
Verona Area School District 532.31-Rule 
 

FAMILY AND MEDICAL LEAVE PROCEDURES 
 
I. REASONS FOR WHICH LEAVE MAY BE GRANTED UNDER BOARD POLICY AND 

RULES FOR THE SUBSTITUTION OF PAID LEAVE 
 
 Employees are generally entitled to a total of 12 workweeks (26 workweeks of leave in the case of 

covered service member leave) of unpaid leave, regardless of the number of events giving rise to 
leave entitlement during a calendar year, for any one or a combination of the following reasons: 

 
 A.  Birth or Placement for Adoption of a Son or Daughter 

 
An employee may take unpaid leave for the birth or placement for adoption of a son or daughter. The 
District may require a copy of the birth certificate or adoption document. An employee may take up to 
6 weeks of this leave in partial absences (1) as long as such leave does not unduly disrupt the District's 
operations and the last increment of a partial absence begins within 16 weeks of the birth or placement 
and (2) the employee chooses for such leave to count against his/her entitlement under Wisconsin law. 
An employee may take more than 6 weeks of this leave in partial absences if the District agrees. 
 
An employee may substitute any earned general leave or vacation leave for unpaid leave. 
For periods of leave covered by federal law only, the District may require the substitution 
of paid leave. The paid time substituted will not be available later. The leave for birth or 
placement for adoption must be taken within 12 months after the birth or placement. 

 
 B. Placement for Foster Care of a Son or Daughter 
 

Unpaid leave may be taken by an employee on the placement for foster care of a son or 
daughter. The District may require a copy of the foster care placement document. An 
employee may take this leave in partial absences if the District agrees. An employee 
may substitute earned paid general leave and vacation leave for unpaid leave. For 
periods of leave covered by federal law only, the District may require the substitution of 
paid leave. 

 
 C. Serious Health Condition of Employee 
 

Unpaid leave may be taken by an employee in the event he/she experiences a serious health 
condition that prevents the employee from performing the functions of his/her position. 
 
Medical leave may be taken all at once or intermittently if medically necessary. If leave is 
taken in smaller increments, the employee may be transferred temporarily to another job at 
the District, except that during any period of leave covered by the WFMLA, the employee 
must agree to the transfer. 
 
The employee may elect to substitute other earned paid leave such as general leave or 
vacation leave for the unpaid leave. For periods of leave covered by federal law only, the 
District may require the substitution of paid leave. Any paid leave used will not be 
available later. If an employee requires additional leave after the family and medical leave 
entitlement has expired, the District may, at its sole discretion, grant the employee 
additional time away from work. 
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Under federal law, a "serious health condition" under Board policy and these procedures  means 
an illness, injury, impairment, or physical or mental condition that involves one of the following: 

 
• Inpatient care (i.e., an overnight stay) in a hospital, hospice or residential medical care 

facility. 
• A period of incapacity of more than 3 consecutive full calendar days (including any 

subsequent treatment or period of incapacity relating to the same condition) that also 
involves: (1) in-person treatment two or more times by a health care provider related to the 
same condition within 30 days of the first day of incapacity, unless extenuating 
circumstances exist, or (2) in-person treatment by a health care provider on at least one 
occasion which results in a regimen of continuing treatment under the supervision of the 
health care provider. 

• Any period of incapacity due to pregnancy, or for prenatal care. 
• A chronic condition that requires periodic visits for in-person treatment by a health care 

provider, continues over an extended period of time, and may cause episodic rather than a 
continuing incapacity (e.g., asthma, diabetes, epilepsy).  

• A period of incapacity which is permanent or long term due to a condition for which 
treatment may not be effective. 

• Any period of absence to receive multiple treatments (including any period of recovery 
therefrom) by a health care provider for either of the following: (1) restorative surgery 
after an accident or other injury, or (2) a condition that would result in a period of 
incapacity of more than 3 consecutive calendar days but for the treatment (e.g., cancer 
(chemotherapy), kidney disease (dialysis).  

