Employee Leave POLICY

Vacation/Annual Leave  

1. The time frame for annual leave will coincide the employee anniversary date, and will be approved by the Executive Director subject to operational considerations.  
2. Unless an employment contract specifies otherwise, paid holiday leave will be designated as follows:

· Prior to 1 year’s service, the Christmas break

· 1-4 years service, 2 weeks annual leave plus the Christmas break

· 5-8 years service, 3 weeks annual leave plus the Christmas break

· 9+ years service, 4 weeks annual leave plus the Christmas break

3. Annual leave time must be taken and cannot be paid out.

4. If an employee’s annual leave has not been taken at the end of a fiscal year, the employee may apply to the Executive Director for carryover into the next fiscal year. If this arrangement is approved, the remaining annual leave must be taken within the first three months of the new fiscal year.

Sick Leave 

1. All staff are entitled to a one and a quarter (1 ¼ ) days per month paid sick leave.

· Sick leave is for the sole purpose and benefit for an employee who is unable to perform his/her duties due to illness or injury of him/herself.

· The Executive Director may approve the use of employee sick leave in the case of sickness or injury to a member of the employee's family.

2. The Executive Director, or designate, must certify that sick leave is justified and that the employee has the necessary sick leave credits.

3. Sick leave days taken in excess of sick leave credits accumulated will be considered days without pay.

4. Accrued sick leave will not be paid out upon termination of employment.

5. Staff who are sick must inform their supervisor prior to the start of the workday.  If they are unable to do so, then they must provide documentation for the reason.  They must also ensure that the office is notified as soon as possible. 

· Failure to provide proper notice may result in disciplinary procedures being enacted.

6. Staff members will provide a doctor’s note/medical certificate when they have been absent for three days or more

7. Sick leave may only be accumulated up to a maximum of fifteen (15) days.

8. If, in the opinion of the Executive Director, sick leave entitlement is being abused an employee performance evaluation may be conducted.

Maternity/Parental/Adoption Leave

1. Maternity and parental leave can be granted to employees who have a minimum of 12 months service.

2. Expectant employees must inform their supervisor at least 4 months prior to the due date accompanied by a medical certificate verifying pregnancy and due date.  Employees who are engaging in an adoption process must inform their supervisor of their intention to adopt once they have completed all of the adoption procedures and been placed on a waiting list.
3. Maternity/Parental/Adoption Leave may be taken up to a maximum of 52 weeks, which can be divided into 17 weeks maternity leave, and 35 weeks parental leave as per the Government of Canada’s EI legislation.

Bereavement Leave

1. Bereavement leave is paid leave, and it applies to employees who have lost a direct family member: spouse/common law/partner, child, sister, brother, mother/father, grandmother/father. Bereavement leave will be provided as follows:

· NUMBER OF DAYS working days total for in-province funeral/memorial

· NUMBER OF DAYS working days for out-of-province funeral/memorial

· NUMBER OF DAYS working days for international funeral/memorial

2. As an Aboriginal organization, we acknowledge the importance of appropriate bereavement time, and for individuals who may not be immediate family members. Bereavement leave in excess of the time outlined above, or for reasons other than those outlined in this section may be provided (paid or unpaid) at the discretion of the Executive Director or Personnel Committee.

3. The Executive Director must ensure that all employees are treated fairly and equitably and that ORGANIZATION’S NAME functions effectively and efficiently. 

Education/Training/Other Leave

· The Personnel Committee is responsible for authorizing requests for education or training leave from the Executive Director.

· The Executive Director is responsible for authorizing requests for education or training leave for all employees.

· In making the determination to authorize leave, the needs of ORGANIZATION’S NAME takes precedence.

· In making the determination to authorize leave; all employees must receive equitable consideration.

· In making the determination to authorize leave length of employment and seniority are to be considered.

· Only employees who are considered to be permanent, full or part time and who have been working for ORGANIZATION’S NAME for more than two years are eligible for education or training leave.

· Eligibility for education or training leave for permanent, part-time employees shall be pro-rated on the basis of the percentage of hours per week worked (i.e.:  17.5 hours per week worked = eligibility for 50% of education/training leave).

· Paid education/training leave can be taken with approval to a maximum of 4 weeks per year.

· Unpaid education/training leave can be taken with approval to a maximum of 8 weeks (paid and unpaid) in a fiscal year and not more than 12 weeks (paid and unpaid) over a 2-year period.

· The Executive Director must be notified of any required court leave 

· Serve on a jury, or report for jury selection

· Serve as a witness

· Appear before a Judge 

· Appear before a Legislative Assembly

Leave for reasons other than those outlined in this section may be granted at the discretion of the Executive Director of Personnel Committee.
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