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A Guide to Medical Leaves at  

Santa Rosa Junior College 
 

 

 

Please note: this guide is for employees who will be on leave due to a personal or family 

extended illness or injury. 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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Medical Leave at Santa Rosa Junior College 

If you or a family member is injured (not work related) and you need to be off 

work for more than two weeks, you will be placed on a Medical Leave from the 

District. This guide is intended to help you through the process and give you 

information. We are here to help. We look forward to your recovery and return to 

work.  

Medical verification is required to support the need for an extended Medical 

Leave. This information may be submitted to HREmployeeHealth@santarosa.edu 

or you may fax your medical verification to 707-527-4311.  

For more information, please read this guide.  

Please read 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, Classified Supervisors 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.” 

 

 

 

 

 

 

 

 

mailto:HREmployeeHealth@santarosa.edu
http://afa-srjc.org/contract.shtml
https://seiu.santarosa.edu/classified-seiu-contract-and-side-letters
https://hr.santarosa.edu/sites/hr.santarosa.edu/files/documents/Management%20Team%20Handbook%20FINAL.pdf
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Medical Leave Laws Defined 

The Family Medical Leave Act (FMLA) and the California Family Rights Act (CFRA) are Federal and State leave 
laws that allow eligible employees of covered employers to take unpaid, job-protected leave. 

FMLA and CFRA help to protect your job while you:  
• Take medical leave for yourself 
• Care for a family member who is seriously ill 
• Bond with a new child 
• Participate in a qualifying event because of a family member’s military deployment to a foreign country 

 

Family Medical Leave Act (FMLA) 

FMLA entitles eligible employees of covered employers to take unpaid, job-protected leave for specified family 

and medical reasons with continuation of group health insurance coverage under the same terms and 

conditions as if the employee had not taken leave.  

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

Eligible employees are entitled to: 

• Up to 12 work weeks of leave in a twelve-month period 

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

• Benefits covered by District 

 

California Family Rights Act (CFRA) 

CFRA provides eligible employees with unpaid, job-protected leave to care for their own serious health 

condition or a family member with a serious health condition. 

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

• Up to 12 work weeks of leave in a twelve-month period 

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

• Benefits covered by District 
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Leave Types at Santa Rosa Junior College 

Classified Professionals, Classified Administrators/Supervisors, Confidential Employees: 

Sick Leave 

• May be used for illness of employee or immediate family (Administrators/Supervisors are processed as Personal 

Necessity/sick leave when taken for immediate family)  

• May be advanced through current fiscal year (fiscal year is July to June) 

• A new Classified unit member shall not be eligible to take more than six days of sick leave until after the completion 

of six-months of active service (no waiting period for managers) 

• Granted at the rate of one day for each month of paid service (pro-rated for less than full-time/twelve-month 

employees) 

• Medical verification required for absence over two weeks 

Substitute Difference Pay  

• Applied after all available sick leave, CTO/PTO and vacation days (in that order) are exhausted 

• The unit member shall receive the difference between their salary and the amount paid to a substitute, for a total of 

five months 

• If a substitute is not provided, the unit member will receive full pay 

Catastrophic Leave 

• Additional paid leave of absence due to a long-term, life-threatening illness or injury to self, spouse or domestic 

partner, parent, or dependent child 

• Available at the exhaustion of accrued time 

• Must be verified by a medical professional 

• Allows for use of up to two months of donated sick leave 

• Additional thirteen days Supplemental Personal Necessity/Catastrophic Leave is available upon request 

Faculty, Associate Faculty, Educational Administrators: 

Sick Leave  

• May be used for illness of employee or immediate family 

• May be advanced through current fiscal year for full-time faculty and educational administrators, or through current 

semester for Associate Faculty (fiscal year is July to June) 

• Faculty are granted at the rate of one day for each month of paid service (pro-rated for less than full-time employees) 

• Associate Faculty accrue one hour of sick leave for every 17.5 contact hours 

Supplemental Sick Leave  

• Applied after all available sick leave is exhausted 

• The rate paid to a substitute is deducted from the unit member’s salary 

• If no substitute is provided, Step 1 of the faculty’s corresponding salary class will be deducted from the unit member’s 

salary 

• Eligibility period of 100 days, commencing on the eleventh day of absence 

• Runs concurrently with sick leave 

Catastrophic Leave 

• Additional paid leave of absence due to a long-term and life-threatening illness/injury to self or immediate family 

• Available at the exhaustion of sick leave 

• Must be verified by a medical professional. 

