Checklist for Maternity Leave Letter Request

Your formal letter addressed to your building principal must include the
following information. Please note: you must be very specific with your
intentions.

L] Name
[ Home Addréss
] Contact Phone Number {Not at school building)
{] Position (including grade level or subject)
[ ] Dates of Leave from Start to Finish

[] Number of sick days to be used and specific dates which they will be
used. 20 sick days prior to due date and 20 days after due date N
must be used before any other leaves or benefits. (the exception is if
you do not have the days to use) '

[l Number of unpaid sick days to be used and specific dates which
they will be used

L] Specific dates which Family Leave will be utilized for the purpose of
bonding with the new born child (totaling no more than 6 weeks or
42 calendar days of benefits)

] Return date

Letters requesting a leave of absence must be received 30 days prior to the
start of leave. All letters of request must go before the board for approval. If
changes must be made to the original letter, already submitted, you must
submit a revised letter which must also be approved by the board.



