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BOARD OF EDUCATION
SCHOOL DISTRICT NO. 50

LEAVE OF ABSENCE GUIDELINES
Leave Approvals
1.
Before signing off leave requests, Principals are expected to:

a.
Review the leave request to ensure that the appropriate collective agreement article is referenced on the leave form.

b.
Ensure there is suitable coverage and appropriate provisions made for the leave of absence period.

c.
Ensure the leave doesn't unduly interfere with the effectiveness of the school learning environment.
NOTE: This applies to leaves where there is some approval discretion (i.e. pro-D, general leave/personal leave, vacation leave, medical appointments, cultural leave, etc…).

There is also an expectation that:

· Leave requests are submitted within a reasonable time limit (i.e. two weeks in advance) unless there is an exceptional circumstance.  
· General Leave/Leave Without Pay will be considered only once all other paid leave provisions have been exhausted. 
· All supporting documents must be attached to the leave request form upon submission.  Remember that the leave requests still have to be processed at the District Administration Office before final approval. 
2.
If an employee is requesting the use of sick leave, the School Principal should (prior signing the leave form) be satisfied that:

a.
The medical appointment is not reasonably available outside of school or regular working hours.

b.
The medical appointment is not reasonably available on Haida Gwaii.

c.
The medical appointment cannot reasonably be scheduled on another date (if applicable).

d.
The needed medical verification is provided.  Off-island medical travel and medical travel as an escort must be supported by a referral from the local medical practitioner. 



3.
If an employee is requesting leaves such as:  discretionary leave, sick leave or pro-D leave around vacation periods, we want to ensure that this extension of vacation is not unduly interfering with the effectiveness of the school and with the quality of instruction.  Principals are expected to use the following guidelines in processing leaves around vacation periods:
a.
Is there a TTOC or replacement available?

b.
Will the absence on the dates and times requested disrupt the support system for instruction, safety, or maintenance in the school or the classroom?

c.
Have adequate plans been made for the continuation of support services and instructional services during the absence?

d.
Leaves around vacation periods will be granted on a first come, first served basis. If the leave request is submitted on the same day, seniority will apply.
e.
Employees requesting a leave around vacation periods are expected to organize for such leaves and to have appropriate plans in place for their absence.  Travel arrangement bookings will not be considered in approving such leave requests.
f.
Leaves around vacation periods should be no more than two days in duration.  More than two days should be discussed with the Human Resources Manager as an exceptional circumstance.

g.
While Leaves can be taken on either side of a vacation period, they should not exceed the two days total.
4. 
All leave of absence requests must be approved by both the employee’s Supervisor/Principal and the Human Resources Manager prior to the leave date.  Absence without approval may result in discipline, up to and including termination.  
