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Employee Leave

The District understands that employees will need time away from work, for many different
types of situations. Whether it’s time away to care for a new child, recover from a serious health
condition, care for an ill family member, bereavement or time away for personal reasons.

You may also require accommodations for medical restrictions when returning from leave or for
a temporary or permanent disability. Please review this information carefully and contact the
Human Resource Specialist with any further questions.

Types of Leave

MATERNITY LEAVE — a period of disability for birth and recovery shall be granted to all
mothers giving birth. Please review the Maternity Leave section of the Employee Leave and
Accommodation Handbook for a full description of leave entitlements and provisions.

BEREAVEMENT LEAVE - An employee shall be allowed up to (5) days absence with pay per
year bereavement leave for the death in the immediate, step, or foster family of the employee
and/or employee’s spouse. Immediate, step, or foster family includes mother, father, brother,
sister, wife, husband, son, daughter, grandfather, grandmother, grandchild, aunt or uncle.

An employee may take (1) bereavement day to be used for extended family such as nieces,
nephews, or in-laws of one’s own family. Unused bereavement leave is not cumulative from year
to year.

PARENTAL LEAVE — Under the federal law, all FMLA eligible employees may be eligible for
up to 12 weeks of job-protected leave in a 12month period following the birth, adoption, or legal
custody of a child.

LEAVE SHARE — The District’s Leave Share Program allows other employees within the
District to donate sick leave on your behalf, for a serious health condition, care for a parent or
child with a serious health condition and parental leave.



MILITARY LEAVE — This is a request for time away from work to fulfill duties and obligations
for certain types of active or inactive duty in the National Guard or as a Reservist or the Armed
Forces.

DOMESTIC VIOLENCE LEAVE — 1t is the intent of the District to foster a safe and
supportive community for all employees, students and visitors. Employees who experience the
effects of domestic violence, stalking, or sexual assault are encouraged to utilize job-protected
leave from the workplace in order to seek assistance. Please contact the Human Resources
Specialists for a confidential review of your options.

JURY DUTY LEAVE/COURT SUBPOENA — Leave of absence granted to employees
subpoenaed to appear in court.

CIVIC LEAVE- Leave of absence granted by the superintendent when a certificated employee’s
civic responsibility for charitable or humane causes entails an absence from the classroom.



Family and Medical Leave (FMLA)

The Family and Medical Leave Act (FMLA) provides employees who meet the federal eligibility
requirements, up to 12 work weeks or 60 workdays of unpaid, job-protected leave a year for the
diagnosis of a serious medical condition for you, a spouse, parent or child, birth of a child,
adoption or placement of a foster child and/or a qualifying exigency that arises from an
employee’s spouse, child or parent who is on active duty or has been called to duty for the
National Guard or Reserve in support of a contingency military operation. For additional
information visit: https://www.dol.gov/agencies/whd/fmla

ELIGIBLE EMPLOYEES Only eligible employees are entitled to take FMLA leave. An
eligible employee is one who:

» Works for a covered employer;
 Has worked for the employer for at least 12 months;

* Has at least 1,250 hours of service for the employer during the 12-month period immediately
preceding the leave

LEAVE ENTITLEMENT Eligible employees may take up to 12 workweeks of leave in a
12-month period for one or more of the following reasons:

* The birth of a son or daughter or placement of a son or daughter with the employee for
adoption or foster care;

* To care for a spouse, son, daughter, or parent who has a serious health condition;

* For a serious health condition that makes the employee unable to perform the essential
functions of his or her job; or

* For any qualifying exigency arising out of the fact that a spouse, son, daughter, or parent is a
military member on covered active duty or call to covered active duty status.


https://www.dol.gov/agencies/whd/fmla

An eligible employee may also take up to 26 workweeks of leave during a "single 12-month
period" to care for a covered servicemember with a serious injury or illness, when the employee
is the spouse, son, daughter, parent, or next of kin of the servicemember.

WA State Paid Family & Medical Leave
(PFMLA)

The Paid Family and Medical Leave program is a mandatory statewide insurance program that
provides paid family and medical leave to eligible employees. The program is administered by
the Employment Security Department (ESD).

Washington’s Paid Family and Medical Leave program does not replace the federal Family and
Medical Leave Act (FMLA).

In many cases, PFML and FMLA will run at the same time. To apply for PFML visit:
https://paidleave.wa.gov/apply-now/

ELIGIBILITY
Employees can receive PFML benefits if they meet eligibility criteria and experience a
qualifying event.

MEDICAL LEAVE

Medical leave is any leave taken by an employee from work due to the employee’s own serious
health condition. Serious health condition means an illness, injury, impairment, or physical or
mental condition that involves inpatient care in a hospital, hospice, or residential medical care
facility, including any period of incapacity or continuing treatment by a health care provider for:

An illness or injury that incapacitated you for three or more consecutive days.

