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TO COMMUNITY SCHOOL BOARD CHAIRMEN, ALL SUPERINTENDENTS, EXECUTIVE
DIRECTORS, HEADS OF BUREAUS » DIRECTORS, ASSISTANT DIRECTORS, ET AL

Ladies and Gentlemen:

ADMINISTRATIVE PERSONNEL - MATERNITY AND CHILD CARE LEAVES
CHANGE IN CHILD CARE LEAVE, SECTION D, PARAGRAPH S5,
HEADS OF BUREAU CIRCULAR NO, 11, 1973-1974

Heads of Bureau Circular No. 11, 1973-1974, specified regulations governing leaves of absence
for maternity and/or child care for members of the administrative (non -pedagogical staff),

Section D, Paragraph 5 on Page 3 of that circular is hereby revised and should now read:

"S5, Such leave shall terminate four years from the beginning of the maternity
leave if such has been granted. Where no maternity leave has been granted,

the leave shall terminate upon the child's reaching the age of four years."
This revision shall be effective immediately. Please note the change on your Heads of Bureau
Circular No. 11, 1973-1974, Attach a copy of this circular to the Heads of Bureau Circular
No. 11, 1973-1974 as authorization, :

Very truly yours,

IRVING ANKER,
Chancellor
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EXECUTIVE

NOTEZ:  Since this circular TEPI2sSents a major changs in employee mights and benedrs, [T SHOULD
BE BROUGHT TO THE ATTENTION OF ALL MEMBERS OF THE ADMINISTRATIVE (NON-

PEDAGOCICAL) STAFF, Chief Clerks and other
and granting and/or Processing leave requests (in

and retaia a copy for reference.

AL its mesting on Novernber 28, 1973,

the Board of Education adopted new Byl

members of stad responsible for processing
cluding sick leave) should read 1t carefully

aws relating to leaves

of absence for maternity and child care. The new Bylaws are effective as of September 1, 1973, They
are intended to satisfy the Guideliges on Sex Discriminarion 1ssued by the Fadeza] Equal Employment
Opportunity Commission in relation to leaves for marernity.

The major facets of the new policy are:

1. An employee on materity le

ave ma

leave and compensatory time,
2. Thereis no mandatory date for beginning a maternity leave,
ed for natural or adoptive parents of either sex,

3. Child care leaves are provid
4

terminaton of pregnancy while in unpaid stars,

¥y be paid for the days in her sick bank, accrued annual

Health insurance coverage may be continued until six weeks after the birth of the child or

Following are the regulations adopted by the Chancellor in accordance with the pew Section 61a o7 the
Bylaws as authorized by Subdivision § ther=of, For reference, a copy of Section 61la is attached to

this circular,

A, Maternity and/or Child Care Leaves Generally

1. Leaves shall be granted by the Chan

Bozarxd and by the appropriate
follows:

a. The Chancellor has deje

Superintendents. -

2. The leave granting authority
with these regulations.

B. Mzternit'[ Leave

cellor for personnel under the jurisdiction of the Ciey.

Community School Board for personnel under jts ju.n'sdiccion, as

gated the responsibility of granting leaves to personne] under the
jurisdiction of the City Board tw the Division of Personnel,

b, Community School Boards may delegate thjs responsibility t their Community

is Tequired to grant such leaves upon.

application in accordance

1. Matermity leave shall be subject to the terms and conditon of laws, bvlaws and regulations
relating to leave with or without pay for personal illness except as

2. A pregnamt employee may co

3. Absence for the purposes of

sick leave balances in accordance with re

exclusions of Pregnancy and

provided herein,

ntinue working as long as she js physically Capable of performing
all of the duties of her position. There i3 no Tequirement that a pregnant employee begin
leave at any specific point in the term of the Pregnancy,

Pregnancy and pregnancy relaraed illnessas may he charged o

pregnancy related illnesses in such re

gulations for use of sick leave Salances, Specifie

glations are null and void.

