,  a nd  l a s t s  mo r e    

        t h an  f i ve  (5 )  da ys .  
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