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Cornerstone Montessori Elementary School 
Extended Medical and Family Leave Policy 

 

I. PURPOSE  
The purpose of this policy is to provide special unpaid extended medical and family leave to 
employees working at least .33 FTE who do not otherwise qualify for FMLA coverage.  

II. GENERAL STATEMENT OF POLICY 
A. Eligibility for 12 week-Leave 
Employees who have been employed by the school for at least 12 months (need not be 
consecutive) and have worked an average of  at least .33 FTE, and do not otherwise qualify for 
FMLA or Minnesota Parental Leave may be eligible for special unpaid medical and family leave 
at the discretion of the Head of School. This leave is pro-rated by the average hours worked per 
week for part-time employees.  

III. Reasons for Leave 
Leave may be taken for the following reasons: 
• a female employee’s prenatal care, incapacity due to pregnancy, childbirth, or related health 

conditions;   
• birth of the employee’s child; 
• placement of an adopted or foster child with the employee; 
• to care for the employee’s spouse, son, daughter, or parent with a serious health condition;  
• a serious health condition that makes the employee unable to perform the functions of the 

employee’s job; and/or 
• any qualifying exigency arising out of the fact that the employee’s spouse, son, daughter, or 

parent is a covered military member on “covered active duty.”  
 

IV. Spouses Employed by the School 
Spouses employed by the school are limited to an aggregate of twelve weeks of leave during 
any 12-month period, pro-rated by the average hours worked per week for part-time 
employees.  

V. Procedure for Requesting Leave 
Requests for leave shall be made to the Head of School. Employees must give 30 days’ written 
notice of a leave of absence where practicable. If it is not possible to give 30 days’ notice, the 
employee must give as much notice as is practical.  

 
VI. Certification of the Need for Leave 

If an employee requests a leave for the serious health condition of the employee or the 
employee’s spouse, child or parent, the employee will be required to submit sufficient medical 
certification. In such a case, the employee must submit the medical certification within 15 days 
from the date of the request or as soon as practicable under the circumstances. Failure to 
provide certification may result in a denial of the leave.  
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If the school has reason to doubt the validity of a health care provider’s certification it may 
require a second opinion at the school’s expense. If the opinions of the first and second health 
care providers differ, the school may require certification from a third health care provider at 
the school’s expense.  

VII. Intermittent Leave or Reduced Work Schedule 
Under some circumstances, employees may take Extended Family or Medical Leave on an 
intermittent or reduced schedule basis. That means an employee may take leave in separate 
blocks of time or by reducing the time he or she works each day or week for a single qualifying 
reason. When leave is needed for planned medical treatment, the employee must make a 
reasonable effort to schedule treatment so as not to unduly disrupt the school’s operations.  

Part-time employees are only eligible for a pro-rata portion of leave to be used on an 
intermittent or reduced schedule basis, based on their average hours worked per week. 

VIII. . Decision to Grant Leave 
The Head of School and the employee will discuss the specific terms of the requested leave and 
come to an agreement as to start date, planned return date, and any necessary 
accommodations. This policy is designed to support both the needs of the employee and the 
needs of the School.  

The decision to grant leave under this policy is made by the Head of School. If the Head of 
School denies the leave request, the employee may appeal to the Board of Directors.  

IX. Employee Benefits and PTO During Extended Medical and Family Leave 
During the period of a leave permitted under this policy (which does not exceed a total of 12 
work weeks in the applicable 12 month period), the school will continue the employee’s pre-
existing benefits during the leave period at the same level and under the same conditions as if 
the employee had continued to work. However, the employee will be responsible for payment of 
the employee contribution to all applicable benefits during the leave. An employee’s failure to 
make necessary and timely contributions may result in termination of coverage. 
1. An employee who does not return to work after leave may, in some situations, be required 

to reimburse the school for the cost of the benefit premiums paid by it.  
2. The School requires that employees use all available PTO during the extended leave. 
3. PTO will not accrue during the extended leave. 

X. Employment During Leave 
An employee on leave may not accept employment with any other employer without the 
School’s written permission. An employee who accepts such employment will be deemed to 
have resigned from employment at the School. 

XI. Special Considerations for Instructional Employees 
An instructional employee is one whose principal function is to teach and instruct students in a 
class, a small group, or an individual setting.  
1. Where an intermittent or reduced schedule leave is foreseeable based on planned medical 

treatment, the school may transfer the instructional employee temporarily to an available 
alternative position for which the employee is qualified and which better accommodates 
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recurring periods of leave than does the employee’s regular position, and which has 
equivalent pay and benefits. 

2. If an instructional employee’s planned return to work following an extended leave would 
occur during the last two weeks of the school year, the Head of School may instead require 
that the employee continue to taking leave until the end of the year to avoid classroom 
disruption. In such cases, the school will continue the employee’s benefits contributions if 
the employee’s leave entitlement ends before the involuntary leave period expires.  

XII. Returning from Leave 
An employee may be required to present a certification from a health care provider indicating 
that the employee is able to return to work. 

If an employee can return to work with limitations, the School will evaluate those limitations 
and, if possible, will accommodate the employee as required by law.  

At the discretion of the Head of School, based on the best interests and needs of the School, 
employees taking leave under this policy will be returned to the same or similar jobs they held 
when their leave began.  
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