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A Guide to Maternity/Paternity Family Leave  

At Santa Rosa Junior College 
 

 

 

 

 

 

 

Please note: this guide is for employees who will be on leave due to the birth or 

adoption/foster of a child. While we make every attempt to align this packet with current 

California State and Federal Leave Laws, it is important to remember these laws are ever 

changing. Information within this packet is subject to change without notice. 
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Maternity, Paternity and Bonding Leave at 

Santa Rosa Junior College 

Congratulations on your upcoming new arrival! Santa Rosa Junior College has 

several options for your pending Maternity/Paternity Leave. We know these leaves 

can be confusing during this time. This guide is intended to help you through this 

process and give you information. We are excited for your new person to arrive 

and want to make this journey as easy as possible for you to understand.  

Maternity/Paternity Leave refers to the time a parent-to-be takes off in order to 

have and/or care for a new or arriving child. This may include foster or adopted 

children.  

Your medical provider will determine the Maternity Leave period for new mothers, 

for “disabilities” related to birth. This may include time before, through time after 

delivery, as set by your provider.  

Parental/Family Leave covers Paternity Leave for new fathers and Bonding Leave 

for foster/adopted children and can be up to 12-weeks of leave. 

For more information, please read this guide. 

Please also review the AFA Contract, Article 18 Leaves for Faculty, Associate 

Faculty and Educational Administrators.  

Please read the SEIU Classified Contract, Article 12 Leaves of Absence for Classified 

Professionals, Classified Administrators and Confidential employees. 

 
Per SRJC Management Team Handbook: “ Educational Administrators shall follow 
the leave provisions in the AFA/District collective bargaining agreement and 
Classified Administrators, Classified Supervisors, and Confidential employees shall 
follow the leave provisions in the SEIU/District Local 1021 collective bargaining 
agreement.” 

 

 

http://afa-srjc.org/contract.shtml
http://afa-srjc.org/Contract/Articles/art18.pdf
https://seiu.santarosa.edu/classified-seiu-contract-and-side-letters
https://seiu.santarosa.edu/sites/seiu.santarosa.edu/files/documents/2023%2001%20Article%2012%20Leaves%20of%20Absence.pdf
https://hr.santarosa.edu/sites/hr.santarosa.edu/files/documents/Management%20Team%20Handbook%20FINAL.pdf
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Maternity/Paternity Leave Laws Defined 

Family Medical Leave Act (FMLA) 

For disability due to pregnancy/pregnancy related condition, birth, bonding/care of newborn, 

adoption/foster care placement and bonding of child. 

Qualifier: 12 months of service and 1,250 hours worked in the prior year 

• Up to 12 work weeks of leave 

• Unpaid leave, accrued time is used to stay in paid status 

• Benefits covered by District 

Pregnancy Disability Leave (PDL) 

For disability due to pregnancy, childbirth, or a related condition. 

Qualifier: 12 months of service and 1,250 hours worked in the prior year 

• Up to four months of leave. 

• Unpaid leave, accrued time is used to stay in paid status 

• Benefits covered by District 

• Runs concurrently with FMLA 

California Family Rights Act (CFRA) 

For bonding/care of newborn, adoption/foster care placement and bonding of child 

Qualifier: 12 months of service and 1,250 hours worked in the prior year 

• Up to 12 work weeks of leave 

• Unpaid leave, accrued time is used to stay in paid status 

• Benefits covered by District 

• Runs concurrently with Parental and PN Leave (see below) 

Parental Leave/Baby Bonding (PL)  

For birth of employee’s child, adoption/placement of foster child 

Qualifier: 12 months of service 

• Up to 12 works weeks of leave in the 12-month period following birth 

• Parental Leave is a fully paid leave using accrued sick leave 

• May use vacation and/or CTO/PTO (Classified only) 

• If sick leave is not available, PL Difference Pay is applied for the hours not covered, at no 

more than 50% of regular pay 

• Benefits covered by District 

• Runs concurrently with CFRA 

 



5 
May 2025 

Types of Maternity/Paternity Leaves Defined 

Personal Necessity (PN)/Parental Leave (California Ed Code) 

For birth, adoption, baby bonding 

• PN Leave must be taken within the first year of birth or adoption 

• Up to 30 days of leave in a school year, less any PN days already used 

• Fully paid leave using accrued sick leave 

• Must have sick leave available to cover the PN hours used 

• Benefits covered by District 

• May run concurrently with FMLA and/or CFRA 

Child Rearing Leave (Classified Professionals/SEIU Contract, Article 12.13) 

• A unit member who is the natural or adoptive parent of a child may request an unpaid 

leave of absence for rearing their child. 