A chronic serious health condition (like diabetes or epilepsy).

Incapacity during pregnancy or for prenatal care.

Treatment for substance abuse.

Any period of absence from work to receive treatments and recover, like for radiation,
chemotherapy or dialysis.

The healthcare provider will determine whether the illness or injury meets the definition of a
“serious health condition.”



FAMILY MEMBER DEFINITIONS

“Family member” means a child, grandchild, grandparent, parent, sibling, or spouse of an
employee.

“Child” includes a biological, adopted, or foster child, a stepchild, or a child to whom the
employee stands in loco parentis, is a legal guardian, or is a de facto parent, regardless of age or
dependency status.

“Grandchild” means a child of the employee’s child.

“Grandparent” means a parent of the employee’s parent.

“Parent” means the biological, adoptive, de facto, or foster parent, stepparent, or legal guardian
of an employee or the employee’s spouse, or an individual who stood in loco parentis to an
employee when the employee was a child.

“Spouse” means a husband, wife, or state registered domestic partner.

ELIGIBLE EMPLOYEES:

Have worked at least eight hundred twenty (820) hours in the state of Washington during the
“qualifying period”

o The “qualifying period” is the first four of the last five completed calendar quarters or

o The last four completed calendar quarters immediately preceding the application for leave.

QUALIFYING EVENTS:

Family leave

* Leave to bond with the employee’s child during the first twelve months after the child’s birth,
or the first twelve months after the placement of a child under the age of eighteen with the
employee;

* Leave to participate in providing care, including physical or psychological care, for a family
member due to the family member’s serious health condition; or

* Leave because of qualifying military exigency as permitted under the federal Family and
Medical Leave Act.

EMPLOYEE BENEFITS

Beginning January 1, 2020, family and medical leave is available, and benefits are payable to
qualified employees. The weekly PFML benefit amount is calculated by ESD and will depend on
how much the employee earns in a typical week. The maximum weekly benefit is $1,000.



MINIMUM/MAXIMUM CLAIM DURATION

The minimum claim duration payment is for eight (8) consecutive hours of leave.

Maximum Claim Duration

Qualified Washington workers are eligible for:

» Up to 12 weeks of paid family or medical leave.

* Up to 16 weeks of leave when family and medical leave are used in combination (e.g., birth
mother pregnancy and parental leave).

» An additional two (2) weeks of leave is available as a result of pregnancy complications.

NOTICE - REQUESTING LEAVE

Employees must provide at least 30-day notice to the Leave Department before the leave begins
for a foreseeable event such as the birth or placement of a child or a planned surgery. If the need
for leave is unforeseeable, like an accident or sudden illness, employees must provide notice as
soon as practical.

FILING A CLAIM

Beginning January 1, 2020, individuals will be able to apply for paid leave benefits online
through the esd.wa.gov website. Filing a claim for paid leave benefits with ESD is a separate
process from taking a leave of absence from the District. Even when an employee has submitted
medical or other documentation to support their need for a leave of absence from the District,
ESD will ask for documentation to support their claim for paid benefits.

The Employment Security Department is still developing their claim process, but generally
individuals will create an online account with ESD, provide contact information, leave type
requested, dates of the leave, date notice was provided to the District, and documentation
supporting the leave of absence. ESD will use hours and wage information they receive quarterly
from all employers in Washington to determine eligibility.

After filing a claim, ESD will contact the District to confirm details of the employee’s claim.
Once ESD approves the claim, individuals will submit weekly claims to ESD for the paid
benefit.

For all leaves except birth or placement of a child, there is a 7-day waiting period before an
employee will be eligible for PFML benefits. Individuals have 12 months from the date of a
child’s birth or placement (foster or adoption) to take family leave. Eligible employees whose
child was born or placed in 2019 can receive paid benefits beginning Jan. 1, 2020, for up to 12
months following the birth or placement.


https://www.esd.wa.gov/

RESOURCES

Additional information as well as a downloadable checklist is available on
the paidleave.wa.gov website or refer to the Washington Paid Family & Medical Leave Parents'

and Patient and Family Guides.

INFORMATION ON LEAVE

Type of Leave

Duration

Provision

How do I apply?

Personal Leave

2 -5 days

2 paid days per year. Can
accumulate up to 5 days.

2-day notice. Enter into AESOP
absence system.

12 paid days per year. Sick leave is

Notify supervisor at least 1 hour
before start of workday if

Sick Leave As necessary cumulative. possible. Enter into AESOP
absence system.
Employees can donate sick leave Submit Shared Leave Request
Sick Leave Sharing | Up to 90 days days with a minimum balance of 22 | Form to Human Resource

days.

Department

Maternity Leave

As necessary

Employee may use sick leave
benefits and/or donated sick leave.
Employee may be eligible for
PFMLA

Submit Employee Request for
Absence Form to Human
Resource Department.

