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VACATION LEAVE FORM
All staff are required to submit vacation requests to their supervisor for vacation leaves. Please complete this form then submit it to your supervisor via email for approval. The completed form should be sent from the supervisor to Sandy Reichert, for record keeping. Vacation leave entitlements and links to the UBC HR Benefits, Collective Agreements; and AAPS are below for your convenience. 

Vacation Details 
Date:    


Name:


Position:

 
Affiliation:


Vacation start date:


End date: 


Total vacation days/hours taken for this leave: 

Days:


 Hours: 


In my absence  
   will look after all urgent requests that pertain to my position. 

Supervisor: 


Note: This applies to CUPE 2950 & CUPE 116 and Non Union Techs. Please go to the applicable website listed below for further information. 

Employees shall receive an annual vacation with pay on the following basis: 

• Three (3) weeks during the second (2nd) calendar year. 

• Four (4) weeks during the fifth (5th) calendar year. 

• Five (5) weeks during the eighth (8th) calendar year. 

• Commencing with their fourteenth (14th) calendar year of service, employees shall receive one (1) additional day with pay for each additional year of service, to a maximum of five (5) additional days. 

• Six (6) weeks during the eighteenth (18th) calendar year. 

Rates of pay in each of the above cases shall be those that the employee would have received if she/he had worked. For computation of vacation entitlement, employees shall be deemed to be in their second (2nd) calendar year on January 1st if they had service immediately preceding that date. 

Carry forward of two weeks over to following year only.

Contact

Sandy Reichert
DEOF, Faculty of Dentistry, IRC
350 – 2194 Health Sciences Mall, Vancouver, BC V6T 1Z3 Canada
Tel: 604 822-6887 Fax: 604 822-4532

 E-mail address: sandralr@interchange.ubc.ca
 On the Web UBC HR 
What benefits am I eligible for? http://www.hr.ubc.ca/ benefits/eligibility.html 
Agreements & Handbooks http://www.hr.ubc.ca/ collective_agreements/ 
Association of Administrative and Professional Staff http://www.aaps.ubc.ca/ 
To find this and other forms:  Faculty of Dentistry Intranet, Admin Info, Staff Forms
