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Policy Statement 
The Blue Mountains Public Library shall establish leaves request to further support employees in various 
times of need and/or life cycles.  The Library shall adhere to the Employment Standards Act, S.O. 2000 
and subsequent Acts pertaining to providing leaves.  
 

ADM.2018.38.1 General Provisions Concerning Leaves 
1. During any leave described below, an employee continues to participate in each type of benefit plan 

that is related to his or her employment unless he or she elects in writing not to do so.   
1.1. The BMPL shall continue to make the employer’s contributions for any plan participated in prior 

to the Leave unless the employee gives the employer a written notice that the employee does 
not intend to pay the employee’s contributions, if any.   

1.2. Continuous participation in plans does not apply in respect of an employee during a Board 
designated leave (e.g. educational) lasting in excess of one week, in an unpaid leave, or under 
Reservist Leave, unless otherwise prescribed.   

2. If an employee is on leave on the day by which their vacation must be completed, the uncompleted 
part of the vacation shall be completed immediately after the leave expires or, if the employer and 
employee agree to a later date, beginning on that later date.   

3. The period of an employee’s leave under this Part shall be included in calculating any of the 
following for the purpose of determining his or her rights under an employment contract: 
3.1. The length of their employment, whether or not it is active employment. 
3.2. The employee’s seniority.   

4. The period of an employee’s leave shall not be included in determining the completion of a 
probationary period under an employment contract.   

5. Upon the conclusion of an employee’s leave, the employer shall reinstate the employee to the 
position the employee most recently held with the employer, if it still exists, or to a comparable 
position, if it does not. 

6. In the case the employee is unable to return to the same level of duties, the CEO shall either: 
6.1. Work with the employee to create an accommodation plan, if suitable; 
6.2. Assist the employee to determine if an extended leave is required.   
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7. Despite a request to return to work early by an employee, for all Board Designated leave, the CEO 
has the right to reject a request to return early if a term employment has been made to fill the 
leave.   

8. Employees of BMPL continue to earn seniority and credit for length of service and length of 
employment while on any leave which is job protected by the Employment Standards Act.  Board 
Designated leaves will not be considered in years of service.  

9. When an employee is returning to an equivalent role and function, BMPL shall pay a reinstated 
employee at a rate that is equal to the greater of the rate that the employee: 
9.1. Most recently earned with the employer; and 
9.2. Would be earning had he or she worked throughout the leave.   

 

ADM.2018.38.2 Health, Wellness, and Personal Emergency Leave 

1. Full-time employees shall have a total of nine (9) paid Health, Wellness, and Personal Emergency 
Leave paid days based on the number of months worked annually and their regular weekly hours for 
the purpose of: 

• Personal Health and Wellness, non-occupational illness and/or injury, medical appointments 
or emergencies. 

• Illness, injury, medical appointments or emergencies related to family members. 
• An Urgent Matter or event that is unplanned or out of the employee’s control’ 
• Quarantine due to contagious disease.  

2. Paid Health, Wellness, and Personal Emergency Leave days will be prorated based on the employee’s 
start date.  

3. In addition, employees are entitled to up to three (3) unpaid days for Sick Leave and up to three (3) 
unpaid days for Family Responsibility Leave entitlements under the ESA. These days are not prorated 
for the year.  

4. An employee who will be absent from work or late for their scheduled start time must contact their 
direct supervisor. This notice may be provided in writing via e-mail, phone, or text message to their 
direct supervisor. This notice may be provided by the employee or a family member of their 
family/household. In all instances, employees should provide as much notice as possible when they 
will be absent or late to allow management to arrange proper coverage. 

5. If all paid Health, Wellness, and Personal Emergency Days are used within a year, any additional time 
required is subject to approval by the CEO. The employee may utilize eligible entitlement banks, such 
as vacation or banked overtime prior to taking unpaid time. 

6. Unused paid Health, Wellness, and Personal Emergency Leave entitlements are not payable upon 
termination of employment. 

7. All staff may use two (2) days per year of their paid Health, Wellness, and Personal Emergency Leave 
allotment if they are unable to attend work due to Inclement Weather. These days shall be taken in 
hourly increments. 

