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Letter from the Committee 
 

Dear Colleagues, 

A new child, congratulations, what wonderful news! This is such an exciting time, and one of 

great change. During this time, you will be facing many big decisions. Navigating the protocol at 

work should not be a stressor. Our goal, as a committee, was to create a guide that would assist in 

streamlining the process for taking leave and/or borrowing time from the sick bank. Along with 

the SEA collective bargaining agreement, the Family Medical Leave Act (FMLA) has guidelines 

which clarify your leave. It is important to know that you do have options so that you are able to 

plan accordingly.  

Please read this guide carefully. You will most certainly have questions. Some will be answered as 

you read further, but write them down as you go, and feel free to contact any one of us directly for 

accurate answers and assistance.   Every situation has varied circumstances, so questions are 

expected and welcome. We are pleased to have the opportunity to help you through this process, 

and hope that you find this guide to be helpful and informative. 

 

  Best  wishes, 

  The SEA Membership Committee 

 

Committee Chairperson: Pat Antlitz  

Committee Members: Cindy Arlington (Centre), Denise Bondi (Seabrook),  

Karin Backstrom-Franzoso (WHS), Chellis Kirkland (WHS), & AJ Pruett (South Hampton) 
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Your Leave Choices 
 
 

1. Maternity Leave (Article 11-3.1): SEA has an understanding with the SAU 21 School 

Boards to allow paid sick leave of six weeks (from date of delivery) for a normal delivery, 

and eight weeks for a caesarean section. You may use accumulated sick time for this leave 

(Article 9-3). If you do not have enough time accrued then you may also apply for time 

from the sick leave bank. Please realize that sick leave bank time is subject to availability 

and you may not receive all of the time that you request. In this case you can go on unpaid 

status for the remainder of time that you are on Maternity Leave. The article of the contract 

also allows for Extended Leave of up to two years after the first 12 months of employment. 

Extended Leave runs concurrent with FMLA and is unpaid leave. 

 

2. Paternity Leave (Article 11-4): The contract states (Article 9-2) that “the use of the sick 

leave entitlement for the purpose of illness in the immediate family shall be limited to the 

yearly allowance (twelve days) stated in Article 9-1.1 . . . and shall not include utilization 

of accumulated sick days.” This means that during each school year you may use a sum 

total of 12 sick days to care for a family member in medical need. In the case of birth, the 

12 days must not extend beyond the 6-8 weeks allowed for a mother’s personal recovery, 

unless the child or mother continues to need medical care. Since the father is not actually 

in recovery from personal illness, he is not eligible to borrow from the sick bank. The 

contract allows for Extended Leave of up to two years after the first 12 months of 

employment (Article 11-4). Extended Leave runs concurrent with FMLA and is unpaid 

leave. 

 

3. Adoption (Article 11-5): The contract allows for Extended Leave of up to two years after 

the first 12 months of employment (Article 11-5). Extended Leave runs concurrent with 

FMLA and is unpaid leave. Since the parents are not actually in recovery from personal 

illness, they are not eligible to use accrued sick leave or borrow from the sick leave bank. 

 

Note:  Extenuating circumstances are addressed in Article 9-2 of your contract. 
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Things To Consider When Making Your Choice 

 
• If you are out on family leave during the last 12 weeks of the school year, that leave is 

covered under FMLA and your insurance will be carried through the summer with the 

District paying their share. 

• Remember, any time you are out on unpaid leave, under FMLA or not, you will be held 

financially responsible for your portion of your health insurance coverage during that 

leave. Since you will not be receiving a paycheck during this time, it means that you 

will have to write a personal check to cover the cost.  

• If you choose to take a full school year of leave you may go off of district insurance for 

that year; a good option if you have access to insurance through a spouse. 

• Remember that the sick leave bank has only 90 days per District per year, and the 

granting of time is based on availability and equity. Due to this, you cannot be 

completely sure that you will have access to that time for your recovery, so it is 

important to plan accordingly.  

• Please note that taking maternity leave automatically puts you on FMLA. This means 

that maternity leave and FMLA run concurrently. See pages 9-10 of this guide for 

details on FMLA.  