d. Absences for this PUrpose may be self-treatred within lirmuts prescribed in the Rules and

Reglations for Admimis
-]

o

Employees may apply fo

leave in accordance with paragrapns 5.07 and

Admunistrative Emplgye

e

ratdve Employees,

r advance of sick leave allovance and

€s and/er for sick leave without pay,

& 1s requested that avolicativi'for matericy leave should be made

effective date of the:leave,
I'?:)‘l" enf Nt '"=o 1

ONFSET |
3t or shordy beforé vfé date

-\

——
!

1Bl
SllEing such 1eava 1€ a3 8mploves s

[ 1 ol Qs
AR . ;(}grg:ued on Heverse Sjds)

-} \
T

s -

3 milice is requested so that afranzements mav be made for

for additonal grant of sick

5.08 of the Rules and Regulatians for

ah l=ast 30 days befgre the

in.enlon is o ceasa worx

Ko) C% hinem ent, applicadon shauld show probabl= date of leave.
'Z‘y ‘3

CLu3
e
'\‘3
\
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B.

iateruty Leave (Condnued)

oves may, in her option, apply simultaneously for a matermry leave and a child
e €. (Se= Section D concernung Child Care Leaves). Such applicagon may be macs
' Form 0. P, 150 - Application for Leave of Absence Withous Pay. Applicant will, never-
theless, o paid Tor the days in her sick bank, accrued annual leave and compensatary aT 2
balances, durinrg maternicyr leave only. ;

o

Maternity leave shail terminate six weeks after the birth of the child or termination of
Pregnancy. No sick leave payments may be made after thar date,

However, an employee may, because of illnesses either related or unrelated w macermcy
avail herself o paid or unpaid sick leave (depending upen her sick [eave balance) subjact
@ the submission of a certifcars from her physician and ics approval by the School Medica!
Director, The Schocel Medical Director shall evaluate such certificaze and may, i{n his
discretion, call the employee for physical and medica] eXamination. This paragraph does
not apply  an employee who has Tesumed work after the birth of a chil

7. Before Tesuming service after the birth of the child or after interruption of pregnancy, an
employee on maternity leave or on sick leave for childbirth or termination of pPregnancy, shall
Present to the School Medical Director a cerdficate from her physiciaa stating the condito:z
of her health, The Schoal Medical Director shall evaluata such cernficats and may, in his
discretion, call the employee for physical and medjca] examination. Such certificate is not
Tequired if resumption of service is moze than Six weeks after childbirth, or terminaricn
of pregnancy, )

8. Wnere an employes's immediate Supervisor finds that the employee, as a result of pregnancy,
cannot perform the dunes of her position satisfactorily, a medical &xaminahon may he
Tequested in accordance vAth the regulations which apply to other medical conditions which
interfere with the performance of an employee’s duties. For this Ppurpose, occasional
short-term absences are not considered to materially reduce an employee's ability to perfo=—m
her dutjes.

9. Maternity leaves shall not be granted to employees on unpaid leave. Such employees may,
however, apply for child care leaves.

Continuation of Health Insurance Coverage During Maternity Leave

1. Effectve September 1, 1973, an employee beginning maternity leave is Permitted to continue
her city healrh i ce coverape & alf igible dependents f; riqd
Six weelkes afrer termination of pregnancy, provided all leave balances are exhausred and
she is no longer on payroll. T

o)

2.  Arn employee wishing to continue health insurance COvVerage must complete the top porticn
of n D.P. 1035, '"Request for Cortinuation of Health Insurance V"hile on_Maternip
Leaye” 33 s taa

ma;:;;n’% leave, Copies of D.F, 1035 may be obtained from Health and \Velfare Services
Unit, 65 Couz® Streer, Room 502, phone number 596-6966.
3. The payroll officer is to complete the section marked "For Payroll Clerk Only" and sign the

bax marked “Approved By". The 'Date to be Removed from Payzroll" should be the beginning
of the payroll period following the last day on payroll.