Bereavement Up to 5 paid days per year. (1 day . .

Leave 1-3 days can be used for extended family) Notify supervisor
No salary deduction is made from

Court employee’s salary. (Can’t involve

Subpoena/Jury As necessary oy aary. Notify supervisor

Duty personal affairs or other

employment)



https://paidleave.wa.gov/get-ready-to-apply/

Civic Leave (For
charitable or
humane causes)

Up to 2 days

Substitute pay deducted.

Apply to Superintendent

PFMLA (Paid
Family and
Medical Leave
Act) *

Upto 12 (In
some cases 18)
weeks of paid
leave per year
depending on
event.

To estimate your weekly pay go to:
https://paidleave.wa.gov/estimate-y
our-weekly-pay/

To apply go to:
https://paidleave.wa.gov/apply-
now/

Type of Leave Duration Provision How do I apply?
Up to 2 years Submit Employee Requ_est for
Leave of Absence . . Absence Form to Superintendent
. (With board Unpaid : .
without Pay prior to April 15 of the
approval) .
preceding year.
. Unpaid. Employee may be eligible Submit Employee Request for
Adoption Leave Upto 1 year for compensation under PFMLA Absence Form
Upto5

Association Leave

consecutive days
(No more than
association
member on leave

per day)

Reimbursement for subs from
WEA

* The district does not initiate, review, approve or deny applications for WA Paid Family and Medical

Leave Insurance Program. Please contact a Customer Care Representative for all application and
compensation related questions.

10



https://paidleave.wa.gov/estimate-your-weekly-pay/
https://paidleave.wa.gov/estimate-your-weekly-pay/

Maternity Leave

Congratulations! We hope you find this information helpful as you begin to plan for

your Maternity Leave. The District offers leave entitlements and provisions that align with
current Washington and Federal Leave Laws. We know you have a lot to think about, so our goal
is to make the maternity leave arrangements as worry free as possible! This section will

provide information regarding leave entitlements, how to estimate pay changes, adding your
dependent to your SEBB medical plan and Frequently Asked Questions.

Maternity Entitlements

Your maternity leave will be considered under the Washington State Law Against Discrimination
(WLAD) as well as the Federal Family Medical Leave Act and the WA State Family and
Medical Leave Act (PFMLA) If eligible, these leave entitlements combined may provide up to
18 weeks of paid/unpaid, job protected leave. If you do not meet eligibility requirements for the
Family Medical Leave Act, you may still meet the eligibility requirements under the new WA
State Paid and Family and Medical Leave.

The Family Medical Leave (FMLA) will run concurrently with the documented pregnancy
recovery (WLAD.) At the conclusion of your recovery time you may have additional leave
available under the federal Family Medical Leave Act.

Per our Collective Bargaining Agreement, leave may be extended by donation of additional sick
leave from another employee who is eligible to donate sick leave days.

11



Entitlement Duration Compensation
FMLA 12 weeks Unpaid
(Family and Medical

Leave Act)

PFMLA (Paid Family 12-18 weeks depending | Paid

and Medical Leave Act) | on circumstances

WLAD (Washington 6-8 weeks depending on | Unpaid

State Law Against
Discrimination)

circumstances

PFMLA Family leave

——————————

PFMLA Medical leave with pregnancy related serious health condition

——————————————————————————-

PFMLA Combined family and medical leave with pregnancy related

2 weeks

14 weeks

serious health condition

——————————————————————————————————-

18 weeks

Eligibility Requirements

12



FMLA ELIGIBILITY REQUIREMENTS:

Employees are eligible for job protection after working for at least 12 months for the employer
and for at least 1250 hours during the last 12 months.

PFMLA ELIGIBILITY REQUIREMENTS:

Employees are eligible for family and medical leave benefits after working at least 820 hours
during the first four of the last five completed calendar quarters or the last four completed
calendar quarters immediately preceding the application for leave.

How to Apply for a Leave of Absence

STEP 1: Review the Employee Leave, Accommodation and SEBB manual to determine if you
qualify for Paid Family and Medical Leave.

STEP 2: Complete Employee Request for Absence Form and submit to the Human Resource
Department 30 days before anticipated leave.
http://www.washougal.k12.wa.us/wp-content/uploads/2016/12/employee-request-for-absence-for
m-1.pdf After the birth of the baby you will need to submit a Documentation of Pregnancy
Disability Leave filled out by your healthcare provider.

STEP 3: Meet with the Human Resource staff to assist you with any unanswered questions.

STEP 4: Go to: paidleave.wa.gov/find-out-how-paid-leave-works to find more information on
PFMLA.

STEP 5: If you qualify for PFMLA, go to paidleave.wa.gov/apply-now to apply for paid leave.*

STEP 6: Communicate with the Human Resources staff if your anticipated date to return to work
changes.

