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   ADMINISTRATIVE GUIDELINE

Title:  Leaves of Absence
     Effective Date:  September 1, 2003
        Responsibility:  Superintendent of Business


Since the Board recognizes that the efficient operation of the Near North District School Board will be achieved and maintained only through the regular attendance of employees a guideline on the granting of leaves has been developed.  This will provide superintendents, principals, managers and supervisors with a fair and consistent approach when dealing with requests from employees.
A.
Collective Agreements and Terms and Conditions of Employment
All collective agreements and terms and conditions of employment provide for both paid and unpaid leaves of absence.  These absences are limited in number and length and include personal illness, family illness, workplace injury, bereavement, attendance at graduations, writing examinations, pregnancy and parental leave, deferred salary leave, jury duty, quarantined, some federation/union leaves, and other extended leaves (refer to collective agreement).  Employees are entitled to these leaves provided they meet the conditions of the collective agreement or terms and conditions of employment, meet the Board's requirements and meet the timelines that have been established.
B.
Discretionary Leaves (without pay)
Short Term Leaves (1-3 days)

1.
Personal Legal Issues

2.
Personal Professional Development (activities not directly related to the position held).
3.
Attendance at a Wedding - the employee's or where the employee is a member of the wedding party.

4.
Moving.

5.
Travel to a funeral or graduation.

6.
Union or Federation leave.

7.
Recipient at an awards presentation.

Extended Leaves

1.
Family/Personal Illness.

2.
Sporting Events - where the employee is participating at a high level of competition i.e. Olympics, provincial or national.

General

These leaves are without pay and may range from a few days to several months.  The factors to consider when deciding upon a leave should include the following:
· Reason for the leave.
· Length of time the employee intends to be absent.
· Other leaves taken in the past by the employee.
· Timing of the leave.
· The Employment Standards Act requirements.
1.
Other leaves may be considered and should only be granted if there are extenuating circumstances.

2.
Leaves should be requested as far in advance as possible and forwarded to the Human Resources Department.

3.
The employee should discuss the leave with their supervisor in advance of the request for approval.

4.
The supervisor should make arrangements for a suitable replacement.
5.
Employees should refer to their collective agreement or terms and conditions of employment to determine the process for approval.

6.
All leaves that have been approved are to be reported on the monthly absence report.
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