Unpaid Leave (Faculty/AFA Contract, Article 18.06) 

• The District may grant a faculty member an Unpaid Leave to supplement a Parental 

Leave 
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Salary and Benefits during Maternity Leave 

 

Faculty/Associate Faculty/Educational Administrators (AFA Contract, Article 18: Leaves) 

We will utilize all available sick leave. If your available sick leave is exhausted, we will 

automatically apply Supplemental Sick Leave to the remainder of your absence. Under 

Supplemental Sick Leave, we will deduct the salary paid to a substitute to replace you, from 

your salary. If no substitute is provided, we will deduct step 1 of your salary range for any class 

time missed.   

Parental Leave (PL)/CFRA will utilize sick leave. If your available sick leave is exhausted, PL 

Difference Pay will automatically be applied to the remainder of your absence. Under PL 

Difference Pay, we will deduct the salary paid to a substitute hired to replace you from your 

salary, at no more than 50% of your salary. If no substitute is provided, we will deduct Step 1 

of your salary Class for any class time missed, at no more than 50% of your salary. 

Faculty may have the option of using Banked Load towards a Maternity/Paternity Leave. 

Your district benefit contribution will continue as long as you are in a paid status. 

 

Classified Professionals/Classified Administrators/Confidential Employees (SEIU Article 12: 

Leaves of Absence) 

We will utilize all available sick leave. Once sick leave is exhausted, Substitute Difference Pay 

will automatically be applied to the remainder of your absence. Under Difference Pay, the 

salary paid to a substitute to replace you will be deducted from your salary for all hours 

worked. You have the option of using your available vacation and/or Compensatory Time Off 

(CTO)/Paid Time Off (PTO) to stay in a fully paid status.   

Parental Leave (PL)/CFRA will utilize sick leave. Once sick leave is exhausted, PL Difference Pay 

will automatically be applied to the remainder of your absence. Under PL Difference Pay, the 

salary paid to a substitute to replace you will be deducted from your salary, at no more than 

50% of your salary. You have the option of using your available vacation and/or Compensatory 

Time Off (CTO)/Paid Time Off (PTO) to stay in a fully paid status.   

Your district benefit contribution will continue as long as you are in a paid status. 

 

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/http:/www.afa-srjc.org/Contract/Articles/art18.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/seiu.santarosa.edu/sites/seiu.santarosa.edu/files/documents/2021-2024%20SEIU%20Distrct%20Contract%20Printed%20April%202022.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/seiu.santarosa.edu/sites/seiu.santarosa.edu/files/documents/2021-2024%20SEIU%20Distrct%20Contract%20Printed%20April%202022.pdf
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Maternity Leave Instructions 

At least 60-90 days before your due date: 

o Contact Human Resources to inform of your pending Maternity leave and schedule a meeting to 

review information and begin leave process. 

o Provide a Certification of Health Care Provider for Pregnancy Disability Leave (see page 15), or 

verification from your medical provider that contains the same information, prior to going on leave. 

o Once Human Resources processes your leave request, you will be sent a detailed letter and required 

forms/notifications. 

o Let your department know the projected dates of your leave. If needed, they can work to secure a 

substitute for your absence.  

o Write a Letter of Intent to take Maternity Leave with approximate dates listed and submit to your 

supervisor, with a copy to Linda Jay, Human resources. (See sample letters on page 11-14.) 

Upon birth of child: 

o Notify Human Resources of the delivery date and of your Maternity Leave time as directed by your 

medical provider. HR will adjust your Maternity Leave dates according to your delivery date, if needed, 

and complete any remaining paperwork. 

o Submit updated medical verification for your Maternity Leave, if needed. 

o If you have benefits with the district, contact the Human Resources Benefits Specialist to have the baby 

added to your health and dental plans.  

When you are ready to return to work: 

o Submit a medical release from your provider (if not already submitted with prior verifications) to 

Human Resources. This is required if you are returning to work after your disability time off. If you are 

returning after taking CFRA/Baby Bonding following your FMLA/disability, you will not need an 

additional release to return at that time.  

 

Paternity Leave Instructions 

o Contact Human Resources to inform of your pending Paternity Leave and schedule a meeting to go 

over information and begin leave process. 

o Write a Letter of Intent to take Paternity Leave, with approximate dates listed and submit to your 

supervisor, with a copy to Linda Jay, Human Resources (see sample letters on page 14.) 
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Frequently Asked Questions 

• I just found out I am pregnant. What do I do? 

✓ Let your supervisor know as soon as possible, so preliminary planning for coverage of your 

position can begin.  

