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Vacations, Holidays, Leave of Absence Policy 

(Updated December 29, 2007)
This policy applies to pastoral staff (does not include interns) and full time administrative staff. 

Vacation
Entitlement

· The vacation year is from January 1 to December 31. Vacation entitlements must be taken in the year they are earned.  Vacation can be taken in advance.  You will be required to reimburse the Church for any vacation days you have taken that were not earned at the end of the calendar year.

	Years of full time employment
	Vacation days

	0 – 5 years
	2 weeks

	6 and above
	3 weeks


· The year of reference for vacation entitlements is the calendar year. Your annual vacation entitlement is determined by your years of service calculated at December 31 of that year.  For example, if you are hired effective April 1, your vacation entitlement will be based on nine months (date of hire to December 31).

· The number of vacation days is prorated according to your prorated working hours.  For example, if you are working 4/5, your vacation entitlement will also be prorated by 4/5.  

Carry Forward

· You may carry forward a maximum of five days into the next vacation year if you have your senior pastor approval. 

· Your carried-forward vacation time must be taken by April 30 of the following year or this time will be forfeited. 

· You are not eligible for pay in lieu of vacation time not taken unless you have board approval. 

Vacation Request

· All requests for vacation time must be pre-approved by your supervisor/senior pastor and notify the treasurer. 

Maternity or Parental Leave

· Vacation earned in the year that your maternity or parental leave begins should be taken prior to the commencement of your leave. 

· This is subject to your supervisor/senior pastor approval. 

Termination of Employment

· You will be required to reimburse the Church for any vacation days you have taken that were not earned at the time your employment terminates. 

Sick Days

Sick time is to be used at a reasonable manner when the staff is sick or injured which prevents him/her from coming to work.  Sick days are not intended for routine doctor or dentist visits or for the care of a sick family member.  
Statutory Holidays

 Statutory Holidays

· The Church recognizes eleven statutory holidays.

	New Year’s Day
	Labour Day

	Good Friday
	Thanksgiving Day

	Easter Monday
	Civic Holiday

	Victoria Day
	Christmas Day

	Canada Day
	Boxing Day

	Family Day
	


· When a statutory holiday falls on a Saturday or Sunday, the staff can choose an alternative day to replace the holiday.  However, it has to be within the same week. 

Jury Duty
· If you are required to serve jury duty or are subpoenaed to court, you will continue to receive your regular pay. You can keep any court pay you are given. 

Bereavement Leave
· You are entitled to the following days of bereavement leave, subject to your supervisor/senior pastor/board approval: 

· Up to five days in the event of a death in your immediate family (i.e. spouse, child, parent, stepparent, grandparent, brother, sister or in-law similarly related), and 

· One day in the event of a death in your non-immediate family (i.e. uncle, aunt, niece or nephew). 

Voting
· The Church will meet the federal, provincial and municipal regulations to allow you sufficient time off to vote. 

Leave of Absence Without Pay

Sabbatical leave

· Sabbatical leave is available only to pastoral staff who are working at least 25 working hours per week for purpose of education, training etc. subject to the recommendation of pulpit committee, the approval by Deacon Board and the adequate coverage of his/her job duty.

· A maximum of 28 weeks sabbatical leave is available to the pastoral staff who are working at least 25 working hours per week after six years of services continuously. Remuneration during sabbatical leave will be determined as follows:




100% pay is applied to the first 14 weeks of sabbatical leave




50% pay is applied to the second 14 weeks of sabbatical leave

· Any statutory holidays that fall within the sabbatical leave cannot be claimed outside the sabbatical leave.

· No vacation days will be accrued during the period of sabbatical leave.
Maternity Leave

· If you are expecting a baby and meet the provincially legislated requirements, you will be entitled to a maternity leave. 

· The time limit for your maternity leave is established by provincial legislation. 

 

Parental Leave
· Your entitlement to parental leave is established by provincial legislation. 

 

Compassionate Care Leave
A compassionate care leave of absence, without pay, is available to alleviate the stress on a staff who is struggling to care for a gravely ill family member who is at significant risk of death. Under this policy you may be eligible for a leave of up to the maximum of either the number of weeks provided under applicable provincial labour standards legislation or eight weeks, whichever is greater. You must provide the Church with the same medical evidence as required by Employment Insurance for payment of benefits. This includes a certificate from a medical doctor which:

· Indicates that the family member is gravely ill and at significant risk of death within 26 weeks. 

· Specifies that you are needed to provide for psychological comfort or emotional support, arrange for care by a third party provider and/or directly provide or participate in the care. 

Group health insurance
· Coverage continues 


 Long Term Disability Insurance
· Long term disability is payable by the staff.  It is optional to maintain coverage(s) during leave of absence without pay but you must pre-pay your premium amounts. 

· It is recommended to continue coverage.
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