 
Under Wisconsin law, a serious health condition is a disabling physical or mental illness or 
condition that involves inpatient care or outpatient care that requires continuing treatment of a 
health care provider. 

 
 D. Serious Health Condition of a Spouse, Domestic Partner, Parent, Parent-in-law, 

Son, or Daughter 
 
  Unpaid leave may be taken to care for a son, daughter, spouse, or parent with a serious 

health condition. The District may require confirmation of a family relationship. 
Additionally, leave of up to 2 weeks may be available to care for a domestic partner or a 
parent-in-law (including the parent of a domestic partner) with a serious health condition. 
 
Medical leave may be taken all at once or intermittently if medically necessary. If leave is 
taken in smaller increments, the employee may be transferred temporarily to another job 
at the District, except that during any period of leave covered by the WFMLA, the 
employee must agree to the transfer. 
 
An employee may substitute any earned general leave or vacation leave for the unpaid 
leave. For periods of leave covered by federal law only, the District may require the use of 
paid leave. This paid time will not be available later. If an employee requires additional 
leave after the family and medical leave entitlement has expired, the District may, at its 
sole discretion, grant the employee additional time away from work. 
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D. Qualifying Exigency Leave 
 

Federal law allows eligible employees with a spouse, son, daughter or parent who is a 
member of the Armed Forces, including the National Guard or Reserves, and who is on 
active duty or call to active duty status in support of a contingency operation to use their 
general 12-week leave entitlement to address certain "qualifying exigencies." The 
District may require confirmation of a family relationship and/or proof of active duty or call to 
active duty status. 
 
Qualifying exigencies may include, but are not necessarily limited to, attending certain 
military events, arranging for alternate childcare, addressing certain financial and legal 
arrangements, attending certain counseling sessions, and attending post-deployment 
reintegration briefings. Eligible employees may not take qualifying exigency leave for 
family members that are members of the Regular Armed Forces, unless the family 
member is deployed in a foreign country.  
 
The District may require or an employee may substitute any earned general leave or 
vacation time for the unpaid leave.  
 
If an employee requires additional leave after the family and medical leave entitlement 
has expired, the District may, at its sole discretion, grant the employee additional time 
away from work. 
 

 F.  Illness or Injury of Covered Service Member 
 

Federal law also provides a special leave entitlement for eligible employees to take up to 
26 weeks of leave in a single 12-month period to care for their spouse, son, daughter, 
parent or next of kin who is a covered service member. A covered service member is a 
current member of the Armed Forces, including the National Guard or Reserves, who has 
a serious illness or injury incurred or aggravated in the line of duty on active duty that 
may render the service member medically unfit to perform his/her duties for which the 
service member is undergoing treatment, recuperation or therapy, or is on outpatient 
status, or is on the temporary disability retired list. The term covered service member 
also includes a veteran who was a member of the Armed Forces, including the National 
Guard or Reserves, at any time during the five year period preceding his/her medical 
treatment, recuperation, or therapy, for a serious illness or injury incurred or aggravated 
in the line of duty on active duty. 
 
Leave may be taken all at once or intermittently if medically necessary. If leave is taken in 
smaller increments, the employee may be transferred temporarily to another job at the District. 
 
The District may require or an employee may substitute any earned general leave or 
vacation leave for the unpaid leave. If an employee requires additional leave after 
the family and medical leave entitlement has expired, the District may, at its sole 
discretion, grant the employee additional time away from work. 