• Allows for use of up to 46 days of donated sick leave.  
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Salary and Benefits during Medical Leave 

 

Classified Professionals Classified Administrators/Supervisors, Confidential Employees: 

We will utilize all available sick leave, vacation and/or CTO/PTO towards your absence. Once all available 

leaves are exhausted, Substitute Difference Pay will automatically be applied to the remainder of your 

absence, for up to five-months. Under Substitute Difference Pay, the salary paid to a substitute to replace you 

will be deducted from your salary. If no substitute is hired to replace you, you will remain fully paid while 

under Difference Pay.  

Catastrophic Leave is available when all available leave is exhausted. Catastrophic Leave is a request and is 
granted based on your doctor’s verification of a long-term or life-threatening illness or injury to yourself, 
spouse or domestic partner, parent, or dependent child.  

Catastrophic Leave is a fully paid leave of absence, using donated sick leave from the Classified Catastrophic 
Leave Bank. The leave may be requested for one month, then may be requested for one additional month. 
Catastrophic Leave runs concurrently with Difference Pay. 

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

 

Faculty, Associate Faculty, Educational Administrators: 

We will utilize all available sick leave and variable/exchange hours towards your absence. Once your available 

leave is exhausted, we will automatically apply Supplemental Sick Leave to the remainder of your absence, for 

up to 100 days. 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.   

Catastrophic Leave is available when all available leave is exhausted, prior to beginning Supplemental Sick 
leave. Catastrophic Leave is a request and granted based on your doctor’s verification of a long-term and life-
threatening illness or injury to yourself, or immediate family.  

Catastrophic Leave is a fully paid leave of absence, using donated sick leave from the Faculty Catastrophic 
Leave Bank. The leave may be requested for 23 days of the contract year, which then may be approved for an 
additional 23 contract days. Catastrophic Leave runs concurrently with Supplemental Sick Leave. 

Faculty may have the option of using Banked Load towards a Medical Leave. 

Your District benefit contribution will continue as long as you are in a paid status. 
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Medical Leave Instructions 

 

As soon as possible: 

• Notify your department of the dates of your extended leave. If needed, they can work to 

secure a substitute for your absence 

• Contact Linda Jay, Human Resources Specialist, to begin the leave process. 

• Submit medical verification to Human Resources that supports your need for an 

extended leave, which includes the dates you will be off work. 

 

While on leave: 

• Update Human Resources and your Department of any updates/extensions to your 

leave. 

• Submit updated medical verifications to Human Resources. 

 

When you are ready to return to work: 

• Submit a medical release (if not already submitted with your prior medical verifications) 

to Human Resources. This information should include any restrictions you may have and 

the time in which they will be in effect.  

• Notify your department of your intended return to work date. 

 

 

 

 

 

 

 

 

 

mailto:ljay@santarosa.edu


8 
July 2024 
 

Frequently Asked Questions 

• I need to have surgery in two weeks. What do I do? 

✓ Provide Certification of Health Care Provider (see page 14) or medical verification 

from your provider to Linda Jay, Human Resources Specialist. This information 

must include the dates you will be off work. This may be submitted via email or 

faxed to 707-527-4311 

• 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.  

• When can I return to work? 

✓ You may return to work once your doctor releases you. If not included in the 

original medical verification, a release is required to return to work.  

• My doctor said I could return to work, but have limitations on what I can do. Can I still 

return to work? 

