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Policy Statement:
The ESCC recognizes that absences are inevitable and unavoidable but it is the responsibility of the employee to keep attendance at a maximum and absences at a minimum. It is the duty of the employee to be present at the workplace punctually and during the prescribed hours. An employee requires prior authorization for his/her absence.

Note: “Family” is defined as any immediate relative (daughter, son, step-child, parent, grand-parent, spouse, or grandchild) who is under the employee’s care. Other situations are considered on a case-by-case basis by the Executive Director. 
Personal Appointments

Employees will conduct personal appointments on their own time. Employees are expected to arrange appointments as close to the beginning or the end of the working day as possible. Approval shall be obtained from the employee's immediate supervisor in advance.
Casual Illness

Absence is allowed for personal or family illness.

a. A doctor’s certificate may be required at the discretion of the employer.

b. An employee must notify a supervisor of their absence, preferably within one (1) hour of the office being open.

The sick leave entitlement begins once probation has successfully concluded for each employee. Sick leave benefit accrues during probation, but may not normally be taken during probation. Employees may take sick leave as it accrues following the successful conclusion of probation. Sick leave accrual is one sick day per month. Sick leave may be accrued from year to year to a maximum of 12 days and the time cannot be used for any other purpose except as recuperation from illness. Individuals who have utilized all their accumulated sick leave may utilize a combination of vacation time and/or overtime to cover any work time shortfall. 

Consistent Absence: Absences amounting to 12 days in the calendar year

If there is a pattern of consistent absences related to illness, the employee may be asked to have a medical examination by a physician appointed by the employer.

Rehabilitation

Employees who return to work on the advice of their physician on a part-time basis will be paid at the regular rate of pay for the hours worked.

Exhaustion of Sick Leave Benefits

The current employee benefit program compensates employees’ subscription to a personal extended health care plan through Alberta Blue Cross. There is no long-term disability coverage as part of these plans.
Unemployment Insurance Benefits

An employee who is affected by a short-term disability and who does not have extended health care benefits may qualify for unemployment insurance benefits. In this instance a record of employment will be issued to the employee. The ESCC cannot guarantee re-employment.
Medical Confidentiality

All medical information provided to the ESCC is received with the understanding that the details disclosed by the physician on behalf of the employee shall remain strictly confidential, and used solely for verifying the nature and severity of the illness, and to help in the rehabilitation of the employee.

Return to Work

After an extended absence, a medical certificate stating fitness to return to normal duties is to be provided.
Compassionate Leave

An employee may be granted up to a maximum of five (5) consecutive working days with pay if there is a serious illness or death in the employee’s family. Compassionate leave may be extended when, at the discretion of the employer, additional time is necessary for travel.

Bereavement

A further two (2) days is provided to the executor of a family member’s will.

Court Duties

Employees who serve as jurors or witnesses in a court action shall receive full salary. Any compensation paid to the employee by the Court is to be reimbursed to the employer. This amount should include only the monies received on regularly scheduled working days. The employee may retain any remuneration received for days other than the employee’s normal working days, or for any meal and/or mileage allowance.

Special Leave

Subject to approval of the employer, a leave of absence without pay may be granted to any employee for a maximum of one month. Vacation entitlement shall be totally expended before such a leave of absence will be considered. The employee shall retain any sick leave credits accumulated prior to leaving.
Termination of Employment

In special cases where there is unearned but used vacation time or sick time, this amount will be deducted from the final pay cheque of any eligible employee who leaves prior to earning any vacation or sick time already claimed.  No payment will be made upon termination in lieu of sick leave days accumulated but not taken.
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