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Child Care Leave of Absence 
2021-2022 

 

What do you need to know about leave and benefits 
 

Congratulations on the upcoming addition to your family!  There is a lot of information to 
share regarding your leave of absence from work and this document should help you through 
the process. 
 
To begin with, having a baby may constitute three different types of leaves from the district: 
 

 Medical Leave of Absence: A Medical Leave is the time that it is medically necessary 
to be away from work.  Generally, the medical leave begins with the date of delivery 
and continues through the first six weeks (42 calendar days) following a natural birth or 
eight weeks (56 calendar days) following a c-section.  For any time beyond six or eight 
weeks to be considered still a Medical Leave would require a doctor’s note 
documenting the reason.  One may use accrued sick leave to be paid for time away 
from work due to a medical leave.  If the sick leave balance depletes, the medical 
leave time would be unpaid.   
 

 Childcare Leave of Absence:  The time away from work beyond the Medical Leave 
time (6 or 8 weeks) is considered to be an unpaid Childcare Leave of Absence.  Sick 
time may not be used during this leave.  The Childcare Leave of Absence is governed by 
the Teacher’s Contract Article IX, Section 10. 

 

 Family Medical Leave Act (FMLA):  FMLA is governed by federal law and provides 
eligible employees up to a total of 12 workweeks of leave during any 12-month period 
for one or more of the following reasons: birth or adoption of a child; a serious health 
condition; or a serious health condition affecting a spouse, child or parent for whom an 
employee is required to provide care.  In order to be eligible for FMLA, an employee 
must be employed with the School District for at least 12 months and have worked at 
least 1,250 hours during the 12-month period immediately preceding the 
commencement of the leave.  FMLA leave runs concurrently with the Medical Leave 
and if applicable the Childcare Leave.  

 
The procedure to notify you about FMLA is required and also dictates your benefit 
eligibility during a medical leave of absence.  

 If one is FMLA eligible, all paid time must be used before utilizing unpaid time and all 
benefits continue as if actively working during the entire FMLA medical leave period. 
 

 If one is not FMLA eligible, all paid time must be used before utilizing unpaid time and 
all benefits continue as long as on paid status. After paid status, there is an option to 
continue benefits by paying the monthly premiums. 
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Please see the steps below as they outline the timeline and procedures during a leave of absence. 

 
1) Notify the District and complete the required paperwork 

 Complete a Request for Leave of Absence form at least 30 days in advance of your 
leave.  The Leave of Absence form is available in all school offices, on the Human 
Resources District website (isd622.org/leavesofabsence) and in the Human Resources 
office. 

o When the form is completed please send to Human Resources; The Human 
Resources Specialist who processes leaves is Yia Song at (651) 748-7424; 
ysong@isd622.org, Human Resources fax (651) 748-7448. 

 

 Have your health care provider complete and return the Certification of Health Care 
Provider form  

   
2) After Human Resources receives the request 

You will receive notification from Human Resources that your Request for Leave has been 
received and you will also receive information about the Family and Medical Leave Act 
(FMLA).  During the time between the initial Request for Leave and the time of birth, Yia 
Song will be the key contact person.   

 
3) After the birth of the baby  

 Contact Yia Song at (651) 748-7424, ysong@isd622.org informing her of the birth date, 
the nature of the birth (c-section or not) and the date you plan to return to work. After 
this phone call/email, the following will occur: 

 Your Request for a Leave of Absence form will be reviewed and you will receive a 
leave designation notice.   

 A Payroll Action Form will be created and processed.   

 When applicable, recalculation of your contract based upon any paid/unpaid time 
will take place.   

 
4) Add a newborn to your insurance 

Having a baby is considered a Qualifying Life Event and opens a window of opportunity 
to change your existing benefits.  Please go to https://isd622.smartben.net/, enter your 
Username (social security number with no dash or slashes), enter your Password (birth 
date entered as MMDDYYYY), click on “Enrollment” and then “Life Event” to view and 
change your benefits elections.    Life Event SmartBen Instructions are posted on the 
District’s website District’s Website (www.isd622.org/benefits) and also available in the 
Human Resources office.   
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5) Benefits beyond a medical leave and during a Childcare Leave of absence 

In accordance with the Teacher’s Contract, the District will continue its contribution 
towards the benefits for the first three months of a child care leave.  During these three 
months the employee is still responsible for their portion of the cost of insurance.  The 
three months begin with the commencement of the Childcare Leave which starts after the 
6 or 8 week Medical Leave.  If the first three months of childcare leave ends mid-month, 
the benefits continue through the end of that month. 
 