 

Unpaid Leave and Summer Health Insurance Coverage 
In regards to going on unpaid leave, our contract states (Article XI, 11-3.1) that, “health 

insurance benefits . . . will be continued at District expense to complete the initial year of 

leave.” This initial year of leave ends when the yearly contract ends on June 30th. This is 

very important to understand, because it means that if you are on unpaid leave, and are no 

longer under the 12 week umbrella of FMLA, then you will be responsible for paying the 

entire cost of your health insurance premium, along with the dental premium, for July and 

August. Since you are not receiving a paycheck during this time, it means that you will 

have to write a personal check to cover the cost. If you are on paid maternity leave or 

FMLA leave on the last day of school, then you will only be responsible for your share of 

the insurance premiums. 
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Details, Details 

 
Nursing: Upon returning to work, mothers are often interested in pumping milk to bring home for 

their babies. Although there is currently not a New Hampshire state law requiring employers to 

provide this time, there is legislation in the works. Regardless of this, your desire to continue 

providing milk for your child should be treated with respect and fair consideration. If you need 

help advocating for either time or space, please contact your school nurse or someone on the 

Membership Committee so that an appropriate solution can be found in a timely manner. You may 

want to address this issue before your return to work, so that you have a plan in place.  

 

Flexible Spending Accounts (FSA) – Dependent Care Reimbursement: Federal Law allows 

parents to take $5,000 pre-tax out of their paychecks for childcare. This provides you a significant 

tax savings; and may be worth enrolling in the program. You can sign up for this through the 

Human Resources Office. They can answer all questions in regards to this program, and will 

provide you with the appropriate paperwork. Please be aware that you must enroll annually during 

the open enrollment by June 30th of each year for a July 1st effective date. If you miss the open 

enrollment then you will not be eligible to enroll in the FSA for the upcoming school year. 

 

Circumstances Along the Way: Also, as we all know, circumstances can often change. Due dates 

are not guaranteed delivery dates, types of delivery vary, medical care adjusts to need, personal 

preferences change along the way - any number of situations can occur. At any point that your 

situation alters, Human Resources will answers questions and adjust the details of your leave as 

needed. Please feel free to contact someone on the membership committee previous to contacting 

Human Resources if you would like guidance with this process.  

  

Health Insurance for Child:  If you subscribe to your Employer’s group health plan, you have 30 

days from the date of birth to add your child to your coverage.  Please contact the Human 

Resources office at your earliest convenience. 
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Written Request for Leave 
 

When writing your request you should: 

1. state your anticipated due date 

2. state the type of leave (maternity, paternity or adoption) 

3. state the length of leave 

4. submit it to the Superintendent 

5. cc: Building Principal 

      Human Resources Office 

      Department Head or Director (if applicable) 

 

On the following page we have provided a few basic sample letters. Please do not feel that you 

have to give extra information, this is simply a notice that you will be on leave. If you need to add 

details about extenuating medical circumstances, then that should be reflected in your doctor’s 

note.  
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Sample Letters 
 

Dear Superintendent _________________,  Date: 
 
Maternity Leave FMLA Choice: 

I am writing this letter to notify you that I am due to give birth on _______________. Post 
delivery, per my doctor’s recommendation, I will be on FMLA medical leave for ______ weeks. I 
have included a note from my doctor stating this recommendation.  

 

Paternity FMLA Choice: 

I am writing this letter to notify you that my wife/partner is due to give birth on 
_______________. I have included a note from her doctor confirming this information.  

a. I am planning on using ______ sick days to care for my family. 

b. I am requesting _______ weeks FMLA leave to care for my child.  

 

Adoption FMLA Choice: 

I am writing this letter to notify you that I am due to adopt a child on _______________. For your 
records, I have included legal documentation confirming this adoption. I am requesting _______ 
weeks FMLA leave to care for my child. 

 

Extended Leave of Absence: (add this detail into any of the above letters) 

Per Article XI of our contract, I am choosing to take an Extended Leave of Absence to care for my 
child for 

a. The completion of this year.  

b. The completion of this year as well as the entire following year.  

 

Sincerely, 
 

Your name 
Your school 

 
cc: Building Principal 

cc: Human Resources Office 

cc: Department Head or Director (if applicable) 

 
Note: You may also download a request for FMLA form at www.sau21.org
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