
Congratulations, you’re having a baby! 

Below are the steps to take to prepare for your delivery and leave.  We recommend you 
take care of this as soon as possible so that you can focus on you and your new baby!  It 
is an easy process and we will help you through it. 

1. Notify your building principal: Set up a meeting with them as soon as you feel 
comfortable, they can keep your information confidential until you are ready to 
share publicly. 

2. Set up a meeting with Human Resources (Lynn Barkley): This is where you will 
discuss your leave, pay, and insurance.  Come with any questions you may have.  
We strongly suggest that you set up a time to do this face to face. 

3. Write a letter: After meeting with Human Resources, write a letter directed to the 
Superintendent and the Board of Education, including the following specifics: 

- start and end dates of the leave (can say pending delivery on XX date). 
- whether or not your leave includes sick days (you can use only 30 sick 

days per school code) or personal days.  If you have less than 30 days, you 
can deplete all of the days if you wish, or if you have more than 30 days, 
you need to specify how many of which days you wish to use. 

- If the leave is longer than the number of sick days allotted, you must 
determine how you plan to cover the remaining days of the leave.  You can 
use FMLA (recommended if you carry District Insurance) or request a 
personal leave of absence. 

- Two weeks before returning from a leave of absence, employees should 
notify the building and the district office with the date of their return 

FAQ’s 

Sick Days:  You can use up to 30 sick days for a regular birth and 40 if you need a C- 
section.  Sick days count for days in attendance (this is not inclusive of holidays, 
weekends, etc.) You are paid for these.   

Personal Days:  You can use all of your accumulated personal days in addition to your 
sick days.  You are paid for these. 

FMLA Leave:  This allows you to use up to 12 weeks unpaid leave, while keeping 
yourself insured by the district.  This 12 week leave begins with your first sick day 
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Personal Leave of Absence:  A personal leave of absence can be requested if you have 
been employed for at least 2 years in the district.  It can be used in combination 
with sick and personal days to extend a leave for up to a year.  These are unpaid, 
and at the discretion of the school board.   

Pay:  Depending on the type of leave you are taking, and whether or not there are days 
without pay, you may have adjustments to your paycheck.  These will be discussed 
with HR on an individual basis, so that you can plan accordingly. 

Insurance:  As soon as you’re pregnant, you will want to examine your insurance options.  
You can compare the district’s family coverage with other options you may have 
available to you.  The birth of your child is considered a major life event.  
Therefore, if you are looking to change coverage at this time, you can.  And then, 
the moment your baby is born they are covered by your insurance if you have 
family coverage.   

Well Baby Coverage:  The district insurance has an allotment for “well visits”.  You will 
have several of these check-ups in the first weeks, months and year of your baby’s 
life.  Be sure you understand the details of the coverage and limits with your 
insurance provider  (for example, with the district insurance, there is no co-pay 
for this visit!) 

Special Beginnings:  BlueCross/BlueShield has a program that gives some maternity 
support, and if you participate they send you a $50 gift card to Babies‘R’Us!  Call 
them early on, shortly after you go to your doctor for you first appointment! 

FSA:  You may want to consider putting some money away into a Flex Spending Account.  
Expenses in that first year can accumulate quickly.  Take a look at your insurance 
coverage, discuss with your doctor and decide if you would like to put some 
money away in that first year for you or your baby.  Just remember, to be 
conservative in your estimation in your first year, because if you don’t spend it 
you lose it.  
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