
 
Employment Verification Form for Public and Non-Public 
Elementary and Secondary School Employees : Job Aid 

The Employment Verification Form is a vital part of the decision process for every paid leave claim. 
The completed form is necessary to verify: 

- the applicant’s eligibility for the program, 
- the applicant’s normal work schedule, 
- the amount of paid leave to be utilized, 
- Additionally, the form is used to determine whether other income (such as the use of accrued 

paid time off or receipt of short-term disability) may affect the Connecticut Paid Leave 
compensation. 

IMPORTANT NOTES PRIOR TO COMPLETING THE EMPLOYMENT VERIFICATION FORM 

• If the employee has more than one employer, all of the employers that participate in the 
public Connecticut Paid Leave Program must complete the Employment Verification form. 
This also includes former employers if the employee is no longer employed with that 
employer but is applying for paid leave within the 12 weeks following the last day that they 
were employed.   

• We require a completed form from all employers even if the employee does not plan on 
taking leave from one of their current employers. One purpose of the Employment 
Verification  form is to establish the regular weekly schedule for an employee. In addition, the 
total paid leave allowance is shared across all of an employee’s covered employers. And 
because paid leave can be taken in less than one-week increments, if an employee is on 
leave from employment for part of their workweek, the Authority must determine the 
proportion of their full week such absence is equal to and therefore how much their paid 
leave benefit should be reduced for that week.  

 
o For example, if an employee works Monday through Wednesday, eight hours a day, for 

one employer, and works Thursday and Friday, also eight hours per day, with another 
employer, their regular work week is Monday through Friday, five days a week. Even if the 
request is only for paid leave for Monday and Tuesday, the Authority would still need to 
verify the employee’s schedule on all regular workdays, Monday through Friday, in order 
to establish that each day of absence is equal to 1/5th of a full work week. The first 
employer would only be able to verify Monday, Tuesday, and Wednesday’s schedule. The 
second employer is necessary to confirm Thursday and Friday, even though the 
employee is not absent on those days. 
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IMPORTANT NOTES PRIOR TO COMPLETING THE EMPLOYMENT VERIFICATION FORM 
(CONTINUED) 

 

• Employers who are not required to complete the Employment Verification form Include: 
o Employers exempt entirely from the CT Paid Leave Program (e.g. Federal Government 

employees, non-contributing municipalities). 
o Employers who are utilizing a private paid leave plan, pursuant to Conn. Gen. Stat. § 31-

49o, during the entire duration of the requested leave. 
 

• Employers should fill out the form with the information as of the date that the form is received, 
or the first date of leave whichever is earlier. 

• Form should be returned to Aflac within 10 days of receipt. 

 

 

HOW TO USE THIS JOB AID 

• Fields that are marked with a          may be skipped if they do not apply 
• Annotations are provided to assist you in filling out certain fields 
• The Employment Verification form is not fillable until it is downloaded. 

If there are any additional questions about how to fill out the form, please reach out to the 
Authority using the Contact Us feature at ctpaidleave.org. 

 

  

https://service.ctpaidleave.org/s/contactus?language=en_US
https://www.ctpaidleave.org/?language=en_US
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