* The district does not initiate, review, approve or deny applications for WA Paid Family and
Medical Leave Insurance Program. Please contact a Customer Care Representative for all
application and compensation related questions.

13


http://www.washougal.k12.wa.us/wp-content/uploads/2016/12/employee-request-for-absence-form-1.pdf
http://www.washougal.k12.wa.us/wp-content/uploads/2016/12/employee-request-for-absence-form-1.pdf

Accommodations

A reasonable accommodation is defined as any change or adjustment to a job, the work
environment, or the way things usually are done that would allow an individual with a disability
to perform job functions. Under the American Disabilities Act (ADA) the District is required to
provide reasonable accommodations to qualified employees with disabilities, unless doing so
would pose an undue hardship.

14



How to Estimate Pay Changes

In general, you may forecast a pay adjustment by using the following tools:

1) Your work calendar
2) Your current leave balances

3) Your leave use elections

Leave may be extended by donation of additional sick leave from another employee who is
eligible to donate sick leave days.

PROCESSING YOUR LEAVE

As soon as your Maternity Leave Request and Birth Documentation Form is received, we will
begin processing your leave. Unfortunately, there won't be much information regarding your pay
until we have your key dates confirmed. We encourage you to use the tools listed above to
anticipate pay and benefit adjustments. Once baby is born and the leave process has begun, you
will be notified regarding pay adjustments before they occur. If you have questions regarding this
information, please contact the Human Resources department for assistance.

HOW TO CALCULATE YOUR PFMLA PAY
To calculate your PFMLA payment go to:

https://paidleave.wa.gov/estimate-your-weekly-pay/

15


https://paidleave.wa.gov/estimate-your-weekly-pay/

Adding Dependents to your SEBB
Medical Plan

To add a newborn child to your medical plan, an employee needs to submit a Special Open
Enrollment form and submit Dependent Verification documents within 60 days of the birth. The
employee will also need to make any attestations again and choose which plan to add the baby
to. For more information, go to SEBB, My Account. https://myaccount.hca.wa.gov/auth

16


https://myaccount.hca.wa.gov/auth

Frequently Asked Questions

Q. Once I establish my return to work date, can that be extended?

A. We ask that you provide a solid estimation of your anticipated return to work date at
the time of your request. We understand that things may change while out on your leave,
but an anticipated date for your return is helpful, so we may plan coverage in your
absence.

Q. When will I know if my paycheck stops or changes?

A. In general, you can estimate a stop in pay, by calculating your available sick leave and
the end of your anticipated Maternity/Parental Leave. We encourage employees to review
their collective bargaining agreements for questions regarding the use of sick leave. Any
adjustments or stop in pay will be sent to you in email, by the Human Resources
Department Team. All notification of changes in pay will be communicated prior to

the payroll adjustment.

0. Am I required to pay for my medical benefits, if I won't be needing them during my
leave?

A. No, you are not required to continue any of your medical benefits, if they are not
needed. Your return to work after leave is considered a qualifying event for reinstatement
of coverage. Please contact the human resources department to communicate your intent
to continue coverage or allow it to lapse until you return to work.

Q. Can I attend professional development days or other school training days, while 1
am out on my leave?

A. You should not attend training or any other work-related duties during a documented
birth and recovery time. If you would like to attend a required training or other
school/work related function during the bond with child time we ask that you discuss that
option with your supervisor. Any further questions may be directed to the Human
Resources Specialist.

17



Q. Can I return to work sooner than I originally anticipated?

A. Yes, as long as you are outside of your documented disability/recovery time and have
a clearance to return to work by your doctor. Please notify your supervisor and the human
resources department with the change in your anticipated return. We prefer a 2 week
notice prior to your return. This allows us to notify the long-term substitute that the
position will be ending earlier than anticipated.

Q. Can I save my sick leave or personal leave and take my leave unpaid?

A. During the disability/recovery from pregnancy time, we will default to the application
of all available accrual unless otherwise indicated by you.

Q. If my Spouse or Partner also works for the District, can he/she take time off to bond
with child?

A. If both parents wish to take time off work for a Parental Leave, both employees would
share one 12-week or 60-day FMLA entitlement. In addition, each parent may also be
eligible for a separate 12-week paid Family and Medical Leave entitlement.

Q. Will I experience a change in monthly pay when I return to my job after leave?

A. Yes, this is possible if your pay stopped during your leave. Generally this means that
you received your pay up to the last day you worked or through your paid leave. The
earnings you will be paid upon return are the wages you have not yet earned. For
example, if you stop work in December and you have worked 72 days you would receive
a final paycheck on December 31. You return to work in April, and there are 45 days
remaining in the school year that are paid over 5 pay periods, instead of 180 days paid
over 12 pay periods.