✓ Contact Human Resources to begin the leave process  

• How long can I keep working? 

✓ You can work as long as your medical provider authorizes. Once your doctor takes you off work, 

you may no longer work on site or at home, due to liability issues for the District.  

• I am not due until next month, but my doctor has placed me off work. What do I do? 

✓ If your leave dates have changed, please submit updated medical verification to Human 

Resources with the new information listed. 

• My baby was born! Now what? 

✓ Enjoy your new bundle of joy! ☺ 

✓ Notify Human Resources of the delivery date. 

✓ If you have benefits with the District, contact the Human Resources Benefits Specialist to have 

the baby added to your health and dental plans, within the first 30 days of the baby’s birth. 

• How long will my Maternity Leave be? 

✓ Because every pregnancy is different, your doctor will determine the length of your time off 

work to recover from birth. A routine maternity leave is typically 6-weeks or 8-weeks following 

a cesarean section. You and your doctor may determine that you need additional time before 

or after the delivery of your baby. This is a medical decision, directed by your medical provider. 

• When can I return to work? 

✓ You may return to work as soon as your doctor releases you.  

• What if I want to stay out a bit longer after the doctor releases me from Maternity leave? 

✓ You may request to remain off work to bond with your baby. “Bonding Leave” is covered under 

CFRA/Parental Leave, allowing for an additional 12-weeks of leave to bond with a newborn or 

child placed for adoption/foster care. This leave must be taken within one year of the baby’s 

birth date.  

• Is it possible to be out even longer? 

✓ Yes. You may request an Unpaid/Child Rearing Leave. This is an unpaid leave and you may be 

responsible for the continuation of any benefit payments during that time.  

• My spouse/partner also works for SRJC. Are we each entitled to 12 weeks of “Bonding Leave”? 

✓ Yes, under FMLA and CFRA, each unit member is entitled to 12 weeks of leave. 

• How will my time off be covered while on Maternity Leave? 

✓ We exhaust your sick leave first. If you are a Classified Professional or Administrator, you have 

the option to utilize any available vacation and/or CTO/PTO towards your leave.  

• Do I still accrue sick leave and vacation while on leave? 

✓ Yes, your sick leave and vacation accruals will continue while you are in a paid status and will be 

applied towards your leave. 
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Frequently Asked Questions 

• My accrued time will not cover my leave. How will I remain covered then? 

✓ Once sick leave has been exhausted, you may be eligible for Supplemental Sick Leave 

(Certificated/Academic Administrators), Substitute Difference Pay (Classified/Management), or 

Parental Leave Difference Pay (under Parental Leave) for the remainder of your leave. Vacation, 

CTO and/or PTO may also be used to stay in a fully paid status.  

• My baby is very sick. They will be in the NICU for a month. I don’t have enough accrued time to cover.  

Do I have any options? 

✓ Yes. If you, or your baby, has a verifiable “Long-Term, Life-Threatening” medical issue, you may 

be eligible for Catastrophic Leave. This would allow the use of donated sick leave toward your 

leave. 

• Do holidays or non-work days count against my time off? 

✓ No. We do not deduct non-work days, winter/summer breaks or holidays from your sick leave 

balance. For purposes of FMLA and CFRA, if an employee takes a week of leave under FMLA or 

CFRA and a holiday occurs during the week, the holiday counts towards FMLA/CFRA. 

• What happens to my benefits while I am on leave? 

✓ Benefit coverage will continue while you are out on a paid leave. If you take an extended 

unpaid leave, you may be responsible for the continuation of any benefit payments.  

• Do I qualify for State Disability (SDI)/Paid Family Leave (PFL)? 

✓ SRJC does not pay into State Disability Insurance. You may qualify from another employer. 

Please check directly with EDD for your status.  

• I have not worked for the District for a full year and/or I am not eligible for FMLA/CFRA. Am I eligible 

for Maternity Leave? Am I eligible for Parental Leave? 

✓ You are eligible for Maternity Leave as directed by your medical provider.  

✓ You may take a Personal Necessity Leave for up to 30 days (less any PN days used); if you have 

the sick leave to cover the time off (sick leave is limited within the first six (6) months of 

employment.)  

✓ You are not eligible for Parental Leave. 

✓ You may use any available vacation once you are past your first six months of employment 

• Whom can I talk to about my salary while I am on leave? 

✓ The Payroll Department will be able to help you with salary information.  

• Do you provide lactation rooms? 

✓ Yes. You may work directly with your department for a lactation room or  

▪ Santa Rosa Campus: Provided at Student Health Services. 