8. The BMPL may require an employee who is absent for three (3) or more consecutive working days to 
supply evidence that is reasonable in the circumstances. What will be reasonable in the circumstances 
will depend on all the facts of the situation, such as the duration of the leave, whether there is a 
pattern of absences, whether any evidence is available, and the cost of the evidence. This may include 
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a medical note if the employee is taking the leave because of personal illness, injury or medical 
emergency and should include the duration or expected duration of the absence if applicable. 
Employees have a responsibility to make every effort to ensure they return to work in a state of health 
and well-being that will enable them to perform their job to the best of their abilities. 

9. Permanent Full-Time Employees using seven (7) consecutive Health, Wellness, and Personal 
Emergency Leave days due to personal non-occupational illness, injury, or medical emergency may be 
able to apply for Short-Term Disability benefits. 

10. Medical documentation will be required by the Town’s benefit provider for a Short-Term Benefits 
application and a Return-to-Work Form will be required for extended illnesses to ensure an employee 
is fit to return to work. 

11. The BMPL reserves the right to require mandatory medical documentation or proof of entitlement for 
employees who require Health, Wellness, and Personal Emergency Leave in excess of ten (10) days 
per year.  

12. Special circumstances may be approved by the CEO, or in the case of the CEO, the Library Board. 
 

ADM.2018.38.3 Bereavement Leave 

1. Paid bereavement leave is Board designated and is not a requirement of the Employment Standards 
Act.  All permanent full-time and part-time employees are eligible for paid bereavement leave 
immediately upon employment. 

2. Bereavement Leave days must be taken beginning in the days immediately following the death and 
cannot be accrued for later use unless otherwise approved by the CEO. Leave may be taken on any 
of the employee’s regularly scheduled working days that occur on the three days immediately 
following the day of the death, unless otherwise approved by the CEO. The direct supervisor may 
request proof of death in order to authorize bereavement leave. 

3. When a member of the employee’s immediate family dies, the employee is entitled to: 
3.1. A maximum of (5) consecutive working days paid leave of absence without the loss of service in 

the event of death of a spouse, child, stepchild, adopted child, legal ward, parent, sibling or 
stepsibling. 

3.2. When the death occurs in the immediate family outside of the members listed above, the 
employee will be granted up to three (3) consecutive working days paid leave of absence 
without loss of service. For the purpose of this policy, immediate family will include mother-in-
law, father-in-law, step-mother-in-law, step-father-in-law, sister-in-law, brother-in-law, 
grandparent, grandparent-in-law, grandchild, legal guardian, niece, nephew, aunt, and uncle. 

3.3. When a death occurs in the family outside of the members listed above, the employee will be 
given one (1) day of paid leave without loss of service. 

3.4. Should travel out of town be required due to the death of a family member, an additional 2 
days leave with pay shall be granted. 

3.5. Employees may be granted up to one (1) day without pay to attend the funeral of a close non-
family member, at the discretion of their supervisor. 

3.6. Special circumstances may be approved by the CEO. 
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When an employee is bereaved, the direct supervisor should be immediately contacted via e-mail or 
phone call. The supervisor is responsible for approving the length of the leave based on this policy 
and informing the Library CEO. 
 
The BMPL recognizes that bereavement leave is intended to be used at the time of the death and/or 
funeral, however, there may be situations when part of an employee’s bereavement leave may be 
requested at a later date, within one (1) year of the death, in order to attend to matters relating to 
the bereavement.  

ADM.2018.38.4 Education Leave 

1. Education Leave may be granted under the HR 7.3 Professional Development and Training policy.   
2. The CEO shall endeavour to schedule employees so as to accommodate for personal education and 

training needs.   
3. If examinations or other educational activities are scheduled at different times than regular classes, 

the employee should give a minimum of two (2) weeks’ notice of schedule changes. If a schedule 
change can be arranged, the employee shall not lose hours.  However, if no schedule adjustment can 
be made, the employee may use banked hours (see HR 10.2) or shall receive the required time off 
without pay.  Confirmation of scheduling conflicts may be required. 