Copies of the D. P. 1055 are w be distributed as follows: Whire copy w the Medical Carrier,
Yellow copy to the employee, Pink copy in the employee's personne] file,

4. When pregnancy terminates, the employee should put the child's name, date of birth, and
Sex in the space provided on mew& 1035 in her possession, and retur
it to the medical carrier. The carrier will then r=move the emplayee from City health
insurance coverage six weeks afrer the birth of the child or terminacion of pregnancy and

send a direct payment bill. An emplovee who returns to work must complete a new Healith
Authorization Form (D.P. 1033) in order to be returned to the City group.

Child Care Leave

S s SEAVE

1. A child care leave shall be granted upon application in accordance with these reguladons (o a
natural or adcpaive paxent of either sax. Such leave is grantzd so that the empleyes mav
devote a more substantal POTUon of his or her time to the care of a young child than couid
be dene while pursuing full time employment.

»~n

The following restrictions are a= licable:

4 7B
a.  Full ume employment while gn such leave is prohibitad,
b, If both parents are employees of the school system, cnly one cf them may e oa ¢ ild

caze leave at any given time.

3. Application for chid care leave should be madg ar leasr 3 days hefore the efecdve date g7
the leave s¢ that arrangements may be made for the replacement of the employee during
such leave.
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C. Chuld Car2 Laave (Continued)

% For an employes who has completad a maternity leave after the birth of 2 child, the child
care leave may commence ar the terminarion {the maternity l2ave, For anv other employes,
it may commence as follows:

2. For an emgployse who has not completad 2 matarnily lcave,a child care Jeave may
commence no earlier than the date of birth of the child.

b. The commencement of a leavs= for care of acopred child should £2 reascnasly related
to the date the child is placed in the home byt mayv be later.

3. Such leave shall terminate two y2ars from the beginnung of the maternity leava if such has
been granted. Where no materniry leave has besn gvantad, the l=ave shall texminate ugon
the child's reaching the age of two years,

6. Achild care leave may be tarminared at the requasc of the emplovee ar an earlier dare than
the one set forth in paragraph 5 above.

. Child care leaves shall be without pay except that annual leave and compensatary time
balances may Le used prior to the commencement of the leave, but suzn pay shall not duplicate
payment granted under Section B paragraph 5 of these r=gulations. No sick leave with or
without pay shall be granted © an employee on chid care leave,

§. If, during child care leave or during any other unpaid leavs, the occasion ivises to request
a child care leave by reason of the birth or adeption of 2 child, the emplovese coacerned may
so apply and the lcave shall be granted upon application,  Such leave shall commence upon
the date of birth (or placemenc for adoption) of the chud and shall te subject to pertinent
provisiens of these reguladons. The prior leave will tarminate on the date the naw leave
becomes effective.

E.  Provisional and Temporary Employees

1. Provisional and temporary employees who are pregnant are weated in the same manner as
permanent employees who are pregnanc, except that the provisional or temporary pregnant
employee's maternity leave may be terminated by operation of the City Civil Service Rules
and Regulations or law.

2. Such personnel who have health insurance coverage undzr the choice of plans may continue
such coverage in accordance with Section C ¢f these Regulations.

3. Replacement of such employees shall be accomplished in a manner consistent with the needs
of the school system and with laws and regulations concerning discrimination, Where such
an employee is taking a short period of time for maternity purposes, 2very efiort should be
made to treat such absence in the same manner as an illness. Consid2ranon should be given
to the circumstances in individual cases. Nothing in these reguladons, however, shall be
construed to require the holding of a specific opening for the return of such employee
after maternity where business necessity requires the iling of that position., The "business
necessity'’ concept means that replacement is so necessary to the operation of the school
system that the possible discrinunatory effect js accepted. Among the criteria w be
followed are: :

a. The duties of the position are essential to ongoinz operarions.
b.  The position requires a lengthy period of on-the-job training.

c.  The position can be filled within a short time; and replacement will not coincide with
- the expected ime of return.

d. The position cannot r':a"sonany be filled temporarily.

