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Procedural points to consider:
	
		LEAVES AND VACATIONS 
 
To establish vacation and important leave entitlements for employees of the society.

The employees of the society shall, at a minimum, be entitled to paid vacations and unpaid leave in accordance with the Employment Standards Act of British Columbia (the “Act”). The employees may be entitled to additional paid vacation and unpaid leave as agreed between the society and the employees. The society will comply with all requirements of the Act in relation to any leave that employees may be entitled to and the British Columbia Human Rights Code. This policy does not address all leave entitlements under the Act but rather focuses on common leaves such as illness or injury leave and maternity and parental leave. For other leaves, including the COVID-19 leave, family responsibility leave, compassionate care leave, bereavement leave, and jury duty leave, among others, the society should specifically refer to the Act. 
Employer Responsibilities Regarding Leave
Employees are allowed to take a leave of absence for specific reasons. Most leaves covered by B.C. employment standards are unpaid, but an employee's job is protected while on one. In most cases, an employee does not need to be employed for a certain amount of time to take leave.
The following are some of the other leaves under the Act in addition to personal injury or illness leave and maternity/parental leave:
1. COVID-19 leave;
2. Leave respecting domestic or sexual violence;
3. Family responsibility leave;
4. Critical illness or injury leave;
5. Compassionate care leave;
6. Bereavement leave;
7. Leave respecting disappearance of child;
8. Leave respecting death of a child;
9. Reservists’ leave;
10. Jury duty leave



During the leave

If an employee is on a leave covered by the Employment Standards Act, their employment is considered continuous:
· The employee continues to get any wage or benefit increases that they would normally receive
· Employers continue to make payments to benefit plans – unless the employee doesn't want to continue with a plan or if they take reservists' leave
· Employers continue to calculate annual vacation, termination entitlements, pension, benefits or length of service the same as if they normally would

Returning to work

When leave ends, an employee can come back to their job or one like it. The employer must contact the employee to arrange the employee’s return to work.

An employer cannot terminate (fire or lay off) an employee or change their job conditions without the employee’s written agreement. If the job no longer exists and there is no similar job, the employee who is ready to return can be terminated but must be given compensation for length of service based on the last day of employment.

Employer Obligations Regarding Vacation
Vacation Time
Employees earn vacation time during the first year they are employed. After 12 months, they get two weeks of annual vacation. After five years, they get three weeks of annual vacation.
Taking a leave under the Act or the sale of a business does not affect an employee's length of employment.
Vacation Pay
1. After 5 calendar days of employment, at least 4% of the employee's total wages during the year of employment entitling the employee to the vacation pay;

After 5 consecutive years of employment, at least 6% of the employee's total wages during the year of employment entitling the employee to the vacation pay.

If the society provides the employee with paid time off, as long as the minimums for “time” (2 weeks, up to 3 weeks after 5 years) and “pay” (4%, up to 6% after 5 years) are met, that is acceptable. 

2. Every employee is responsible for being at work during their assigned hours, but may take paid sick time in accordance with this policy. An employee will accumulate X paid sick day[s] for each month worked to a maximum of ____ paid sick days. Employees [will be paid out at a rate of X% //OR will not be paid out] for any unused sick days at year end] //OR may carry forward sick days from year to year to the maximum prescribed by this policy and [will/will not] be paid out for unused sick days upon termination of employment, however arising. 

[Optional: Sick days [must be taken as whole day //OR may be taken in increments of 0.5 days.] 

[Optional: A sick day may be used for a personal day if the employee receives prior written approval from the society.]

3. Employees who need to be off work due to illness and do not have sick time may take an unpaid leave of absence.

An employee is entitled to maternity leave in accordance with the Employment Standards Act of British Columbia. 

 An employee is entitled to parental leave in accordance with the Employment Standards Act of British Columbia. 
 
After five years of service a[senior/management/executive] employee may apply for a sabbatical leave, without pay, of up to three months. No more than one such leave will be granted in any five-year period.
 
In addition to the annual vacation time required by law, the society will grant additional weeks of paid vacation based on length of service, according to a schedule and up to a maximum approved and periodically reviewed by the board.

1.	Documentation required for leaves.
2.	Recording accumulation and use of sick days. Whether sick days will be paid out in full, percentage or at all. Whether any aspect of a sick day can be “personal day” and used as such.
3.	Maintaining a reserve to pay for sick leaves.
4.	Applying for a sabbatical (if Option 5 is used). Board or administrator's discretion to grant a sabbatical leave.
5.	Increments of additional vacation time granted for seniority.
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