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Maternity, Parental and Adoptive Leave Policy
Maternity/Parental/Adoptive and other government supported l eave shall conform to the provisions of the Employment Standards Act. The full period of the leave is granted without pay. Inclusions East will issue a Record of Employment on commencement of leave which allows the employees to make claim for Employment Insurance Benefits. 
An employee granted leave cannot return until leave has ended. Should the employee wish to have their leave extended; a leave request must be submitted to the Executive Director prior to 30 days of expiry of present leave. 
During the full period of leave, vacation and sick leave do not continue to accumulate. Employees on paid leave cannot apply for a transfer to posted positions until 30 days before scheduled return. During the period of the leave the employee may retain coverage under the Group Medical, dental, and extended Health plans and the full premium costs of all benefits will be paid by the employee. Employer contributions to the Group RRSP will only be made after evidence of an employee contribution to said plan. 
When the employee returns to work from an approved maternity/parental leave, it is expected for them to return in a similar position at the same salary level. Every attempt will be made to return employees to a position of equal responsibility on return from leave status, however, no guarantees exists that the exact position left will be available on return. 
Inclusions East does not top up EI benefits to anyone on Maternity/Parental/Adoption benefits or provide a "supplement" through a Supplementary Unemployment Benefit (SUB) plan. 
For more information on Maternity/Parental/Adoption benefits, please visit: Maternity/Parental/Adoption Leave | Government of Prince Edward Island 

Unpaid Leave 
Employees must apply and may take unpaid leave only with the written consent/approval of the Executive Director. Consideration will be given to requests for leaves that are educational or developmental in nature. 
During periods of unpaid leave, medical and dental coverage shall not continue to be paid by the employer, vacation shall not continue to accrue. 
Should position changes within the organization occur; every attempt will be made to return employees to a position of equal responsibility on return from leave status, however, no guarantees exist that the exact position left will be available on return. 
Requests to extend approved leaves beyond the end date must be submitted a minimum of 30 days prior to the end of approved leave. 
Employees are unable to return to same position before the end of their approved leave.
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