Parental Leave Policy




Policy Statement

ICADV is committed to protecting the rights of expectant mothers and complying with Title VII of the 1964 Civil Rights Act as amended by the Pregnancy Discrimination Act of 1978.  ICADV’s policy is to treat women affected by pregnancy, childbirth or related medical conditions in the same manner as other employees unable to work because of their physical condition in all employment aspects, including recruitment, hiring, training, promotion and benefits. ICADV also recognizes eligible employees’ rights and responsibilities under applicable state and local laws, and the Americans with Disabilities Act.  

Pregnant employees may continue to work until they are certified as unable to work by their physician. Pregnant employees are entitled to receive paid leave benefits from the date of child birth.  When the employee returns to work, she is entitled to return to the same or equivalent job with no loss of service or other rights or privileges. Should the employee not return to work when released by her physician, she will be considered to have voluntarily terminated her employment with ICADV.   

Eligibility

ICADV employees must be a full or part-time, regular employee with at least six (6) months of continuous employment to be eligible for paid parental leave.  Temporary employees are not eligible for parental leave.

In addition, employees must meet one of the following criteria:
· Have given birth to a child.
· Be a spouse or committed partner of a birth mother.
· Have adopted a child or been placed with a foster child (in either case, the child must be age 17 or younger). 
If both parents are ICADV employees, only one may access the paid benefits of this policy. 

Guidelines

Parental leave under this policy is a paid leave associated with the birth of an employee’s own child, adoption or placement in foster care.  

The amount of paid leave is as follows:  
· 100% of employee’s regular straight-time salary for a maximum of eight (8) weeks from the date of birth, adoption or placement in foster care.  Multiple births, adoptions or placements in foster care (i.e. twins, adoption of siblings, etc.), do not increase the total eight weeks of paid leave entitlement in one calendar.
· Paid parental leave will be paid on employee’s regularly scheduled pay dates.
· Leave must be taken in one continuous period of leave immediately following the date of birth, adoption or placement in foster care.
· Health insurance benefits will continue to be provided during the paid parental leave under this policy at same rate as in effect before the leave was taken.
· If an eligible company holiday occurs while the employee is on paid parental leave, the holiday will be paid.  However, holidays, do not extend the total paid parental leave entitlement.
· If time off is required prior to the date of birth as requested by a physician, the employee must use available sick time.

The leave time beyond the 8 weeks of paid parental leave is unpaid unless the employee chooses to use vacation time.                          

Process

Employees who wish to request parental leave of absence must give at least thirty (30) days notice or as much notice as practicable if the leave is not foreseeable.  Requests for parental leave must be submitted in writing to the Executive Director and include the expected leave date and the length of leave anticipated.

Upon completion of parental leave for the birth of a child, the employee must provide physician’s note indicating they are medically able to return to work.
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