▪ Petaluma Campus: Please contact Denise Cooper, Manager, Enrollment & Student Services 

Centers, to make individual arrangements for a lactation space.  

▪ All other sites, contact Linda Jay, HR Specialist, for information. 

• I am still confused, who can answer my other questions? 

✓ Please contact Linda Jay, HR Specialist 

 

https://payroll.santarosa.edu/staff
mailto:dcooper@santarosa.edu
mailto:ljay@santarosa.edu
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Pregnancy Timeline Examples 

In this example, mom has a due date of December 1. Her doctor placed her on a Pregnancy Disability 
Leave (PDL) on November 15th. The baby is born on December 31st and mom is released from disability 
status on February 15th. Mom chooses to use CFRA Baby Bonding Leave after her FMLA/PDL. She also 
requested an Unpaid Child Rearing Leave through the end of the school year. 

Certificated Employee - Pregnancy - FMLA and CFRA/Baby Bonding Eligible   
November 
15     February 15 

February 
16     May 16 

May 
17 May 28 

FMLA (12 weeks) Maternity Lave CFRA/Parental Leave (12 weeks) 
Unpaid Child 

Rearing 

Pregnancy Disability Leave 

During CFRA/Parental, employee may 
use available sick leave or will be under 

PL Difference Pay (if eligible) 

Employee is in 
unpaid status and 

may be 
responsible for 

full cost of 
benefits 

During PDL and FMLA, the employee may use 
available sick leave or be under Supplemental Sick 

Leave      

Certificated Employee - Pregnancy - Not CFRA/FMLA eligible     
November 
15     February 15 

February 
16     May 16 

May 
17 May 28 

Maternity/Pregnancy Disability Leave Parental Leave (12 weeks) 
Unpaid Child 

Rearing 

During PDL the employee may use available sick leave 
or be under Supplemental Sick Leave 

During Parental, employee may use 
available sick leave or will be under PL 

Difference Pay (if eligible) 

Employee is in 
unpaid status and 

may be 
responsible for 

full cost of 
benefits           

             

In this example, mom has a due date of December 1. Her doctor placed her on Pregnancy Disability Leave 
(PDL) on November 15th. The baby is born on December 31st and mom is released from disability status 

on February 15th. Mom chooses to use her CFRA Baby Bonding Leave after her FMLA/PDL. 

Classified Employee - Pregnancy - FMLA and CFRA/Baby Bonding Eligible   
November 
15     February 15 

February 
16     May 16    

FMLA (12 weeks) Maternity Leave CFRA/Parental Leave (12 weeks)    
Pregnancy Disability Leave 

During CFRA/Parental, employee may 
use available sick leave or will be under 

PL Difference Pay (if eligible) 

   

During PDL and FMLA, the employee may use 
available sick leave, vacation, CTO, PTO, or be under 

Sub Difference Pay 

   

   

        

Classified Employee - Pregnancy - CFRA/Baby Bonding Eligible - not FMLA eligible  
November 
15     February 15 

February 
16     May 16    

Maternity/Pregnancy Disability Leave CFRA/Parental Leave (12 weeks)    

During PDL, the employee may use available sick 
leave, vacation, CTO, PTO, or be under Sub Difference 

Pay 

During CFRA/Parental, employee may 
use available sick leave or will be under 

PL Difference Pay (if eligible) 
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Classified/Management 
SAMPLE MATERNITY LEAVE LETTER 

 

To Supervisor, 

The following is my intent for Maternity Leave. All dates are subject to medical 
condition and, therefore, are approximate until further notice. 

My due date is June 5, 20XX. My last day of work will be Monday, June 1, 20XX. 

I will take FMLA/Maternity Leave using a total of 240 hours of sick leave (hours are not 
required, if not known). This time will begin at the date my physician restricts my work 
and will extend to the end of the six-week maternity leave as designated by my 
physician. I anticipate my maternity leave to extend to July 13, 20XX. 

[Optional] I would like to extend my leave utilizing CFRA/Parental Leave by using 
earned sick leave equal to 120.0 hours through August 3, 20XX. 

[Optional] At the end of the Parental Leave, I would like to take an additional 3 weeks 
of Family Leave covered under FMLA/CFRA through August 24, 20XX utilizing 120 
hours of accrued vacation.  

If you have benefits with the district: 
I understand that while I am on…  

✓ Maternity, Parental Leave or PN Leave, my health benefits will continue to be 
paid by the district 

✓ Unpaid Child Rearing Leave my health benefits are not paid by the district and I 
may be responsible for the payment of my premiums during this time 

I intend to return to work on August 25, 20XX. 