✓ Possibly. Once you provide the modified duty information, Human Resources will 

confirm your department is able to accommodate your restrictions. If they are not 

able to accommodate, you will remain on leave until you obtain a full release.  

• I had some complications and need to be out longer. What do I need to do to extend my 

leave? 

✓ Provide updated Certification of Health Care Provider or medical verification from 

your provider with the extended dates of your leave.  

• How will I remain covered while on leave? 

✓ We exhaust your sick leave first. If you are a Classified Professional, we will also 

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

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

✓ Once sick leave (and vacation, CTO/PTO for Classified Professionals) is exhausted, 

you may be eligible for Supplemental Sick Leave up to 100 days for Faculty (runs 

concurrently with sick leave) or Substitute Difference Pay up to 5 months for 

Classified Professionals/Admins/Supervisors (at the exhaustion of accrued leave.)   

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

✓ Benefit coverage will continue while you are out on a paid leave.  

• Do I qualify for State Disability Insurance (SDI)? 

✓ SRJC does not pay into SDI. You may qualify from another employer. Please check 

directly with the Employment Development Department (EDD) for your status.  

 

mailto:ljay@santarosa.edu
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Frequently Asked Questions 

• I have some major complications that will keep me out for an extended time, beyond 

my accrued leave. Do I have options? 

✓ Classified Professionals/Admins/Supervisors and Confidential employees may be 

eligible for Catastrophic Leave for a long-term or life-threatening injury/illness, for 

up to two-months of donated sick leave.  

▪ An additional thirteen days of Supplemental Personal 

Necessity/Catastrophic leave, may be requested to be applied toward your 

leave.  

✓ Faculty and Educational Administrators may be eligible for Catastrophic Leave for 

a long-term and life-threatening injury/illness, for up to 46 days of donated sick 

leave 

✓ Your Medical Provider verifies if you qualify for Catastrophic Leave. 

• My spouse was in a major car accident and needs my help. What are my options and 

how will my leave be covered? 

✓ FMLA and CFRA allow you to take time to care for family members. We will use 

your accrued time to keep you in a paid status. If accrued leave is not available, 

Catastrophic Leave may be used for immediate family (AFA) or Spouse/Domestic 

Partners, Parents, or Dependent Child (SEIU.) 

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

✓ No. We do not deduct non-work days, semester 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. 

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

✓ Yes, your sick leave and vacation (if applicable) accruals will continue while you 

are in a paid status. 

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

✓ Classified Professionals, Management Team Members, Contract Faculty: Terri 

McBride, Payroll Specialist  

✓ Associate Faculty: Michelle Michalski, Payroll Specialist  

✓ All employees: Deepa Desai, Manager, Payroll, or Lisa Hotchkiss, Payroll Analyst 

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

✓ Please contact Linda Jay, HR Specialist  

 

mailto:tmcbride@santarosa.edu
mailto:tmcbride@santarosa.edu
mailto:mmichalski@santarosa.edu
mailto:ddesai@santarosa.edu
mailto:lhotchkiss@santarosa.edu
mailto:ljay@santarosa.edu
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Long-Term/Short-Term Disability 

Santa Rosa Junior College does not pay into State Disability (EDD.) We carry 

long-term/short-term disability plans through SunLife Financial.  

Once your leave reaches 60-days, we will send information to apply for 

LTD/STD. If you apply and are approved, you may receive additional benefits to 

support your leave.  

 

Long-Term Disability is available for 

• All full-time (scheduled to work at least 20 hours per week) Classified 

Professionals 

• Faculty with less than five years in the STRS Retirement System 

• Management Team members in PERS Retirement System or with less than 

five years of vested service in the STRS Retirement System 

 

Short-Term Disability is available for 

• All full-time (scheduled to work at least 20 hours per week) Classified, 

Faculty, or Management Team Members with 5 or more years of vested 

service in the STRS Retirement system.  
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