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PREGNANCY, CHILDBIRTH AND ADOPTION

I.
PURPOSE:
To provide leave with or without pay for pregnancy, childbirth, and adoption.  The Department may allow up to twelve (12) weeks of leave under these conditions.  Additional leave may be granted if approved by the appointing authority. 

II.
SCOPE:
Department wide.

III.
POLICY:

Leave for pregnancy, childbirth, and adoption are qualifying medical conditions under the Family and Medical Leave Act (FMLA) of 1993. In order to qualify for FMLA leave, the employee must meet the eligibility requirements. Employees should refer to Administrative Policy 8.12 (Family and Medical Leave Act) for further information about eligibility and use of FMLA leave. The employee will be required to complete a Health Care Certification form (HCCF), which can be found in Administrative Policy 8.12A (Health Care Certification). 

The following provisions apply regardless of an employee’s FMLA eligibility:

A.
Sick Leave for Pregnancy and Childbirth:

1. Absences due to illness or disability associated with pregnancy or childbirth are subject to the same conditions as absences for other illness or disability (see Administrative Manual Policy 8.3 (Sick Leave)).  A physician’s statement is required for sick leave of more than five (5) days.

2. The normal length of time off chargeable to sick leave/self, for female employees, immediately prior to and following childbirth is six (6) weeks.  Additional sick leave may be approved when there are medical complications associated with the pregnancy or childbirth.  Approval for additional sick leave requires a statement from the physician that verifies there are medical complications and specifies the length of time required for recovery.

3. Sick leave may be granted for fathers when personal care and attention of the mother or child’s physical needs are required (see Administrative Manual Policy 8.3).  A physician’s statement is required for sick leave of more than five (5) days indicating this need.

B.
Annual Leave or Leave of Absence Without Pay for Bonding:

An employee (either parent) may be granted annual leave, compensatory time, or leave of absence without pay for care of the child immediately following childbirth at the discretion of the appointing authority. See Administrative Manual Policy 8.12 (Family and Medical Leave Act) for further information on leave for bonding.
C.
Leave for Adoption:

1. An employee (either parent) may be granted sick leave, annual leave, compensatory time or leave of absence without pay upon adopting a child of minor age for purposes of arranging for the child’s placement and caring for the child immediately following the adoption.

2. Request for sick leave must be accompanied by appropriate documentation from the health care provider or adoption agency verifying the necessity for the time required.

D.
Requesting Leave:

When leave is "foreseeable" an employee shall discuss plans for leave with their supervisor as early as possible in order to allow sufficient time to plan for reassignment of the employee's duties.

In addition to completing appropriate entries into the Department Electronic Leave and Time Accounting (DELTA) system, the employee requesting leave for any of these conditions must submit their request in writing through proper channels to the Office of Human Resources indicating their intention to use leave and approximate dates prior to the onset of leave.
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