Leave Information (lypes, procedures:

Leave of Absence Without Pay

A Leave of Absence Without Pay is the means by which a pedagugue who needs to ba absent from work for
an extended period of ime s accommodated. All leaves withou! pay originate.in the schooi and must be
approved or disaporoved by the superintendent, except for a leave for restoration of health which must be
approved or disapprovad by the Medical Bureau.

The principal may approve up to 2 consecutive days of absence without pay as a result of discussion with
the teacher concernad for any of the reasons indicated on the form GP198. The data may be entered
directly on the School Record of Tercher's Absence, Absence of longer than 2 consecutive days reguires an
Application Tor Absence Without Pay to be approved by the principal and the responsible sunerintendert,

Employees reprasented by the United Federation of Teachers (UFT) are entitied 10 3 leave of absence
without pay for study, adjustment of personal affalrs, milltary service, matemity, childcars or restoration of
health, An individual requesting a leave of absence withouwt pay must complete the Leave of Absance
Without Pay OP 160 Form (see bottom of page). Paras complete a different form (see bottom of page).

Ragular appointed employess and regular substitutes may be entitled o twelve {12 wasks of Family Leavs
which is governed by the Family Medical Leave Act (EMLAL Employess are required to have bean in sotive
statug for one (1) year before being eligible, Thiz leave may be with or without pay depending on the type of
leave and the number of days in your CAR. it entitiss the employes t¢ bwelve (12} weeks of heaith insurance
as well,

¥ medically certified by an MLB doctor, an unpaid ieave for restoration of health may be obtained by filing an
OF 160 and OF 407, (See bottorm of page) )

For any absence without pay exceeding one calendar monih, ihe staff member must apply for o leave of
absence without pay. Except when the nature of the leava 80 indicates, teachers and other pedagogues are
protibited from engaging in full time employment during a leave without pay. An individual on & leave
without pay may perform cceasional per diem service (no more than four days per week) when that is

consistent with the pumpose of the leave (for example, durlng leave for educational study )

Types of Leaves Without Pay

* Anceptance of 8 Sugervisory or Teaching Posifion at CUNY or SUNY! A tetter from an official of the college
is required. Salary and pension oredit may be granted.

* Parformancs of Teachar Training for & Private College or University in the NYT area under 2 Foundation
Grant: A fefter from an official of the sponsoring institution is required. The letier must indicate the capacity
1 which the teacher will serve and must state that her/his service is pan of teacher tralning, FPansion credit
may bhe granted.

* fcceptance of a Suparvisory or Teaching Position in a Foreign Country Sponsorad or Aporoved by the
.8 Government: A lstiar is required from both an official &t the schoot or instifution and frem the U 5.
Governmerd Agancy indicating sponsarship and approval. Pension credit may be granted.

= Acceptance of a Supervisory or Teaching Position in Armed Forces Dependents Schools Abroad: A zopy
of military orders s raquired. Salary and pension credit may be granted

* Service in the Paace Corp: A copy of arders from the Peace Corps is required. Salary end pension credit
may be granted.

* Service in Voluntesrs in Service to America (VISTAY A copy of the letter from the agency is required. No
credit is granted.

* Sarvice in & Federal Urban Praject in NYC: A copy of the iestier from agency is required. Pansion credit
may be granied.

* Sarvice in an Officlal Capacity for Naw York Clty, New York Binte o a City or State Subdivigion: A copy of
the letier from the apency s requirsd. Salary and pension credit may be granted,



* Parformance of Legiimate Dulies as an Office or Stalf Member of 8 Recognized Union: Leaves are
graried within numerical lireits established by eech sollective sgreemeant. A fetter from the union is reguirsd.
Salary and pension credit may be granted,

" Work with the United Federation of Teachers (UFT) Leave is granted to work with the UFT pursuant 1o ifs
agreament with the Depariment of Education. Salary and pension credit may be granted.

* Adiustment of Personal Affairs Leave may be granted to setlle the closure of & family business on the
death or incapaciation of the family member in charge, A letier I8 required which gives a defailad outline of
the situation requiring the teacher's fUll Urme altention for which no other person is avallabla. No salary or
pension cradif is Granted.

* Matermnity snd Child Carel A lgave can be granted up 1o four years depending on the initial date granted,
An extension of one addiional year beyond the four years may be applied for, A physician's cerfification on
application form OP160 is required for maternily leave. A copy of & child's birth certificate is required for a
child care leave. Mo salzry or pension credit is granted. Full time pald employrent during leave o care for s
ehild or sick relative is prohibited.