I will be providing physician’s notes to the Human Resources Department (HR) for the 
Maternity Leave and understand that HR will be completing my absence forms and 
sending them to you for review and signature. 

Please let me know if you need anything further. Thank you in advance for your 
support of my Maternity Leave. 

CC: Linda Jay, Human Resources 
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Faculty 
SAMPLE MATERNITY LEAVE LETTER 

 

To Department Chair and Dean, 

The following is my intent for Maternity Leave.  All dates are subject to medical 
condition and, therefore, are approximate until further notice. 

My due date is September 5, 20XX. My last day of work will be Tuesday, September 1, 
20XX. 

I will take FMLA/Maternity Leave using a total of 240 hours of sick leave (hours are not 
required, if not known). This time will begin at the date my physician restricts my work 
and will extend to the end of the six-week maternity leave as designated by my 
physician. I anticipate my maternity leave to extend to October 13, 20XX. 

[Optional] At the end of my maternity leave, I would like to take an additional 
CFRA/Parental, Personal Necessity, and/or Unpaid Leave through November 30, 
20XX. 

If you have benefits with the district: 
I understand that while I am on…  

✓ Maternity, Parental Leave or PN Leave, my health benefits will continue to be 
paid by the district 

✓ Unpaid Leave my health benefits are not paid by the district and I may be 
responsible for the payment of my premiums during this time 

I intend to return to work on December 1, 20XX. 

I will be providing physician’s notes to the Human Resources Department (HR) for the 
Maternity Leave and understand that HR will be completing my absence forms and 
sending them to you for review and signature. 

Please let me know if you need anything further. Thank you in advance for your 
support of my Maternity Leave. 

CC: Linda Jay, Human Resources 
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Associate Faculty 
SAMPLE MATERNITY LEAVE LETTER 

 

To Department Chair and Dean, 

The following is my intent for Maternity Leave. All dates are subject to medical 
condition and therefore are approximate until further notice. 

My due date is September 5, 20XX. My last day of work will be Tuesday September 1, 
20XX. 

I will use a total of 36 hours of sick leave. (Hours are not required, if not known.) This 
time will begin at the date my physician restricts my work and will extend to the end of 
the six-week maternity leave as designated by my physician. I anticipate my maternity 
leave to extend to October 13, 20XX. 

[Optional] At the end of my maternity leave, I would like to take an additional Parental, 
Personal Necessity, and/or Unpaid Leave through November 30, 20XX.  

If you have benefits with the district: 
I understand that while I am on…  

✓ Parental Leave or PN Leave, my health benefits will continue to be paid by the 
district 

✓ Unpaid Leave my health benefits are not paid by the district and I am responsible 
for the payment of my premiums during this time 

I intend to return to work on December 1, 20XX. 

I will be providing physician’s notes to the Human Resources Department (HR) for the 
Maternity Leave and understand that HR will be completing my absence forms and 
sending them to you for review and signature. 

Please let me know if you need anything further. Thank you in advance for your 
support and approval of my Maternity Leave. 

CC: Linda Jay, Human Resources 
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Paternity Leave 
Sample Letter 

To Supervisor or Department Chair and Dean, 

The following is my intent for Paternity Leave. All dates are subject to medical 
condition and therefore are approximate until further notice 

I will be taking Paternity Leave for 6 weeks when my partner/wife gives birth 
approximately October 1, 20XX. The start date may change with the birth of our baby. I 
will keep you advised on my status. 

I will utilize 240 hours of leave. (Hours are not required, if not known.) This time will be 
charged under sick leave and/or Parental Leave Supplemental Sick Leave/Substitute 
Difference Pay.  

[Optional for Parental Leave Supplemental Sick Leave/Substitute Difference Pay]  
I understand:  

• you have hired substitute replace me while on leave. Therefore, any salary paid 
to the substitute will be deducted from my salary, at no more than 50% reduction, 
while under Parental Leave Supplemental Sick Leave/Substitute Difference Pay. 
OR 

• [Optional for Classified Professionals] you have hired substitute replace me while 
on leave. Therefore, I will utilize 150 hours of sick leave and 90 hours vacation 
towards this leave, to remain in a fully paid status. 

    OR 

• a substitute will not be hired to replace me. Therefore,  
o Classified Professionals: I will receive my full pay during this time  
o Faculty Members: I will be deducted at the rate of Step 1 of my 

corresponding Salary Class for any class time missed. 

I intend to return to work on November 13, 20XX. 

I understand that HR will be completing my absence forms and sending them to you for 
review and signature. 

Please let me know if you need anything further. Thank you in advance for your 
support and approval of my Maternity Leave. 

CC: Linda Jay, Human Resources 
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