Example:
Base Pay Hours/Days worked Pay periods Pay per period
$55,000.00 1260 or 180 days (1.0 FTE) 12 $4,583.33
$13,750.00 315 hours or 45 days (.25 FTE) 5 $2,750.00

18



Q. How is FTE for seniority calculated during unpaid leave?

A. FTE is calculated based on the total days or total paid hours and divided by the total
number of days or hours in the school year. For instance, if a person worked 117 days or
819 hours the FTE would be .65 (117/180 or 819/1260). If you work a part-time
schedule your FTE would be prorated based on your schedule.

Q. Are retirement hours reported during unpaid leave?

A. Retirement hours are reported on hours worked or compensated during that month. If
you are on unpaid leave, there are no retirement hours reported to DRS during that time
period.

19



WASHOUGAL SCHOOL DISTRICT

o —
o

Bih L LEEhLLM WA EFTRTIC TR PR R

FHe Amidwl tmns PAES LE0onE

EMPLOYEE REQUEST FOR ABSENCE FORM
(For absences greater than 5 consecutive days only.)

Name:

Building: Classified Certified

Position:

Absence Reason Type: [lness Family lliness Personal EMLA
Absence Begin Date: Absence End Date:
Dates of Paid Leave: From Ta

Dates of Unpaid Leave*: From To

Please note that a phy=ician's note 15 required for any illness or FMLA related ahsence of
maore than 5 consecutive days.

Reason for Request:

Employee Sipnature Date
Building Prineipal or Inmediate Supervisor Granted Denied Date
Superintendent or Designee Granted Denied Date

*All personal leave must be used before unpaid leave can begin.

HE Rec'd Copy to AESOP Board Personnel Report
Copy to PR IT Spreadsheat Extended Leave Report
12116716

This document and other employee forms can be found on the HR Blog.

https://wsdhrnews.blogspot.com/p/your-wsd-benefits.html



https://wsdhrnews.blogspot.com/p/your-wsd-benefits.html
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When life happens,
you can be there
for care.

At some point, everyone needs to take time off from work to recover from a
serious illness or injury, take care of a family member with a major medical
condition, or bond with a new child. Starting in January 2020, most people
who work in the state of Washington will be able to use Paid Family and
Medical Leave to help replace their paycheck during these important times.

What is Paid Family and Medical Leave?

Pald Fomily and Medicol Leave i o new state program thot allows you to toke poid time off
to care for yourself or a fomily member when life's big events happen, such os:

Recovering from Supporting a Certain events

s surgery. d serious family member connected to o family

or foster child iliness or injury with a serious msmber's active duty
medical condition military service

While you're out, you will receive payments from the stote besed on o percentoge of your
typlcol weekly earnings. Paid Family ond Medicol Leave i3 funded through small contributions
that come from both workers and many employers.

Fo re information. visit

L Q
www.paidieave. wa.gov

21
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Hew do you qualify?

Wearly everyong who works In Washington will be

part of the progrom. You are eligible when you work
at least B20 hours (about 16 hours a weesk) during

the gualifying peried, which is about year, and you
experience o qualifying event. Pari-time, seascnal and
temparary workers qualify. You are alto eligible if you
work for multiple employers,

When does the program start?

Employee benefits begin In Jonuory 2020. Woshington
employees—and many employers—beagan contributing
to the new progrom starting in January 2019

How much does the coverage cost
employees?

Employess and employers are already contributing

o the proegram. The amount you pay varies by how
much you earn. For example, an employee who makes
550,000 o yeor pays about 52.44 each week through
payroll deductions. Businesses with fewer than 50
employees are not required to contribute to the program
but workers ot small businesses are still covered.

How do you apply?

If you or o member of your family expariences o
serious medical condition or you welcome o new child
Into your family, you con apply for benefits through
Washington's Employment Security Department
starting Jonwary 2020.

You'll need 1o get certified—usually from a medical
provider. If you hove o plonned gualifying event, such
as the birth of o child or scheduled surgery, you'll need
to give your employer 30 dayt’ advanced notice.

For more Infermotion, visit

www . paidie ave, wa.gov

How much time can
you take?

Eligible
employees con
toke up to 12

weeks of pald
we “k’- leave a year.

You moy be
eligible for up 1o
16 weeks if you

have a personal
W!Ek! medicol event

and fomily coregiving event
happen in the tame year =
like giving birth to o baby or
caring for an il or injured
family member.

I cases related
to complicotions
in pregnancy,

you may be able
weeks to toke up to 18
weeks,

You don't have to take
your leave all ot once.

Faor exomple, you may
toke one day off o week to
support o family member
undergoing chemotherapy
treatment or 1o recelve

an intermittent medical
treotment yourself.