4. After five (5) years of continuous employment (or a minimum of 5,000 hours), an employee may 
qualify for extended leave of up to one year without pay for education and training, if approved by 
the CEO.  
4.1. Extended leave must be requested in writing at least three (3) months prior to the anticipated 

start of the education program. The CEO shall consider the request and will provide a letter of 
response within two weeks of receipt of the request. All decisions are final. 

4.2. The employee must give written confirmation forty-five (45) days prior to the scheduled return 
to BMPL. Failure to make notification in writing forty-five (45) days prior to return may result in 
the loss of the position or a delay in the date upon which the employee may return to work. 

4.3. Although Education Leave is not protected by legislation, the employer shall make every effort 
to provide the same or equivalent position to the employee.   
 

 ADM.2018.38.5 Worker’s Compensation Leave 

1. The employer shall endeavour to reinstate the employee in accordance with all WSIB rules and 
regulations.   

2. A position shall be held for an employee for a period of two (2) years.   
3. After a period of two (2) years on Worker’s Compensation Leave, the CEO may request a physician 

statement of ability to return to work or the inability to conduct specific work or tasks assigned.   
3.1. When appropriate, AODA and the duty to Accommodate shall take precedence over Workers’ 

Compensation.   
3.2. All AODA compliance requirements will be addressed prior to making a determination regarding 

further hold or termination of an employee’s position. 
4. After a period of two (2) years on extended sick leave, or long-term disability, the employee’s position 

may no longer be held following the second anniversary of their leave.   
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ADM.2018.38.6 Pregnancy Leave 

1. An employee who is pregnant is entitled to a job-protected unpaid pregnancy leave of absence 
provided they have been employed with BMPL for at least 13 weeks.  

2. An employee on pregnancy leave receives six (6) weeks leave after the actual delivery date.  A 
shorter period may be granted only with physician approval.  

3. An employee wishing to take pregnancy leave shall give the employer written notice at least four (4) 
weeks before the date the leave is expected to begin. 
3.1. An employee who has given notice to begin pregnancy leave may begin the leave on an earlier 

or later date, 
3.1.1.If an updated written request is made; 
3.1.2.If for medical reasons the employee is unable to complete the required workload. 

4. An employee may begin pregnancy leave no earlier than: 
4.1. The day that is 17 weeks before her due date; or 
4.2. The date of which a medical practitioner removes the employee from work.   

5. The latest an employee may begin a pregnancy leave is: 
5.1. The due date; or 
5.2. The date she gives birth. 

6. Pregnancy leave ends 17 weeks after the pregnancy leave began. 
7. An employee on leave may request to return to work at an earlier date when notice is given no less 

than four (4) weeks prior to the anticipated return. 
8. An employee on leave who chooses to terminate their employment while on leave may do so with 

notice. (See POL-ADM.2018.30-Responsibilities-to-the-Employee-Employer-Relationship). 
 

ADM.2018.38.7 Parental Leave 

1. An employee is entitled to a leave of absence for Parental Leave without pay following the birth or 
placement for adoption of a child, or on the date upon which a child comes into the legal custody, 
care and control of the employee for the first time.   

2. An employee parental leave ends: 
2.1. 61 weeks after it begins if pregnancy leave was also taken; 
2.2. 63 weeks after it begins if the employee did not take a pregnancy leave. 

3. An employee may begin parental leave no later than 78 weeks after the day a child is born, is placed 
for adoption, or comes into the employee’s custody, care and control for the child.  

4. It is recommended that the employee determine eligibility and apply for financial benefits available 
through Canada Employment Insurance. Government of Canada 

5. The employee shall work directly with the Benefits Officer, if a qualified recipient, to arrange for 
continuation of benefits or cancellation of benefits prior to their leave. 

6. An employee on leave may request to return to work at an earlier date when notice is given no less 
than four (4) weeks prior to the anticipated return. 

