MEDICAL LEAVE
1. What is a medical leave? If a physician has an employee on a leave from work due to a health condition, they can request a medical leave.
2. A medical leave is typically 2 weeks or more, but please reach out to Maria Murphy if you know you will be out and verify your sick days. 
3. As early as possible, submit a letter or email to Maria requesting a medical leave with start date of leave and approximate return date. Please add in the email or letter you would like to use your sick bank, if you are eligible. If you do not stipulate the use of your sick bank days, then you will not receive those paid days. This leave must be approved by the School Board. If emergency leave, please ask your doctor to fax a statement as soon as possible.
4. Provide a doctor’s statement with beginning date of leave and approximate time off.  If maternity leave, statement will need to have approximate start  & return date (usually 6 weeks for natural birth and 8 weeks for cesarean birth). 
5. Before returning to work we must have a doctor’s release statement with date of release. The release must state “without restrictions.”  You cannot return to work until Business Office has an official release.
6. If teacher or instructional assistant, please enter leave in AESOP.

ALL CORRESPONDANCE SHOULD BE SENT TO: 
Maria Murphy
Benefits Coordinator
1420 Corporate Way
Seymour, IN 47274
Phone: 812-522-3340
Fax:       812-522-8031
murphym@scsc.k12.in.us
	                                                               