22



Washington

Paid Family & Medical Leave

e time i
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How m

¥ou can get up o 2 weske of partisl

pay o cEre for youriel or a family
memser during (IineSs o injury, amd
fa¢ maternsty and prternty leavs
you have a child through birth
adopticn or foster placenent. You
ci g#t 16 13 18 wedki ph fame
ExDEmE OFCUMEBENIEE

Up-1t0-90%

The weeidy berefs range s up to 30
PEICERY ERpENEING &0 yOur ifdOme
Tha less you make. tha highar
peroeniage of your pay you pet

Employess covered by the rtate program
are wntitled fo job restoratvon wher

rEtuFRAE Tremm lepve if taey

Wark far pn
amployer with
&0 or more
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Fave worked o
that employer for
1.2 mialFd i
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Fawe worked ¥t leant
1350 kowrs for that
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1250,

M yeuir preusl pelery i SS0000. you wil
pEy abaut 1,44 pas waek The prévam o
D% of sn employes | goonl ‘wages and i
shared by the emp'oyes ann smployer.
Premiwm (allecton began larm, 1. 2013,

Employment
Security
Department

‘Wi SHIC T b ATATE

Janwary 1, 2019
Premnam collection

Oet. 1, 2019
Employer reporting
far quarter three

July 110 August 31, 2019

far quarters one and bwo

January 1, 2020

reporting Benefit begin

For more information visit paidleave. wa.gov
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Washington
Paid Family &
Medical Leave

UPDATED 22018

What's covered?

Bongling with &
::!": ::" child {barth, foster
cendiban o Sty
Caring for

Lamyily rgminers

Leswe for
rilitary Farniliss

Time to care for your family
as they care for our country.

Familes of gur active duty miltary members play a
critical service rale to thiz country. Paid Family and
Medical Leave will provide paid time off to:

. Take leave dunng your family member s R&R

L] S v DOgEther during Feintegratiom,

® Artend military ceremonies.

. Deal with short-nobce deployments,

. Take care of a famaly member mjured in
combat or a5 a result of active duty service.
Additional gualfyng events #: defned
in the federal Family and Medecal Leave Ack

“Family” is more than dependents.

This beneft is for tamily of achve
duty senncemembers. That means
dependents like :pouses and children,
but slzo:
« Parents, ftep-parents and in-laws
+ Grandparents and grandparsnt
In-laws
= Siblngs
+ Grandchildren

More info at paidleave.wa.gov
E Employmenr Securiry Department

A new benefit for
military families.

At zome time in our lives, we
all need to give or receive care.
Paid Family and Medical Leave
is a new statewide insurance
program that will help
Washingtonians take paid time

off in life's mast challenging
times. Premium collection
began Jan. 1, 2019, and benefit
claims begin Jan. 1, 2020.

For military family members

working in Washington.

This benefit. starting Jan. 1, 2020, is for all non-federa
workers in Washington state. Thiz includes the family
of active duty sersicemembers who work part- or full-
nme for businesses of all sizes, m both the private and
public sectors. Federal workers, including active duty
military, are not eligible.

What's the weekly benefit?

You can get up bo 12 weeks of partial pay to care for
yoursell or & family memibser during ilness or ngury, and
for maternity and paternity keave if you have & child
through birth, adoption of loster placement. You can get
16 to 1B weeks i SOMe erTeme Circumstances,

up/to 90%

The weekly benefit range 5 up to 50 percent,
depending on your income, The less you malke, the
higher percentage of your pay you get.

How is this paid for?

Thiz i3 & sTatéwide iInsurance
program and is funded by a
small premesm that is shared
by workers and their employers. The

average worker pays just over 52 per week
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PAID FAMILY AND MEDICAL LEAVE

How do | calculate the weekly benefit?

The weekdy el i colabsied by e EFmployment Seanrdy Deporfment when on opploond Gles o dosm. Thes dooumend &
meant ko be o guwde for esdimohng the benefit. Dmployers are nol reguired o calowlote i bemnefit.

Step 1

Calevlate employee’s

average weekly wage
The smployes's average weekly
vioge it fhe employes's total
woges paid duning the fwo
highest pord colendar quarters
Ay ng the q-.-nl:l'-,- ng period,
draded by 26, rounded down to
e neorest whole dellor

The gualfpng pencd = the hrst
fowr of the logt bve completed
calendar quarhers or, o el alblll"h'
13 not etablished, the logt foyr
complefed colendor quarters
immediotely preceding the
opphconon for leoe

Step 2

Over/Under ¥ state average

weekly wage
Determing if omp|-:pw-u"_ QVErage
weekly woge i over ' Siale
avarage veakly wage The Mote

oEETDIge -,,...|.I-|. woge iz 51.190'_,

and 4 of that is 5595,

Employment

Security

Department

WIASHIFGTOMN STARE
* Tty |:-1rlwn_:"\t enlndeien arevaly

pocwd

Step 3-
Calewlare weekly benefit (2 categories)

