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Personnel – Certified/Non-Certified
Family and Medical Leave
The purpose of this policy is to establish guidelines for leaves taken by employees of the
Board under the Federal Family and Medical Leave Act of 1993.
Eligibility
Employees who have worked for the Board for at least twelve (12) months, and who have
worked at least 1,250 actual work hours during the twelve (12) months immediately
preceding the start of a leave, are eligible for unpaid leave under the FMLA.
Reasons for Leave
Leaves under the FMLA may be taken for the following reasons:
•

the birth and/or care of the employee's newborn child; or

•

the placement of a child with the employee by adoption or for foster care; or

•

to care for the employee's spouse, child or parent who has a serious health
condition; or

•

to care for the employee's own serious health condition that renders the employee
unable to perform the functions of his or her position.

Length of Leave
If a leave is requested for one of the above-listed reasons, each eligible employee may take
up to a total of twelve (12) weeks unpaid family or medical leave in any 12-month
entitlement period.
The 12-month entitlement period for family or medical leave is measured on the basis of
the fiscal year July 1 – June 30th.
TYPES OF LEAVE AND CONDITIONS
Full-Time, Intermittent and Reduced Schedule Leave
Full-time unpaid leave may be taken for any of the reasons permitted by the FMLA. Fulltime leave excuses the employee from work for a continuous period of time.
Intermittent leave means leave taken in separate periods of time rather than for one
continuous period of time. Examples of intermittent leave include: leave taken one day per
-1-

week over a period of a few months; or leave taken on an occasional/as-needed basis for
medical appointments.
Reduced schedule leave is leave that reduces the employee's usual number of work hours
per day for some period of time. For example, an employee may request half-time work
for a number of weeks so the employee can assist in the care of a seriously ill parent.
An employee may take full-time, intermittent or reduced schedule leave whenever it is
medically necessary for a serious health condition of the eligible employee, his or her
spouse, child or parent. Intermittent leave or reduced schedule leave for other reasons will
be permitted only with the approval of the Superintendent or his/her designee.
If intermittent or reduced schedule leave is medically required, the Board may, in its sole
discretion, temporarily transfer the employee to another job with equivalent pay and
benefits that better accommodates the type of leave requested. Also, special arrangements
may be required of an instructional employee who needs to take intermittent or reducedschedule leave which will involve absence for more than twenty (20) percent of the work
days in the period over which the leave will extend (for example, more than five days over
a five-week period).
Both Spouses Working for the Same Employer
If both spouses are employees of the Board and request leave for the birth, placement of a
child by adoption or for foster care, or to care for a seriously ill parent, they only will be
entitled to a maximum combined total leave equal to twelve (12) weeks in any 12-month
entitlement period. If either spouse (or both) uses a portion of the total 12-week
entitlement for one of the purposes in the preceding sentence, each is entitled to the
difference between the amount he or she has taken individually and the 12 weeks for
FMLA leave for their own or their spouse's serious health condition in the 12-month
entitlement periods.
Leave Taken by Instructional Employees Near the End of an Academic
Term
If a leave taken by an instructional employee for any reason begins more than five (5)
weeks before the end of an academic term, the Board may require that employee to
continue the leave until the end of the term if the leave will last at least three (3) weeks and
the employee would return to work during the three-week period before the end of the
term.
If the employee begins a leave during the five-week period preceding the end of an
academic term for a reason other than the employee's own serious health condition, the
Board may require the employee to continue taking leave until the end of the term if the
leave will last more than two (2) weeks and the employee would return to work during the
two-week period before the end of the term.
If the employee begins a leave during the three-week period preceding the end of an
academic term for a reason other than the employee's own serious health condition, the
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Board may require the employee to continue taking leave until the end of the term if the
leave will last more than five (5) working days.
Requests for Leave
Requests for a family or medical leave must be submitted to the personnel department at
least thirty (30) days before the leave is to commence, if possible. If thirty (30) days notice
is not possible, requests must be submitted as soon as practicable under the circumstances.
For leaves taken because of the employee's or a family member's serious health condition,
the employee must submit a completed "Physician or Practitioner Certification" form
before the leave begins if possible. This form may be obtained from the personnel
department. If such advance certification is not possible, the medical certification must be
provided by the employee within fifteen (15) calendar days of the employer's request for
the medical certification.
If an employee takes leave to care for his or her own serious health condition, immediately
upon return to work the employee must provide medical certification that the health
condition which created the need for the leave no longer renders the employee unable to
perform the functions of the job. This certification must be submitted to the personnel
department.
Use of Paid Leave
Accrued paid personal leave and accrued paid vacation will be substituted (in that order)
for any unpaid portions of family or medical leave taken for any reason. However, where
the leave is for the employee's own serious health condition, accrued paid sick leave shall
be substituted for unpaid portions of family or medical leave prior to the substitution of
accrued paid personal and accrued paid vacation leave. The amount of unpaid family or
medical leave entitlement is reduced by the amount of paid leave that is substituted.
Medical Insurance and Other Benefits
During approved family or medical leaves of absence, the Board will continue to pay its
portion of medical insurance premiums for the period of unpaid family or medical leave.
The employee must continue to pay his/her share of the premium, and failure to do so may
result in loss of coverage. If the employee does not return to work after expiration of the
leave, the employee will be required to reimburse the Board for payment of medical
insurance premiums during the family or medical leave, unless the employee does not
return because of a serious heath condition or circumstances beyond the employee's
control.
During an FMLA leave, an employee shall not accrue vacation, sick, or personal leave
time, or pension benefits unless otherwise required by any applicable collective bargaining
agreement or Board Policy. However, unused employment benefits accrued by the
employee up to the day on which the leave begins will not be lost upon return to work.
Leave taken under this policy does not constitute an absence under Board's attendance
policy.
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Reinstatement
Except for circumstances unrelated to the taking of a family or medical leave, an employee
who returns to work following the expiration of a family or medical leave is entitled to
return to the job held prior to the leave or to an equivalent position with equivalent pay and
benefits.
Additional Information
Questions regarding family or medical leave may be directed to the Superintendent or
his/her designee.
Legal References:
United States Code:
29 U.S.C. Section 2601 et seq.
Policy
approved: 6/19/07

NORWICH PUBLIC SCHOOLS
Norwich, Connecticut

-4-

