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ABOUT TRUCKING HR CANADA

As a national, non-profit organization, Trucking HR Canada advances modern HR solutions
for the trucking and logistics workforce. One of our strategic priorities is to make a company’s
job easier by delivering a comprehensive collection of up-to-date guides, reports, templates
and more to support effective human resource management, recruitment and retention efforts.

Visit truckinghr.com to find out more.

DISCLAIMER

The information contained within does not constitute legal advice. Trucking HR Canada,
and all content contributors, bear no responsibility for any circumstances arising out of or
related to the adoption, or decision not to adopt, any of the recommendations contained
in this document.

WANT MORE?

Visit the HR Resource Library on Trucking HR Canada’s website for up to date, practical HR
management guides and tools designed specifically for trucking and logistics employers.
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PURPOSE

[Company Name] (the “Company”) recognizes that employees will need days off from work from time
to time to address their medical needs. This policy outlines the medical / sick leave entitlements for
employees.

SCOPE

This policy applies to all employees, including full-time, part-time, casual, and fixed-term contract
employees, who have been continuously employed with our company for at least thirty (30) days. This
policy applies to the personal medical / sick leave requirements of employees. Entitlements for time off
to care for a sick family member are defined in the Personal Leave Policy.

Entitlements

Employees will be entitled to three days of paid medical leave after 30 days of continuous
employment;

After this initial 30-day period, employees will earn one day of paid leave at the beginning of each
month, after completing one calendar month of continuous employment;

Employees can earn up to 10 days of paid leave in a calendar year;

Paid leave may be taken in one or more periods;

Each period of leave must be a minimum of one day in duration; and

Employees are entitled to receive pay for their normal hours of work at their regular rate for each
day of medical leave.

Conditions

Employees are entitled to medical leave with pay when the following criteria apply:

e An employee is ill or injured;

An employee is donating an organ or tissue;

An employee is attending medical appointments during work hours; or

An employee is required to be in quarantine.
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This entitlement is only valid on days in which an employee is scheduled to work or is reasonably
expected to be available for work. For example, an employee works a standard schedule of Monday to
Friday. If the employee is sick on Saturday and Sunday, they are not eligible for paid medical leave for
those days as they were not scheduled to work or expected to be available to work.

Procedures

e When taking sick time or initiating a medical leave, employees must notify their supervisor as far in
advance of the start of their shift as possible. The employee should inform when they will be off and
if possible, for how long. If the duration is unknown, their supervisor should be notified of any
absence intention daily.

e Each day of medical leave of absence with pay that an employee takes the employee will be paid at
their regular pay rate for normal hours of work (OR if unionized, [the amount will be calculated in
accordance with a collective agreement]) for each day an employee is absent under the terms of
this policy.

e The Company will keep records on the following:

The dates when the leave started and ended;

The year of employment in which the leave was earned;

The number of days of leave carried over from the previous year;

A copy of any written request for a medical certificate made by an employer; and
A copy of any medical certificate submitted by an employee

e When there is a transfer of business and work activities between employers due to transactions
such as sales, mergers or retendering of contracts, and the worker’s employment is connected to
that business and related work activities, then their employment is considered to be continuous.

Medical Documentation

Employees who take at least five consecutive days of paid medical leave will be requested, in writing to
provide medical certification from their Physician within 15 days of their return to work.

Carry Over of Paid Medical Leave

Unused paid sick leave days carry over to the next calendar year and counts towards that year’s
maximum entitlement of ten (10) days. In other words, a maximum of 10 paid sick days can be taken
annually.
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POLICY REVIEW

The Company will review this policy as deemed necessary based on business or legislative
change requirements, or no less than once every three years.

ACKNOWLEDGEMENT

| acknowledge that | have read and understand the Medical / Sick Leave Policy. | agree to
comply with this Policy and its guiding principles.

Name (Print):

Signature:

Date:

Effective Date:

Revision Date:
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PREPARED BY:

((TruckingHR
Canada

104-720 Belfast Road
Ottawa ON K1G 075

FUNDING PROVIDED BY:

Ontario @