* Care of Adopted Child: A lsave can be granted until the child is four years of age, An extension of one
additional vear bayond may be applied for. A copy of adoption papers is required. No sadary or pension
cradi is granted, Full time paid employment durirg leave to care for o child or sick relative is prohibited,

“ Care of Sick Member of Family: The duration of this type of leave s defarmined by a medical evaluation of
the sick ndividua! via a ghysiclar's statement on application form 0P 160, No salary or pension oradit is
grantad. Full time paid employment during leave to care for & child or sick relative is profibited.

* Restoration of Health: A leave for restoration of health may be granted after all CAR days have boen used
arwl the grace period has heen reached. (Note: A tescher may bomrow days of may choose not {0 borrow
days ) The duration of & leave for restoration of health is determined by medical evaluation of the individual,
A physician's stetement must be submitted on the Confidential Medical Report form OP407. Service oredit
for retirement purposes may be recommendad, An amplayea may not engage in any employment during &
leave for restoration of health withou! the express approval of the Division of Muman Resources' Medicat
Director indicating that such employment is continued unfiiness for pedagogical service. This also inchidad
matermity. No employes absent becauss of liness may go to any place remote from histher home in the

information on Restoration of Heslth Leaves/Long Term Absence.

* Siudy or Fducational Grant: The study or educationsl grant must be relsted to the ndividual's fleense field
or must meet aligibitity reguirements for a license other than that held by the individusl. A letter is required
from eiher 2 regisfrac indicating enroliment in a minimum of eight credits per semestar or the equivalent or
frarn the sponsar of 8 grant indicating the nature of study under the grant. Pension credi may be granted.

* wiilitary Leave: The first 30 days of military service in the armed forces of the United States is granted with
pay. For military service in excass of thirty days, speciat application on form OFP 160 must ba mads and
acoompanied by a ceriified copy of military orders. If an individual 18 commissioned, s certified siatement
showing the date of acceptance of cornmission is also reguired. By law, personnel on military lsave receive
all benefits as if they were continuing in active school sarvice. Balary and pansion credit are mandatary and
automnatic, If an individual is stll in the probationary perod when calfed to military service, this setvite (s
credited foward campletion of grobation. Sick days are credited o the individual's CAR, If a pedagogue
wishas to sccompany a2 spouse who has been called to milltary service, a certilied copy of the individual in
tha mititary is requirad. Whan a spouse is afready sending in the miltfary, a letter from histher commanding
officar is required.

Fliing Procedures;

To request a leave without pay, an individual submits & completed Application fur Leave Without Pay (OF
180) to the school principal who reviews the applicatioh, verifies the validily of the informafion containad in
the application, and indicates her/his approval or disapproval. The principal forwards the application to the
Personnal Manager.

It an applicant is requesting a leave for restoration of her/his own hezlth, 2 separate Confidential Medical
Report {DP407) must be submitied and & medical gvaluakon s required, W an applicant 1s requesting a
leave to care for a farily mamber, documeantation of the medical condition of the femily member must ba
proviced by that person's physician, The Medical Bureau of the Division of Human Rescarces must aporove



a request for g medical leave before the request can be processed.

Notice of Defective Application, Approval or Disapproval

If an application is incomptets or incorrectly submitied, the applicant will be sent a Molice of Defective
Application for Leave of Absence letter.

Areapplicant wh is approved for a Leave of Absence without pay is notiffisd on a Notice of Grant of Leave of
Absence Without Pay (OGP 218). The denial of a lesve is communicated by letter,

Status White Qn Loave

A Laave of Absence Without Pay is considered "nactive Service”. Salary credit and pension gradit ars nod
granted except as recomntendsd for speciiic [eaves such a5 3 Btve without pay to serve in the Peace
Corps.

Rar Diem Service Whils On Leave

Acteacher may anply for a Per Diem position and perform service ag a per diem substitule teachar for up to
four days per weesk while on a Leave of Ahsence Without May, with the exception that individuals who are oh
& leave of absenss without pay for Restoration of Health are prohibitad from per diem service,

Extensions, Withdrawale, and Terminations of Leaves of Absence Without Pay

Areguest to extend 3 leave Is made In the same manner as the ongina! application and must be
documented i the sama mannar, 1 the extension is for meadica! reasans, appropriate medicat
documentation must accormpany the request. The principsl and the Personnet Manager must teke into
considergtion how the axtension wilt effect the employee's work locetion,

Requests to withdraw or terminate a Leave of Absence YWithout Pay must be done in wWiiting and with
sUfficient reason for the action. The reguest must be submiited af lsast 15 business days prior o the inflial
commancemett date of the leave or the original requested iarmination date of the leave,