4. A permancnt employee granted a materity or child care leave while Sarving rrovisionally
in a higher titde shall upon return to dury be restored t such provisional staetus if the
position has not been filled by a permanent employee,

F.  Effect on Probation :

e DA S 002SI0N

An employee in probationary status does not accumulate credit wowards completion of the

probationary perind during the time the employes is on unpaid leave,

C. Effective Dade

These regulations are effecrive September 1, 1973.

H. Questions concerning this circular should be directed throvzh normal sup2tvisor. chapnels.

Schoels in Cammunity Districes should dir=ct questions to the personncl odizers of their diserices;
Ciry District schools to the otfice of theis Supervising Superintendsnts. If persomne] in these
oifices need assistance in answering questions, they are o rafer tho JUSsSTOons, in wTiting, to

the Division of Parsonnel which wall r2ply promptiy.

Verv truly yours,

APPROVED:
[rving ankaz,
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tracament o Heads of Bureau Circular No. 11, 1973-1974

2cton §la. Leaves of Absence for Maternity and/or Child Care for Members of the
Administrative (non-pedagogical) Staff.

Leaves shall be granted by the Chancellor for persornel under the jurisdiction of the City
Eoard and by the appropriate Comumunity Scheol Board for personnel under its jurisdiction.

Leaves of absence shall be granted for purposes of maternity and child care. The
employee concerned should make reasonahie notification of intent to take such leave so
that arrangements may be made by the appropriate authority for necessary replacement
of the employee during the period of the leave. Maternity leave shall be subject to the
terms and conditions of laws, bylaws and regulations relafing to leave with or without
pay for personal iliness except as provided herein.

s Maternity leave shall commence at the date set in accordance with paragraph 2, above
and shall end six weeks after the birth of the child or six weeks after the terminatdon of
the pregnancy. Such leave may be sooner terminated at the request of the employee in -
accordance with regulations,

The following payments will be mada in connection with such leave:

a. The employee may be paid for the days in her sick bank.

b. The employee may be paid for all accrued annual leave and compensatory time
standing to her credit after the exhaustion of sick bank credics.

Child care leave shall be granted to a patural or adoptive parent upon application. Such
leave is granted to a2 member of staff so that he or she may devole a more substantia]
portion of his or her time to the care of the young child than could be done while
pursuing full-time employment; therefore, full-time employment while on such leave

is prohibited. If both parents are employees of the school system, ounly one of the them
may be on a child care leave at any given time. '

For an employee who has completed a maternity leave afte the birth of a child, the child
care leave shall commence at the termination of the marernity leave. For any other
employee, it shall commence as granted.

The Chancellor shall make regulatons governing the maximum length of child care
leaves. Leaves may be terminated at the request of the employee in accordance with
regulations. Child care leaves shall be without pay except that employees may be paid
for all accrued annual leave or compensatory time standing to their credit prior to
commencement of such leaves,

An employee in probationary status shall not accumulate cradit toward complezion of the
probationary period during the time the employee is on unpaid leave, Replacement of
employees shall be accomplished in a manner consistent with the needs of the school
system and Federal laws and regulations cencerning discrimination.

Health insurance coverage under the choice of plans provided to employees will continue

while the employee is in pay status, Provided a pregnant employee uses up all paid leave
dime, coverage will continue until six weeks after the birth of the child or termination of
pregaancy.

Any prior provisions of the Bylaws oz any regulations notwithstanding, conditions
relating to pregrancy may be charged to sick leave balances.

The Chancellor is authorized to promulgate such regulations as may be necessary to
carTy out the provisions of this section.