After the three month of District Contribution towards Benefits, the employee would have 
the option to continue to buy into the benefits by paying the full monthly premium.   
 

Please see the monthly rates below effective July 1, 2021 
 

Copay family health plan 
$485.23 during District Contribution portion of Child Care Leave 
$2,075.94 after District Contribution  
 
Teacher VEBA family health plan 
$480.65 during District Contribution portion of Child Care Leave 
$1,778.03 after District Contribution (does not include contribution to VEBA account) 
 
Once the Benefits Office receives your processed leave paperwork, you will be sent a 
letter detailing the specific dates of your FMLA Leave, Child Care Leave, when your 
benefits will end, a calculation sheet showing your eligibility for summer coverage (see 
below) and an election form if you would like to continue your benefits after the first 
three months of Child Care Leave.   The election form will need to be returned to Benefits 
within 60 calendar days. 
 
 

Child Care Leave and Summer Insurance Coverage 
Teacher’s Contract Article IX, Section 10 states that total time paid for the school year 
must be equivalent to at least a .75 FTE (145.5 days) to continue all insurance benefits for 
twelve months.  To determine a teacher’s time paid, the FTE when the leave began, the 
FTE when returned and the length of the leave are considered.  If the FTE of the 
combination of those three factors exceeds the minimum .75 FTE, all insurance benefits 
will continue through the summer.  If the paid time falls below the .75 FTE, all insurance 
benefits will end effective at the end of the month of the last teacher contract day.  Prior 
to benefits ending, the Benefits Office will send a letter outlining the options for 
continuing your coverage by paying the full monthly premiums.  Benefits may begin on the 
first contract day of the next school year as determined by benefit eligibility described in 
Article VIII. Insurance in the Teacher’s Master Contract.  
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EXAMPLES: 
1) If a 1.0 FTE teacher goes out on a child care leave at the beginning of November and has 

approximately 50 paid days.  She returns to work as a 1.0 FTE teacher at the beginning of 
January and there are 108 remaining contract days in the school year.  The total number of 
paid days for the year would be 158 exceeding the 145.5 days (.75 FTE) threshold allowing for 
summer coverage.   

 
Paid time before leave: 50 days 
Paid time after return from leave: 108 days  
Total paid time: 158 days—Exceeding the 145.5 days thus eligible for summer coverage 

2) For a teacher working a reduced FTE upon return, paid time is converted to hours and the 
hours must be equivalent to .75 FTE (1164 hours). A 1.0 FTE teacher goes out on a child care 
leave at the beginning of November and has approximately 50 paid days.  She returns at the 
beginning of January working a .6 FTE contract.  

 
Paid time before leave: 50 days x 8 (1.0 FTE) hours= 400 hours 
Paid time after return from leave: 108 days x 4.8 (.6 FTE) hours = 518.4 hours 
Total paid time: 918.4 hours—Below 1164 hours (.75 FTE threshold) thus not eligible for 
summer coverage 

 
6) Returning back to work 

  Before the end of a Medical leave (6 or 8 weeks) 
You may return to work prior to the end of the Medical leave only with an acceptable 
doctor’s return to work note.   
 

  After a Medical leave (6 or 8 weeks) 
You may return to work the next contract day after the Medical leave ends. 
 

  After a Child Care leave 
The returning to work date after a Child Care leave must be approved by the District.  
Consideration will be made for the return to coincide with the natural breaks in the school 
year and be the least disruptive to the classroom.  The return to work date is usually 
determine with input from the supervisor and approval from Human Resources.  
 

  The Benefits Office will send a letter detailing your benefits upon your return including 
if you need to re-enroll in Benefits, possible payroll deduction recalculations and summer 
coverage eligibility. 

 
 
CONTACTS: 
Regarding the leave of absence     Regarding benefits 
Yia Song (651) 748-7424     Kecia Swinarski (651) 748-7492 
ysong@isd622.org        kswinarski@isd622.org  
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