1. ¥ employes overoge weskly woge i
LESS THAN "= sioie overogs weskly woge
F e employss moke: leas thon nolf of the shote’s
avarage weekly wage [$5957), the weekly beneht
= squal o 90% of the employes's overoge weekly
wage, rounded dewn bo e nearest dollar with o
minirum of 5100

2K ampleves sverogs weskly woge i
MORE THAN % siote ARTDE wawkly OgE
¥ e ""'"F']:"I'"" rrabes maory than hall of the shate’s
aeetoge weekly woge, thers om heo numbern to
colculote, Port A ond Port B

To calculate Fart A, toke $0% of the srmployes’s
earoge weekly woge, copped of hall of the rote’s
oVaTaae wpeh ly g

To caleulote the Por B toke 50% of the
amployes’s overage weekly woge thet iz above
T shate overoge weekly woge

The sum of Part A and Poart B, rounded down o

the neasesrt dollar with o cop of §1 000,  the
amployes’s vaekly banabt

l.._..-‘-\j #iar gemmplas e

esd. wa.gov

Top Erepoaesaer laromy Dot 0 b flea) Bty bl B e Aumbis, DS S tenot: o Semeckly v T mdbedug o owes dons b

Vizzhimgran Ywiz, Dz 71
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All About SEBB

Am | eligible?

You are eligible for SEBB benefits if you work in a school district or charter school, or are a
represented employee of an educational service district, and your employer anticipates you will
work at least 630 hours per school year (September 1 through August 31).

https://www.hca.wa.gov/employee-retiree-benefits/school-employees/how-determine-eligibilit
y#tam-l-eligible

Due to a change made by the SEB Board effective January 1, 2020, all hours for which you
receive compensation (for example, sick leave, personal leave, bereavement leave) and paid
holidays, will be included when determining how many hours you are anticipated to work, or
did work, in the school year.

Your employer will determine if you are eligible for SEBB benefits based on eligibility in WAC
182-31-040 and your specific employment circumstances.

You have the right to appeal the eligibility determination. Visit File an appeal: SEBB to learn how
to appeal.

If you, or your children, are currently enrolled in Washington Apple Health (Medicaid) coverage,
read the Washington Apple Health and SEBB Program fact sheet.

26


https://www.hca.wa.gov/employee-retiree-benefits/school-employees/how-determine-eligibility#am-I-eligible
https://www.hca.wa.gov/employee-retiree-benefits/school-employees/how-determine-eligibility#am-I-eligible

When do eligibility and coverage begin?

For newly hired employees who meet the eligibility criteria, your eligibility begins on your first
workday, and your coverage begins on the first day of the following month.

Special rules apply for new employees who begin work on or after September 1, but not later
than the first day of school. For those employees only, eligibility and coverage begin on your
first day.

If your work pattern or schedule changes

If you are not eligible for SEBB benefits at the beginning of the school year, but your work
circumstance changes and your employer now anticipates you will work 630 hours during the
school year, you become eligible when your employer tells you about the change. Your coverage
begins the first day of the following month.

If you are not anticipated to work 630 hours at the beginning of the school year, but you do
actually reach 630 hours, you become eligible on that day. Your coverage begins the first day of
the following month.

If you are eligible for SEBB benefits at the beginning of the year, but your work schedule is
revised so that you are no longer anticipated to work 630 hours during the school year, your
eligibility for the employer contribution toward SEBB benefits ends the last day of the month in
which the change in your work schedule is effective.

If you return to work from approved leave without pay, your SEBB organization will determine
your eligibility by considering whether the work schedule you are returning to, had it been in
effect at the start of the school year, would have resulted in meeting the 630-hour eligibility
threshold. If you lost eligibility while on leave without pay, you would regain eligibility on the
day you return from approved leave without pay. Coverage would begin the first day of the
following month.
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Eligibility based on hours worked the previous two years

If you work at least 630 hours in two consecutive school years and are returning to the same
type of position(s) in the same SEBB organization (school district, participating educational
service district, or charter school), you are presumed eligible for SEBB benefits the third year.
When calculating hours worked, the SEBB organization will include hours of paid leave (e.g.,
personal leave hours you used) and paid holidays.

If your district does not consider you eligible after having worked at least 630 hours the
previous two consecutive school years, they must notify you in writing of the specific reasons
that you are not anticipated to work at least 630 hours. You have the right to appeal the
eligibility determination. The letter from your employer will have instructions on how to appeal.

If you work in more than one SEBB organization

All of your paid hours (worked, paid leave hours, and paid holidays) as a school employee within
the same school district or charter school, or as a represented employee of the same
educational service district (ESD) count in the calculation of hours to determine your eligibility.
You cannot “stack” hours from different organizations to reach the eligibility.

Returning school employees have uninterrupted coverage.

