Saskatchewan Rivers School Division No. 119 Policy Manual

Policy Name: Leaves of Absence

Policy Type: Employees
Number: 3001
Date Approved:  November 28, 2005; March 26, 2007
Legal Reference:  The Labour Standards Act

The Board of Education believes leaves of absence are necessary and authorizes the Director of
Education or designate to grant leaves of absence to employees in accordance with legislation,
collective bargaining agreements and guidelines pursuant to this policy.

Guidelines:
A. SUPERVISOR APPROVED LEAVES:
1. Leave Without Pay

The supervisor of an employee may grant leave without pay to a maximum of five
days per school year (July 1 to June 30).

2. Graduation/Convocation Leave
The supervisor of an employee shall grant the employee, when necessary, up to one
day’s leave with pay when the employee or the employee’s child or spouse is
graduating from a recognized secondary or post secondary program. The employee
attending such an event outside Saskatchewan may be granted one additional day
with pay.

B. DIRECTOR OF EDUCATION OR DESIGNATE APPROVED LEAVES:

1. Family Support L eave
The Director of Education or designate may grant leave without pay for up to one
year for staff to attend to parenting or care giving for immediate family members.

2. Extended L eave
The Director of Education or designate may grant an employee leave without pay
(after all earned leave is taken) for up to one year once every seven years.

3. Community Service Leave
The Director of Education or designate may grant Community Service Leave to a
maximum of five days per school year for each employee.

a) Community service leave with pay may be granted to enable an employee
to participate in events that involve and benefit students of the Division.
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b) Community service leave with salary deduction may be granted to enable
employees to attend community events that primarily benefit another non-
profit organization and the general public. Salary deduction for employees
shall be equivalent to one-half of regular gross salary for each day absent.

4. Witness/Jury Duty L eave
The Director of Education or designate shall grant leave to an employee who is
subpoenaed as a witness or called for jury duty. The employee shall be paid normal
salary while absent subject to the following conditions:

a) The employee shall pay to the Board any remuneration, other than expenses,
which the employee receives for such absence. With respect to the Court of
Queen's Bench, the employee, if appearing as a witness, shall make
application in accordance with "The Court of Queen's Bench Fees
Regulations” for witness fees.

b) The employee shall provide written notice to the Director or designate as
soon as possible after receipt of notice for such absence.

C) This leave does not apply to an employee who:
i) has a direct or indirect interest in the outcome of any proceedings; or
i) appears as an accused in any proceedings.

5. Leave With or Without Pay
The Director of Education or designate may grant an employee leave with or
without pay for up to 10 days per school year (this leave is to accommodate the
occasional exceptional circumstance).

C. BOARD OF EDUCATION APPROVED LEAVE:

1. Board Authorized Leave
The Board reserves the right to grant leaves at its discretion.
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Saskatchewan Rivers School Division No. 119

Policy Name: Leaves of Absence

Number:

3001

ADMINISTRATIVE PROCEDURES

A. GENERAL

1.

Supervisors shall be responsible for ensuring that necessary coverage is in place
before recommending or granting leave for an employee.

Principals shall ensure that teachers approved for any discretionary leave(s) will
not be away for more than five consecutive school days.

Requests for leave shall be made in writing on the appropriate form to the
employee’s immediate supervisor. Completion of a leave form is required when
any of the following circumstances prevail:

e The employee travels outside the School Division boundaries;

e The employee is not providing contracted service to the Board;

e Substitute coverage is required for the employee.

The placement of staff returning from Family Support, Extended, or Board
approved leave shall be determined by the appropriate senior administrator at the
Education Centre. Such a placement will be considered an initial placement and
will not be subject to the Board’s Teacher Transfer: Policy 3030.

Leaves may be prorated for part time employees.

B. FAMILY SUPPORT LEAVE:

1.
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The following shall be factors when considering a Family Support Leave request:

e the leave is required to provide care to a pre-school child or a family member
needing support because of a medical condition;

e the application is submitted at least 50 school days (or the earliest possible
date that circumstances allow) prior to the desired commencement date;

e availability of replacement personnel;

e natural transition points in the school year (e.g., school start-up, reporting
periods, semester/block start-ups);

e the employee commits not to accept a position with another employer or
engage in entrepreneurial activity.
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C. EXTENDED LEAVE:

1.
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The following shall be factors when considering an Extended Leave request
(leave greater than five (5) days in duration):

the employee has a minimum of three years experience with the Board;

an Extended Leave has not been granted to the employee in the previous seven
years (with the exception of bus drivers). Note: An employee taking partial
leave of absence from his/her contractual time will also be limited to one
Extended Leave every seven years;

the application is submitted at least 50 school days prior to the desired
commencement date;

availability of replacement personnel;

natural transition points in the school year (e.g., school start-up, reporting
periods, semester/block start-ups);

the employee commits not to accept a position with another employer or
engage in entrepreneurial activity without the written permission of the
Director of Education or designate.
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