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Leave - Sick 

A.  Accumulation 

Sick leave shall be earned at the rate of 1 1/4 days per month worked, and shall be cumulative.  

The maximum accumulation is to be 75 days (five years accumulation).  Staff working .80 full 

time equivalent (FTE) or less will earn sick leave on a prorated basis.  Sick leave credits will not 

be accrued for contract or summer student positions, nor for hourly positions less than .80 FTE.   

B.  General Guidelines 

1.  Employees unable to come to work because of illness are expected to report to their 

immediate supervisor (or in their absence, their designate or the next level of 

supervisor) by telephone each day of their absence at the beginning of their shift.   

2.  For illnesses lasting more than 5 working days, employees will provide a Doctor’s 

note acceptable to Mennonite Church Canada to their immediate supervisor.   

3.  For absences longer than two weeks (e.g., surgery), the supervisor should contact 

the employee approximately twice a week to keep in touch with him or her and 

stay updated on his or her progress and any developments.   

4.  Sick leave credits earned may be applied to absences due to emergency room visits, 

doctor and dentist appointments. 

5.  An accurate record is to be maintained of all sick leave taken by the staff person 

using the vacation, sick, flex and overtime form and submitted to the immediate 

supervisor. 

6.  Sick leave with pay shall be granted whenever employees are unable to perform 

their duties because of illness, provided they have the necessary sick leave credits.  

If employees have not earned enough credits before they take sick leave, they 

should discuss the situation with their immediate supervisor, who will confer with 

the program Executive Minister and the Director of Human Resources to 

determine whether future earned credit may be applied retroactively. 

7.  In situations where all sick leave credits have been used, the CFO is to be notified 

by the immediate supervisor and the employee benefits as specified by the 

Employment Insurance Act are to be exercised.  The Human Resources Director 

will ensure that Long Term Disability (LTD) insurance claims will be processed if 

LTD insurance is in force.  

8.  All sick leave forms should be signed by both the immediate supervisor and the 

CFO , thereby ensuring all benefits are claimed and documented. 

9.  Sick leave credits cease with the termination of employment and are not 

transferable. 
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Leave – Care of Dependents 

Up to 25% of earned sick leave credits may be applied to situations involving illness or 

emergency care of dependent others (e.g., children, elderly parents) to a maximum of five 

days per calendar year. 

Leave - Bereavement and Compassionate 

A.  Bereavement leave 

In the event of the death of an employee's spouse, child, parent, parent’s spouse, brother, 

sister, step-brother, step-sister, mother-in-law, father-in-law, in-law’s spouse, grandchild or 

grandparent of the employee or the employee’s spouse, an employee shall be granted up to five 

days of paid leave by their immediate supervisor in order to arrange and attend the funeral. The 

amount of paid leave given will be granted in relationship to the employee’s expressed 

closeness of the relationship, responsibility for coordinating the funeral, the travel time required 

to attend the funeral, and any other factors considered to be relevant to the request.    

 

For employees who have been employed for 30 days or more, unpaid or paid leave of up to 

three calendar days to arrange and attend the funeral of an uncle, aunt, nephew, niece, or any 

other person whom the employee considers to be like a close relative, may be requested of the 

immediate supervisor.  According to Manitoba legislation, the employee is entitled to a 

maximum of three unpaid leave days in a calendar year.  If a partial day is taken it is considered 

the equivalent to a full leave day.  Alternately, an employee may make a request for a paid leave 

of absence from their supervisor.  In this case, the immediate supervisor shall process the 

request in consultation with the executive staff person for that program and the Director of 

Human Resources.  As listed above, the amount of paid leave will be granted in relationship to 

the employee’s expressed closeness of the relationship, responsibility for coordinating the 

funeral, the travel time required to attend the funeral, and any other factors considered to be 

relevant to the request.    

B.  Compassionate leave 

General 

A paid leave of up to five days may be provided to respond to an emergency situation arising in 

an employee’s personal or family life necessitating an absence from regular responsibilities.  

Examples of an emergency situation would be a serious injury in the employee's immediate 
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family or the need to make urgent interim care arrangements for an elderly family member.  In 

the event that the emergency involves a dependent, the employee will first apply all leave 

credits earned through the Leave – Care of Dependents policy.   

 

The decision to grant leave will be processed by the immediate supervisor in consultation with 

the executive staff person for that program area and the Director of Human Resources.  In 

certain cases compassionate leave may be added onto a bereavement leave.   

 

Critical Illness 

Leave necessitated by the critical illness of a spouse, child, parent, or other person in a close 

family relationship with the employee, as defined by provincial legislation, shall be granted by 

the employee’s Executive Minister in consultation with the Executive Director and the Human 

Resources Director.  To be eligible for this benefit, employees must meet the provincial eligibility 

requirements for this type of leave and care for a dependent who meets the definition of critical 

illness as evidenced by a medical certificate from a doctor. 

 

They must also have worked for 30 days for Mennonite Church Canada, unless their province of 

residence has a lower standard, in which case the provincial legislation will apply. 

 

Definition of critical illness 

The patient must be suffering from a serious medical condition with a significant risk of death 

within 26 weeks in order for the employee to qualify for leave, unless otherwise exempted by 

provincial legislation (Quebec and Saskatchewan).  An unpaid leave will be considered if the 

patient is suffering from a serious illness or accident but there is no significant risk of death. 
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Applying for critical illness leave 

A request for leave should be made in writing to the supervisor by the employee. 

 

As soon as practicable, a medical certificate should be given to the employer. 

 

Employees should note that Compassionate Care Benefits provided by Employment Insurance 

are also available to them, and may be of benefit if the illness extends beyond any paid leave 

provided by Mennonite Church Canada.   

 

Application of leave benefits to a critical illness situation. 

1.  Up to 5 days (1 week) of sick leave credits may be applied as per the leave – care of 

dependents policy.  

2.  Up to 8 weeks of compassionate leave will be granted with pay and benefits as long as a 

medical certificate is provided. 

3.  An additional unpaid leave of absence may be granted, not to exceed 8 weeks. 

4.  General compassionate leave will not be added to the time given under the critical illness 

leave policy. 

5.  An employee may also choose to apply overtime and vacation leave credits to this period.   

6.  Vacation leave and longevity leave credits will not accrue during a critical illness leave. 

7.  For the first 9 weeks of a leave period (1 week care of dependents, 8 weeks of compassionate 

leave), all other benefits will accrue, including sick leave, seniority, pension, group insurance, 

dental/vision plan and extended health where applicable. 

8.  If additional leave is requested beyond the initial 9 weeks, it will be considered as an unpaid 

leave.  If the employee elects to continue benefits during an unpaid leave (pension, group 

insurance, dental/vision plan and extended health where applicable) that staff person will pay 
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both the employer and employee premiums before the additional leave commences.  

Prepayment of premiums may be made by either a lump sum or a series of postdated cheques.   

9.  After a leave, the employee will be returned to the same or similar position in the 

organization without loss of salary or benefits. 

10.  Further leave will not be considered unless it would prove to be of benefit to the 

organization and is requested by the employer.   

11.  In all cases, the total period of absence by an employee will not exceed 12 months.  This 

total period includes all types of leave and overtime hours. 

 

Constituency  

From time to time we experience the death of a constituency or community member.  Many 

members of our constituency are also personal friends of staff.  In these cases, attendance of 

staff at the funeral should be coordinated with others in the organization, and paid or unpaid 

leave to attend should be arranged with the immediate supervisor in consultation with the 

executive staff person for that program. 

 

 