Once you are enrolled in benefits, you will receive uninterrupted coverage from one school year
to the next as long as:

You receive SEBB benefits at the end of a school year, and

Your employer anticipates you will work at least 630 compensated hours the following year.
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If you are hired mid-year

If you are hired late in the school year and because of the time of year you are hired, you are
not anticipated to work 630 compensated hours before the end of the year, and you are
anticipated to work 630 hours during the following year, you will be eligible for benefits if one of
the following situations apply:

You are hired as a 9- to 10-month school employee and your employer anticipates you will
work at least 17.5 compensated hours a week in six of the last eight weeks before the last day of
school.

You are hired as a 12-month school employee and your employer anticipates you will work
at least 17.5 compensated hours a week in six of the last eight weeks before the end of the
school year (August 31).

Changing jobs to between SEBB organizations

Once enrolled, you will have uninterrupted coverage when moving from one SEBB organization
to another within the same or following month, and you are anticipated to be eligible for the
employer contribution in your new position.

When do eligibility and coverage end?

Your SEBB benefits end the last day of the school year (August 31). Your benefits will end earlier
if:

Your employer terminates your employment. Eligibility and coverage end the last day of
the month in which the termination notice is effective.

You resign. Eligibility and coverage ends the last day of the month in which your resignation
is effective.
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Your work pattern or schedule is reduced and your employer no longer anticipates you will
work 630 compensated hours during the school year. Coverage ends the last day of the month
in which the change is effective.

What if | work fewer than 630 hours in a school year?

If you are anticipated to work fewer than 630 hours, you may be eligible for some benefits
based on RCW 41.05740(6)(e), which allows your employer to locally negotiate eligibility criteria
at a lower threshold of hours. This is sometimes referred to as "locally eligible employees."

Are my dependents eligible?

Eligible school employees enrolled in SEBB benefits may enroll the following dependents:

Your legal spouse

Your state-registered domestic partner, as defined in WAC 182-30-020.

Your children, up to the last day of the month in which they become age 26 (see below).
Children with disabilities.

Extended dependent children who meet specified eligibility criteria.

When you enroll eligible dependents on your SEBB coverage, you are required to provide proof
of their eligibility with a document that shows they are your dependents.
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How are children defined?

Children are defined as children with whom you have a parent-child relationship as defined in
RCW 26.26.101 except when parental rights have been terminated. This definition includes:

Your children.
Children of your spouse.

Children for whom you have assumed a legal obligation for total or partial support in
anticipation of adoption.

Children of your state-registered domestic partner.

Children specified in a court order or divorce decree to provide support or health care
coverage.

Eligible extended dependents

Eligible school employees enrolled in SEBB benefits may enroll a child up to age 26 that is an
extended dependent in the legal custody or legal guardianship of the school employee, the
school employee's spouse, or the school employee's state-registered domestic partner. The
legal responsibility is demonstrated by a valid court order and the child's official residence with
the custodian or guardian. Extended dependent child does not include a foster child unless the
school employee, the school employee’s spouse, or the school employee’s state-registered
domestic partner has assumed a legal obligation for total or partial support in anticipation of
adoption. In addition to dependent verification documents, also submit the SEBB Extended

Dependent Certification form.

Eligible children with disabilities age 26 and older

Eligible children also include children of any age with a developmental disability or physical
handicap that renders the child incapable of self-sustaining employment and chiefly dependent
upon the employee for support and ongoing care, provided the condition occurred before age
26. You must provide evidence of the disability and evidence the condition occurred before age
26 and their certification is approved.
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How do | add my disabled dependent?

You must provide evidence of the disability and evidence the condition occurred before age 26.
The SEBB Program, with input from the health plan (if applicable), will periodically verify the
disability and dependency of a child with a disability beginning at age 26, but no more than
annually after the two-year period following the child’s 26th birthday, which will require
recertification from you and your dependent’s provider. If the SEBB Program does not receive
your recertification form within the time allowed, the child will no longer be covered and you
will not be able to add the child back onto your coverage until you experience a special open
enrollment or during the next annual open enrollment period.

A child with a developmental disability or physical handicap who becomes self-supporting is no
longer eligible and their coverage will end as of the last day of the month in which they become
capable of self-support. If the child becomes capable of self-support and later becomes
incapable of self-support, the child does not regain eligibility as a child with a disability.

In addition to dependent verification documents also submit the SEBB certification of a child
with a disability form.

Surviving dependents eligibility

If you die, your dependents will lose their eligibility for the employer contribution toward SEBB
benefits. They may be eligible to enroll in PEBB retiree insurance coverage as your survivor,
instead of enrolling in SEBB Continuation Coverage. If eligible, your surviving spouse or
state-registered domestic partner has PEBB retiree insurance coverage available for life and it is

available for your surviving children up to the limiting age for child eligibility.
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