
 

 

Anglican Diocese of Calgary September 2013 

POLICY 

ANNUAL VACATION  

The Diocese of Calgary recognizes the need to provide annual vacation time for Diocese and Parish em-
ployees. This policy is intended to describe the procedures that are to be used in determining how and 
when vacation time will be provided. 

Scope 

This policy applies to all clergy employees of every parish, congregation, or other official agency or ministry 
of the Diocese; and to all lay employees of every parish, congregation, or other official agency or ministry 
of the Diocese that has agreed to follow this policy for their lay employees. 

Compliance 

1. The Diocese recognizes that the provisions of this policy need to, at minimum, comply with labour 
legislation and regulations in the Province of Alberta. 

2. The Diocese expects that all employees that fall within the scope of this policy (see above) will plan 
and take their annual vacation each year and that all parishes and congregations will support those 
employees in fulfilling this very important and healthy responsibility. 

Procedure 

1. Vacation time for all employees that fall within the scope of this policy (see above) will be determined 
in accordance with their calendar years of service (January 1 through December 31) within the Anglican 
Church of Canada or other churches in full communion with the Anglican Church of Canada, as follows: 

a) Up to and including the seventh calendar year of service – 4 weeks’ vacation time 

b) From the eighth to the fifteenth calendar year of service – 5 weeks’ vacation time 

c) From the sixteenth calendar year of service – 6 weeks’ vacation time 

2. For positions that start part of the way through a calendar year, the vacation time earned for that part-
year will be pro-rated based on the schedule in the preceding paragraph and the restriction on the 
carry-forward of vacation time to the following year (in the following paragraph) will be waived. 

3. Subject to the approval process, a maximum of one week of vacation time may be carried over to the 
following year. Any vacation time in excess of one week that is not taken during the year is lost. Any 
vacation time carried over to the following year must be used during that year or it will be lost. 

4. A minimum of three weeks’ vacation must be taken by all employees subject to this policy. If this is not 
going to occur then the Bishop must be notified as soon as this possibility becomes apparent. 

5. If it appears that the vacation time taken will be less than the vacation time entitlement by 2 weeks or 
more, then the Bishop must be notified as soon as this possibility becomes apparent. 

6. Clergy employees with pastoral or liturgical responsibilities will notify their Parish Wardens (or equiva-
lent supervisory positions), their Regional Dean, and the Bishop’s office of the plans for providing pas-
toral and liturgical coverage during the employee’s absence. 

7. Normally, no vacation time can be taken during the first three months of beginning a new position within 
the Diocese. It is expected that all employees will take their vacation entitlement earned under one 
employer prior to leaving the position with that employer. 

Approvals 

1. All clergy employees will schedule their vacation time in consultation with their Parish Wardens (or 
equivalent supervisory positions). If this is not possible, the Bishop’s office shall be notified. 

2. All lay employees will schedule their vacation time subject to the approval of the appropriate supervisory 
personnel in the Parish or Diocese. 



 

 

Examples 

1. A new graduate from seminary is ordained near the end of May 2000 and begins a position in the 
Diocese on June 1st 2000. The vacation entitlement for 2000 is 2 weeks and 2 days (7 / 12 * 20 = 12). 
None of that time may be taken as vacation during June, July or August (the first three months of the 
position) but it could be taken during the remainder of the year. Alternatively, with appropriate approval, 
it could all be carried forward to the following year (2001). For the first calendar year of service (2001) 
through the seventh calendar year of service (2007), the vacation entitlement is 4 weeks per year. The 
maximum carry-forward from each of those years to the next is 1 week (with approval). 

2. The same employee as in the previous example is assigned to a new position in the Diocese as of 
September 1, 2003. The vacation entitlement for 2003 is 4 weeks but that is split between two employ-
ers (parishes) – the previous employer (13 days) and the new employer (7 days). A minimum of 13 
days’ vacation must be taken prior to beginning the new position on September 1st. If fewer days than 
that are taken as vacation before beginning the new position then the remaining days (up to 13) are 
lost. The 7 days’ vacation entitlement for the new position beginning September 1st cannot be taken 
during September, October, or November. However, with the appropriate approval the full 7 days may 
be carried forward to the following year (2004). For the calendar years 2004 through 2007 in the new 
position, the vacation entitlement is 4 weeks. For the calendar years 2008 through 2015, the vacation 
entitlement increases to 5 weeks. 

3. A priest ordained in 1995 has worked in another Canadian diocese for 12 years (1996 through 2007) 
and is appointed to a new position in the Diocese of Calgary as of March 1, 2008. The vacation entitle-
ment for 2008 is 4 weeks and 1 day (10 / 12 * 25 = 21). That vacation time may not be taken during 
March, April, or May but could be taken during the remainder of the year. Alternatively, all of that vaca-
tion time may be carried forward (with approval) to the following year (2009). The vacation entitlement 
for 2009 and 2010 is five weeks and that increases to six weeks in 2011 (the sixteenth calendar year 
of service). 
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