Taermingl Leave

& Retiremant Laave of Absence (commuonly called Terminal Leave) is a leave of up to one Il ferm with full
pay granted o a regulatly appointed member of the siafl based on half of unused sick leave and in the
axpectation that the employee will retire al the conclusion of the leave. In sccordance with law, the Divislon
of Human Rescurces grants retirement legves of absance,

Efiggbility
To be eligible for terminal ieave (retirement leave of sbsence), an individual must be:

* Regulatly apoointed and

* A member of the New York Clly Teachers” Retirement System and

" Eligibte for service refirement st the conclusion of the isave and

* Possess an acounulated reserve of unused sick [eava Enfittement and Duration of Leavs

Terminal izave (retirement Isave of absence} is granted on e basis of one haif of the accumulated unised
sick lsave ug to 2 maximurn of one school term. School ferm refers to either the Fail (September- from the
firat date on which applicant would have reported (o duty- through the last schoot day of January) or Spring
{Fabruary- frorm e first schoot day of the term- through the lest school day of Jung) division of the schoot
year,



Maternity

Regularly Appointed Pedagogues

Family & Medical Leave
L Act
(FML A)

Leaves of Absence
(LOA) for Restoration of Health

Generally speakmg, youll

! leave of absence for

Al appointed pedagogues.
- have greater benefits witha |
- Commences any time during pregnancy

i leave within the previous 12

i Eligibility restoration of health. See “and extends through 6 weeks after birth
 child care chart for FMLA . of child (8 weeks with caesarean if
- eligibility. j; ap@roved by DOE Medical Bureau)
4 months SLOAC You must exhaust
; ;; - CAR prior to taking a leave for
- Health Un to 12 weeks restoration of health, When your baby 1s
- Benefits P botn file ERB form and Welfare Fund
‘ ' Change of Status Form with birth
- certificate to cover your chlld
Eligibility begins f0§10w1ng 28 days off
- i payrotl, :
5 glsab%ilty - Maximum 28 weeks : Grace period can serve as waiting period
' (\:fne?farse . (maternity - 6 weeks i for regulars. |
Fund)  caesarian - § weeks) | Benefit is paid through 6 weeks (8 weeks
Hun * for C-section) after birth of child. :
: - CAR must be exhausted
? Dept. of Education:
: - OP 160 (Leave),
: : Depi. of Eduecation: FMLA | OP 198 (CAR/Grace),
Forms : Medical documentation (OP 407),
: | Welfare Fund: DBL-1 EB 1054 (Secretary files)
L Weifare Fund: DBL-1
: 'EMLA cligibility is reduced
Notes by all paid and/or unpaid '

months.




Child Care (Following birth, adoption or foster care)

Regularly Appointed Pedagogues

Family & Medical Leave Act
(FMLA)

Leaves of
. Absence
(LOA)

 Eligibility

| - Full-time employee for at least 12 months

prmr to date leave commences {need not be
- consecutive). Can only be taken within ] year |
ot b;rth or p]acement of the chxld

* All appointed
pedagogues.

 Health
Benefits

bp to 12 weeks. Maternity leave expires 6

NA, but can

Disability
- Benefits
(Welfare

' weeks after birth. .

NA

purchase COBRA.

NA

Fund)

Torms

Welfare Fund: NA

Dept. of Education:

FMLA,

 Proof of birth, adoption, or foster care,
' EB 1054 (Secretary files)

Dept. of
 Education:

OP 160 {Leave)

. with copy of birth
 certificate,

' COBRA

Welfare Fund:
NA

.‘ Notes

'FMLA eligibility is reduced by all paid
- and/or unpaid leave within the previous 12 |
months, CAR cannot be used for child care.




Care of Sick Family Members

Regularly Appointed Pedagogues

Family & Medical Leave Act

04

Leaves of Absence

ey

Fuli-time emplovee for at least
- 12 months prior to date leave

 Eligibility
: - commences.

All appointed pedagogues.

Up to a year for care of sick
- family member. Contract says can |
- apply for an extension of one

- year.

Health Benefits | Up to 12 weeks
Disability

Benefits ‘' NA

(Welfare Fund) °

NA, but can purchase COBRA,

NA

Dept. of Education:
FMLA,

' Medical Documentation,

Forms . EB 1054 (Secretary files)

Welfare Fund: NA

: Dept. of Education:

| OP 160 {Leave),

| COBRA,

Medicat documentation

 Welfare Fund: NA

FMLA leave to care for an il

- family member may be taken
Cintermittently.

' FMLA eligibility is reduced by
. all paid and/or unpaid leave

. within the previous 12 months.
. CAR cannot be used for this

. purpose.

'Notes

i

1 CAR cannot be used for this
- purpose.