 
II. NOTIFYING THE DISTRICT OF NEED FOR FAMILY AND MEDICAL LEAVE 
 

Absent extenuating circumstances, an employee must provide the District with a completed 
FMLA Request Form, available from the Human Resources Department, before leave taken 

3 

 



under Board policy and these procedures is to begin. Employees will generally be expected to 
provide at least 30 days' advance notice for foreseeable leave (e.g., an expected birth, 
placement or adoption for foster care, or planned medical treatment for your own serious 
health condition or that of a family member). When requesting partial or intermittent leave in 
connection with child birth or adoption, an employee must provide at least as much notice as 
required for taking other non-emergency or non-medical leave, as well as a definite schedule 
for the leave. Where advance notice is not practicable  
 
due to uncertainty as to when leave will be required to begin, a change in circumstances or 
medical emergency, notice must be given as soon as practicable. 
 
If an employee wishes to take leave for a FMLA-qualifying reason for which the employee 
has already been approved, the employee must provide the District specific notice of their 
need for FMLA-qualifying leave. Simply calling in "sick" will not be sufficient. 
 
When planning medical treatment, an employee should consult with the District and make a 
reasonable effort to schedule the leave so as not to disrupt unduly the District's operations, 
subject to the approval of employee’s health care provider. Employees are ordinarily 
expected to consult with the District in order to work out a treatment schedule which best 
suits the employee’s needs, as well as the District's. 
 

III. HEALTH CARE, DENTAL COVERAGE AND OTHER BENEFITS 
 
 The employee's health and dental coverage in effect at the time family and medical leave 

begins will continue unless the employee elects to terminate the coverage. If an employee 
continues coverage, the employee is responsible for the employee's portion of the cost. If an 
employee is receiving compensation while on leave, the District will deduct the premium 
amount under its normal payroll deduction procedures. Any premiums not received by the 
District during an employee's leave will be deducted from the employee's paycheck upon 
return from leave. If an employee fails to return to work after the family and medical leave, 
the employee must repay the District for his/her portion of health and dental premiums paid 
on his/her behalf by the District during the leave. For additional information regarding 
benefits and family and medical leave, employees should refer to the Employee Handbook, 
the District's personnel policies, or consult the Human Resources Department. 

 
Employee’s entitlement to benefits, other than group health benefits, during a period of 
family or medical leave is determined by the District's policy regarding provision of such 
benefits when an employee is on other forms of leave. 
 

IV. CERTIFICATIONS AND NOTICES 
 

If leave is requested due to an employee’s own serious health condition, the serious health 
condition of an employee’s your spouse, child or parent, the serious illness or injury of a 
covered service member, or for a qualifying exigency, the District requires that the leave 
request be supported by certification issued by a health care provider or other specified third 
party. The District's certification forms can be obtained from the Human Resources 
Department. Failure to provide the District with timely, complete and responsive certification 
within 15 days of the District's request for certification may result in delay or denial of the 
leave. 
 

4 

 



If an employee provides the District with incomplete or insufficient certification, the District will 
provide written notice to the employee explaining the deficiency in the certification and will allow  
 
the employee at least 7 days to cure the deficiency. If such deficiency is not cured, the District may 
deny the employee's leave request. 
 
The District reserves the right to contact the employee's health care provider to clarify and 
authenticate a medical certification, as permitted by law. 
 
The District may also request that an employee provide a second health care provider 
certification from a health care provider chosen, and paid for, by the District. If the original 
certification and the second certification conflict, a third health care provider agreed upon by 
the District and the employee, and paid for by the District, will provide a binding opinion. 

 
V. RETURN TO POSITION AT END OF LEAVE 
 
 At the end of an employee's family and medical leave, he/she will be returned to his/her 

former position, or if the position is filled, to equivalent employment with the District.  
 

Employees who wish to return to work before their leave is to end must notify the Human 
Resources Department at least two business days prior to the desired return date. If the 
reason for leave was due to the serious health condition of the employee, a return to work 
authorization must be provided to the Human Resources Department before returning to 
work. If the return to work authorization is not received, the employee's return to work may 
be delayed until it is received. 

 
 
APPROVED:  August 30, 2004 
 
REVISED: May 4, 2009 
 February 1, 2010 
 April 20, 2015 
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