
PAID PARENTAL LEAVE REQUEST FORM

Employee Name: Date:

Employee 

Signature:

I acknowledge that I have read and understand the Paid Parent Leave policy issued by the District and agree to its terms 

and conditions.  By signing below, I confirm that I am an eligible District employee as defined in the policy and have 

qualified for Paid Parental Leave (PPL).                            

To be eligible for PPL, the school district employee must occupy all or part of a full time equivalent (FTE) position. 

Employees in temporary, temporary grant, time limited, research grant and all other non-FTE positions are not eligible for 

PPL. There is no service requirement to be eligible for PPL. Employees occupying all or part of an FTE position are 

immediately eligible for PPL. 

Eligibility determinations are made as of the date of the qualifying event and are not retroactively applied. Other District 

employees, who did not give birth or are not the parent primarily responsible for furnishing the care and nurture of an 

adopted or fostered child, are entitled to two weeks of paid parental leave upon the occurrence of a qualifying event. 

The entitlement to leave under this section expires at the end of the twelve-month period beginning on the date of such birth 

or initial legal placement. An eligible District employee shall receive no more than one occurrence of six or two weeks of 

paid parental leave for any twelve-month period, even if more than one qualifying event occurs. However, nothing in this 

section prohibits a foster parent from requesting and receiving approval for parental leave in nonconsecutive one-week time 

periods. 

Eligible school district employees are not entitled to and may not use PPL before the occurrence of a qualifying event. Other 

available leave benefits (e.g., sick leave, the Family Medical and Leave Act (FMLA) leave, PTO, or unpaid leave) must be 

used if that employee requires leave before the occurrence of a qualifying event such as for medical reasons related to 

pregnancy but prior to the birth of a child or legal obligations related to adoption or foster care placement. 

If the leave is not used by the eligible District employee before the end of the twelve-month period after the qualifying event, 

such leave does not accumulate for subsequent use. Paid parental leave may not be donated. Any leave remaining at the 

end of the twelve-month period or at separation of employment is forfeited. The employee will not be paid out for any 

unused Paid parental leave. 

Days of paid parental leave taken under this section must be taken consecutively, except that foster parents may request 

and receive approval for parental leave in nonconsecutive one-week time periods. If both parents are eligible District 

employees, paid parental leave may be taken concurrently, consecutively, or at a different time as the other eligible District 

employee.

Employee Certifications (intial each box)

I attest that PPL is being take because of the birth of my child or because of placement of a child with 

me for adoption or foster care and that the PPL will be used in connection with fulfillment of my 

parental role to care for and bond with the child.

I will provide documentation to support this request, within 30 days of the qualifying event. (See back 

of form for approve forms of documentation)

I acknowledge and understand the consequences of providing a false certification (e.g., the possibility 

that my District could pursue appropriate disciplinary action.)

If I provided an anticipated date of birth or placement, I will notify my District as as soon as practicable 

of the actual date.

I attest that I am entering into the required work obligation agreement.

I hereby certify that all statements made in this application are true and correct to the best of my 

knowledge and belief.



Employee Name:

Employee Phone 

Number:

Employee Email 

Address:

Date of Request:

Qualifying Event:

Date of Qualifying 

Event:

Parental Leave 

Start Date:

Parental Leave End 

Date:

Date of Planned 

Return to Duty (after 

use of other types of 

leave):

Director of Personnel Signature/Date

Employee Signature / Date Supervisor Signature / Date

Eligible school district employees requesting paid parental leave must submit a request to the Director of 

Personnel (or his or her designee). Requests should be submitted not less than 30 days prior to the qualifying 

event. If 30 days’ notice is not possible, the employee is required to submit the request as soon as practicable 

along with a reasonable explanation as to why earlier notice was not possible.

In order to receive PPL, eligible school district employees must also submit satisfactory documentation of the 

qualifying event to the Director of Personnel (or his or her designee) as soon as practicable as but not later 

than 30 days after the qualifying event occurs. The documentation must include the date of the qualifying event 

and verify the eligible school district employee is a legal parent or co-parent of the child. 

The employee may provide any of the following forms of documentation based on the applicable 

qualifying event: 

• For the birth of a child, a valid birth certificate, physician’s statement, custody order, or certified DNA results. 

• For the foster placement of a child, a court order or lawful foster care placement agreement. 

• For the adoption placement of a child, a court order or lawful adoption agreement.

• Any other valid and lawful certification, order, agreement, or other form of documentation confirming the 

qualifying event that is satisfactory to the district.

RETURN COMPLETED FORMS TO YORK SCHOOL DISTRICT 1 BENEFITS COORDINATOR

BIRTH ADOPTION FOSTER CARE PLACEMENT


