Template:  Leave Policy

(Name of organization) understands that you may need time off to deal with urgent family situations or for other personal reasons.  Reasons for leave may include, but are not limited to, the following:
· Medical situations (i.e. appointments, counselling)
· Significant family events (i.e. weddings, graduations)
· Personal business (i.e. bank appointments, home closings)

Religious holidays

(Name of organization) recognizes that an employee may wish to have time off for religious holidays that are not legislated as statutory holidays or to attend worship services or celebrating holidays consistent with expressed faith. (Name of organization) will make every reasonable effort to honour an individual’s time off requirements for religious holidays.

In keeping with their commitment to tolerance and individual freedom, (Name of organization) will make every reasonable effort to accommodate the religious observances of any staff member. It is expected that any staff requiring accommodation for religious observance will fulfill the terms of their employment.

If, for cultural and/or religious reasons, an employee wishes to substitute from one to four other holidays for certain regular statutory holidays, this can be arranged with their immediate supervisor.

Sick Leave

Employees are entitled up to a maximum of xx sick days per year. Sick leave may be used for an employee's own illness or the illness of an employee's family. Employees may be required to produce a medical certificate for any illness, at the discretion of the Executive Director.
Bereavement Leave
Employees may be granted up to 3 days bereavement leave upon the death of a family member.

Pregnancy / Adoption / Parental Leave
Leave of absence will be granted for pregnancy leave in accordance with the provisions of the Employment Standard's Act.  Employees who are expecting, will continue to be eligible for a portion of their wages (through Employment Insurance) and benefits, if applicable, while they are on maternity leave. Leave of absence will be granted for parental / adoption leave in accordance with the provisions of the Employment Standard's Act.

Emergency Leave

Emergency leaves of up to five days may be granted on the approval of the Executive Director.  An emergency leave longer than five (5) days need the approval of the Board. Some examples of emergency leaves are: problem with home due to flooding or fire, or structural damage; attending court proceedings).
Family Responsibility

[bookmark: _GoBack]In addition to the days you are entitled to be absent from work due to sickness or personal needs, you may make a request for family responsibility leave. This leave will be granted for situations such as caring for a family member who has a serious health condition, dealing with a personal family matter or emergency, or participating in an event that is important in the life of a family member.

With respect to a child, spouse, domestic partner, or parent, a serious health condition could be an illness, injury, or impairment that affects his or her health so that he or she is unable to provide self-care or participate in school or regular daily activities.

Immediate family includes the following:
· Spouse (includes common-law)
· Child, including biological, adoptive, foster, step-child, or grandchild
· Parent
· Grandparent
· Sibling
· Guardian
· Grandchild
· Any person who lives with the employee as a member of the family

(Name of organization) respects individual situations and will try to accommodate all reasonable requests.  Leave may be paid or unpaid, depending on the circumstance.

Policy reviewed and approved on ___________________________(date).


