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This document outlines the leave of absence process, including eligibility, required documentation, pay,

benefits, and leave types. This information is general and does not replace specific employment agreements
or federal and state laws.

How do | apply for a leave of absence?
e Notify Human Resources by completing this Google Form.
e Notify your supervisor; include the anticipated start date and expected return to work date.

What happens next?

Once the Google form has been received, Human Resources will provide you with a certification to be
completed by a healthcare provider, along with your eligibility under the Family and Medical Leave Act. Once
the certification has been returned, you will receive an email that designates your leave under the law, as
well as information (as applicable) regarding use of sick leave, disaster leave, long-term disability, impact to
benefits, as well as information about entering your leave into Absence Management.

If you intend to apply for MN Paid Leave, applications may be submitted 60 days prior to the start of a leave.

Applications can be found on the MN Paid Leave website (https://mn.gov/deed/paidleave/employees/).

When am | required to notify Human Resources of a leave of absence?

If your leave will be for 10 or more work days; consecutive or intermittent; related to the same condition.

All employees applying for MN Paid Leave are required to notify their employer of their intent to apply 30 days
prior to the start of their leave.

How will I be paid while | am on a leave of absence?

The district has robust paid leave benefits available to eligible employees, including paid sick leave, disaster
leave and long-term disability. Refer to your employment agreement for specific application of benefits. In
addition, ESST, MN Paid Leave and other paid time may apply. HR will review all options with you upon receipt
and processing of leave documentation.

Willl continue to receive a paycheck from the district while | am being paid by MN Paid Leave?

No. If you are paid by the state of Minnesota (MN Paid Leave), you will not receive a paycheck from the district
at the same time. Any insurance premiums owed for the duration of your leave will be deducted prior to your
final paycheck to ensure continuation of your benefits.

What happens to my TRA [ PERA contributions while | am on a leave of absence?

By taking a leave, you may forfeit service credit because you may not earn a salary or pay into TRA or PERA.
Questions about this impact and how to purchase service credit should be directed to member services for
TRA (651-296-2409 or www.minnesotatra.org) or PERA (651-296-7460 or www.mnpera.org).

District Leave Contact:

Amy Fox, Executive Assistant to Human Resources
952-975-7105 phone [ 952-975-7105 fax [ afox@edenpr.org email



https://docs.google.com/forms/d/e/1FAIpQLSf75DSitPEnOrl-ycKVcH8SWXrt2_up3XlyOvTY8q8VNEXFZw/viewform?usp=dialog
https://mn.gov/deed/paidleave/employees/
http://www.minnesotatra.org
http://www.mnpera.org

WHAT IS THE FAMILY AND MEDICAL LEAVE ACT (FMLA)?
FMLA provides eligible employees with up to 12 weeks of unpaid, job-protected leave per year for specific

family and medical reasons. GUIDANCE: Employee’s Guide to the Family and Medical Leave Act

Who is eligible for an FMLA leave? An employee who has 1) worked for the district for 12 months, and 2) worked
at least 1,250 hours in the 12 months immediately prior to the requested leave.

What can I use FMLA for? Your own serious health condition, your child’s birth or new placement, to care for a
family member’s serious health condition (child, spouse, or parent), qualifying exigency for military families
and military caregiver leave.

WHAT IS EARNED SICK AND SAFE TIME (ESST)?
ESST is paid leave provided to employees that can be used for specific reasons for shorter term absence
reasons. GUIDANCE: Earned Sick and Safe Time (ESST)

Who is eligible to use ESST? An employee who is anticipated to work at least 80 hours in a year.

What can | use ESST for? An employee’s mental or physical iliness, treatment or preventive care; a family
member’'s mental or physical iliness, treatment or preventive care; absence due to domestic abuse, sexual
assault or stalking of the employee or a family member; closure of the employee’s workplace due to weather
or public emergency or closure of a family member’s school or care facility due to weather or public
emergency; when determined by a health authority or health care professional that the employee or a family
member is at risk of infecting others with a communicable disease; and to make funeral arrangements, attend
a funeral service or memorial or address financial or legal matters that arise after the death of a family
member.

WHAT IS MINNESOTA PAID LEAVE (MN Paid Leave)?

MN Paid Leave provides state issued payments and employee job protections to people who need time
away from work for their own health or to care for a family member. Per benefit year, an employee may
apply for up to 12 weeks of medical leave and 12 weeks of family leave, not to exceed 20 weeks total.
GUIDANCE: MN Paid Leave

Who is eligible for MN Paid Leave? Employees who have earned 5.3% of the state’s average annual wage
(about $3,700) in the past year.

What can | use MN Paid Leave for? When an employee needs to take time off work for an extended period, for
the following reasons: Medical Leave, to manage their own serious health condition; Family Leave, to: welcome
a child through birth, adoption, or foster care; care for a family member with a serious health condition,
support a family member’s military service, respond to safety concerns like domestic violence or stalking.

WHAT IS PREGNANCY AND PARENTAL LEAVE?
12 weeks of unpaid leave during pregnancy or upon the birth or adoption of your child. GUIDANCE: Pregnancy
and Parental Leave

Who is eligible for Pregnancy and Parental Leave? All employees, regardless of start date.
What can | use Pregnancy and Parental Leave for? Childbirth or adoption of a child and any other pregnancy
related leave, within 12 months of delivery.

This information serves as a general guide and does not replace employee agreements or most current district policies.



https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/employeeguide.pdf
https://www.dli.mn.gov/sick-leave
https://mn.gov/deed/paidleave/
https://www.dli.mn.gov/parental-leave
https://www.dli.mn.gov/parental-leave



