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Northeastern catholic district school board



	LEAVE PROCEDURES

	Administrative Procedure #: APP006


These administrative procedures outline the practices to be followed by Board regarding the administration and granting of leaves to NCDSB employee groups. Collective agreements are in place for the next four years, from 2008 to 2012.
 SEQ CHAPTER \h \r 1REFERENCES
· Collective agreements of OECTA and CUPE, 2008-2012

· Personal contracts of Non-union staff and Senior Administration
· Special leave form 

 SEQ CHAPTER \h \r 1PROCEDURES
a) Personal Leave






# days



Conditions

	OECTA


	2 days

3rd day paying OT costs 
	No carry over

2008    $175 flat rate

2010    $200 flat rate



	Moosonee


	1 day

plus

2 days special leave per year 
	Not before or after a holiday,
1 day carry over to next year

Can’t exceed  2 days at any one time

Personal reasons.

Up to 1 additional day if necessary



	OECTA Occasional  teachers
	0
	

	CUPE
	1 day
	

	Non union


	2 days
	July 1 to June 30. Accumulation from one yr to the next permitted to a max of 3 days.



	Principals/Vice Principals

( 5 discretionary days)
	0


	


b) Bereavement leave
	OECTA


	5 working days to attend funeral 

3 days to attend funeral

1 day to attend funeral

Additional days at discretion of Director


	Spouse, mother, father, guardian, child, step-child, brother, sister, son-in-law, daughter-in-law, grandchild, grandparent, step-parent, father-in-law, mother-in-law

Grand-parent-in-law, brother-in-law, sister-in-law, niece, nephew

Relative not mentioned above or close personal friend

	Moosonee


	5 working days to attend funeral

If necessary 5 additional days (charged to SL) 

3 days to attend funeral

If necessary 2 additional days (charged to SL) 

1 day to attend funeral

Additional days at discretion of Director


	Immediate family: spouse, mother or foster mother, father or foster father, child, step-child, sibling, grandparent, father-in-law, mother-in-law or fiancé(e)

Non-immediate: great grand-parent,  son-in-law, daughter-in-law, brother-in-law, sister-in-law, niece, nephew, step parents, step sisters, aunts, uncles, first cousins, grandchild

Relative not mentioned above

Close personal friend

	OECTA Occasional  teachers

OECTA Occasional  teachers

Cont’d
	3 days to  LTO in the event of death

5 days to LTO in event of death (employed for 60 days or more)

3 days  to LTO

(employed for 60 days or more)

1 day 

(employed for 60 days or more)

Additional leave may be granted by Director or HR


	Spouse, parent, child, guardian, brother, sister, mother-in-law, father-in-law, grandparent

Spouse, parent, child, guardian, brother, sister, mother-in-law, father-in-law, grandparent

Grand-parent-in-law, brother-in-law, sister-in-law, niece, nephew

Relative not mentioned above

Close personal friend



	CUPE


	5 working days to attend funeral 

3 days to attend funeral

1 day to attend funeral


	Spouse, mother, father, guardian, child, step-child, brother, sister, son-in-law, daughter-in-law, grandchild, grandparent, step-parent, father-in-law, mother-in-law

brother-in-law, sister-in-law, niece, nephew

Relative not mentioned above or close personal friend



	Non union


	5 working days to attend funeral 

3 days to attend funeral

1 day to attend funeral

Additional days at discretion of Director


	Spouse, parent, guardian, child, step-child, brother, sister, son-in-law, daughter-in-law, grandchild, grandparent, step-parent, father-in-law, mother-in-law

brother-in-law, sister-in-law, 

Relative not mentioned above or close personal friend

	Principals/Vice Principals


	5 working days leave

to attend the funeral

3 working days leave

without loss of salary

1 day without loss of salary to attend the funeral

Additional days with or without pay may be granted at the discretion of the Director
	Spouse, mother, father, legal guardian, child, step-child, brother, sister, son-in-law, daughter-in-law,

grandchildren, grandparent, grandparent-in-law, step-parent, father-in-law and

mother-in-law.

brother-in-law, sister-in-law, nieces and nephews.

Relative not mentioned above or a close personal friend.




c) Compassionate leave

	OECTA
	2 days per school year
	Serious illness requiring medical attention for spouse, children (Major surgery, life of patient)

Major surgery (up to 3 days in hospital) for spouse, child or parent of Teacher

Accompany spouse, child to medical/dental specialist



	OECTA Occasional
	As per CA

	

	Non union
	3 days per yr (July 1 to Jun 30) 
	To assist a family member (spouse child or parent) in the event of a serious illness or accident requiring medical attention



	CUPE
	Max of 2 days with prior approval:


	Serious illness requiring medical attention for spouse, children (Major surgery, life of patient)

Major surgery (up to 3 days in hospital) for spouse, child or parent of Teacher

Accompany spouse, child to medical/dental specialist

Spouse has given birth or adopts



	Principals/Vice Principals
	2 days per school year
	Serious illness requiring medical attention for spouse, children (Major surgery, life of patient)

Major surgery (up to 3 days in hospital) for spouse, child or parent of Teacher

Accompany spouse, child to medical/dental specialist




d) Vacation - Article 17, CUPE Collective Agreement 2008-2012
17.01 
a) All permanent employees shall be entitled to vacation or vacation pay as outlined in the grid below.
b) all other employees will receive percentage in lieu of as outlined below.
	         Length of continuous

service as of June 30

	Length of vacation
	Percentage in Lieu

	Less than 1 year
	As per Employment

Standards Act
	

	1 year, but less than 3 years
	10 days (2 weeks)
	4%

	3 years, but less than 7 years
	15 days (3 weeks)
	6%

	More than 7 years,

but less than 15 years
	20 days (4 weeks)
	8%

	More than 15 years,

but less than 25 years
	25 days (5 weeks)
	10%

	More than 25 years
	30 days (6 weeks)
	12%


17.02 
Earned vacation shall not be carried over from one year to the next. Any vacation not taken by a ten (10) month employee by August 31st, shall be paid out on the second pay in May. 

17.03 
An employee receiving Long-Term Disability or an employee who has been affected by a lay-off as per Article 12 or granted a leave of absence without pay, shall have his/her vacation pro-rated in accordance to time taken away from active work.

17.04 
Vacation entitlement shall be pro-rated from the date of hire. The vacation year commences July 1st and terminates on June 30th of the following year.
17.05 
Employee requests for vacation shall be made in writing prior to May 1st of the vacation year.  In the event of conflict in vacation times, the employee with the greatest seniority shall be given preference.
17.06 
a) The vacation for custodial staff shall be during the summer recess in July and August of each year for full-time and part-time staff except those employees who qualify for more than three (3) weeks may take the balance of vacation upon approval of the Manager of Plant in consultation with the School Principal.  All vacation requests must be mutually agreed upon between the employee and the employer.

b) All other employees will be given the option of taking vacation only during the
period of the Christmas break, Winter break, and the Summer break or on days when classes are not in session.
c) All temporary employees shall receive four percent (4%) vacation pay, to be paid

on a bi-weekly basis.
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