7. An employee who takes parental leave and choses to terminate their employment while on leave 
may not terminate employment without providing four (4) weeks notice. 
 

https://www.canada.ca/en/employment-social-development/programs/ei/ei-list/reports/maternity-parental.html
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ADM.2018.38.8 Domestic or Sexual Violence Leave 

1. An employee is entitled to a leave of absence if the employee or child of the employee experiences 
domestic or sexual violence, or the threat of domestic or sexual violence. Leave may be taken: 
1.1. To seek medical attention both physical or psychological or for a disability caused by the 

domestic or sexual violence; 
1.2. To obtain victim services; 
1.3. To obtain psychological or other professional counselling; 
1.4. To temporarily or permanently relocate; 
1.5. To seek legal or law enforcement assistance, including preparing for any criminal or civil 

proceedings resulting from the violence. 
2. Leave may not be taken if the domestic or sexual violence was committed by the employee. 
3. The BMPL has the right to require an employee to provide evidence of the job-protected 

qualification to the leave. 
4. Calendar year entitlements shall be no less than those identified in the ESA and include both paid 

and unpaid leave.  
 

ADM.2018.38.9 Religious Leave 

1. BMPL shall accommodate requests for leave for religious reasons.   
2. It is the employee’s responsibility to request religious leave, prior to the release of the monthly 

schedules.   
3. All leaves are unpaid and will be approved based on scheduling needs of BMPL. Such review will also 

consider timing of the request and if multiple requests are received for the same day.   
4. Employees may utilize any available vacation time they have accrued and are encouraged to speak 

with the CEO in advance to best plan for retained vacation time.   
5. Any request for altered schedule should be requested directly to the CEO so as to avoid any undue 

pressure placed on other staff to commit to a “swap” of shifts. 
 

ADM.2018.38.10 Other Leaves 

1. All employees have the right to Time Off to Vote in Elections. Employees shall be scheduled on election 
days so that they have at least four (4) consecutive hours to vote during the polling time.  In the event 
that an extended work day is scheduled which shall not allow for voting (federal, provincial, or 
municipal), the employee shall be given a paid leave in order to vote which shall not exceed four (4) 
hours.  The employee should return to work as soon as they have completed their polling, regardless 
of the maximum allowance of leave. 

2. A paid leave of absence to Appear as Court Witness or as Juror shall be awarded without loss of 
benefits to any employee serving as a juror to a maximum of five (5) days or under subpoena to attend 
court or inquest as a witness for a maximum of three (3) days. No time shall be awarded for a criminal 
case in which the employee is the defendant. For any days which the employee has been paid by the 
BMPL, any compensation received from the court for lost wages must be submitted back to the BMPL. 

3. BMPL recognizes all forms of leave identified within the ESA including but not limited to: 
3.1. Family Medical Leave 
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3.2. Family Caregiver Leave 
3.3. Organ Donation  
3.4. Critically Illness Leave  
3.5. Crime-Related Child Disappearance Leave  
3.6. Child Death Leave 
3.7. Leave of absence without pay: 
3.8.  Emergency Leave/Declared Emergencies Leave   
3.9. Reservist Leave  

4. Leave Without Pay may be granted for employees at the discretion of the CEO but may not exceed six 
(6) months.  Conditions of return shall be spelled out, if leave is approved, in a contract between the 
BMPL and the employee.   

5. No employee may request or be granted a leave in order to hold office (federal, provincial, or 
municipal). 

6. No employee may request or be granted a leave in order to take on a permanent or temporary 
position outside of BMPL.  

 

ADM.2018.38.11 Return to Work Program 

1. When an employee has been on leave due to an Injury or Disability Leave, a Return to Work Program 
must be put in place prior to their return.   

2. The CEO shall be responsible for drafting this program, assisted by the employee. The program may 
be informed by medical advice and the CEO reserves the right to request a medical statement: 
2.1. Clearing the employee to return to work; 
2.2. Identifying if there are limitations (physical or other) on the employee or their duties; and 
2.3. Identifying if there are restrictions on hours of work. 

3. Although the Return to Work Program shall be completed prior to the employees actual return to 
work, there may be a need to revisit the program during the first weeks of return to determine if 
additional phases to the program are needed, or if additional plans such as an Accommodation Plan, 
are required. 
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