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PREAMBLE: 

 

Exchange leave is a period of leave granted to an employee on continuing or regular appointment to 

exchange positions with an individual of comparable qualifications and experience.   

 

 

PROCEDURE: 

 

1. The specific provisions of the employment policies or collective agreement(s) will apply. 

 

2. Subject to any express terms of a collective agreement to the contrary, the following provisions apply 

to exchange leave requests: 

 

(a) At least one year prior to the intended commencement of the exchange leave, the employee 

wishing to take an exchange leave must notify the OC President and designated supervisor, in 

writing of their intention to negotiate an exchange leave. 

 

(b) At least ten months (six months for instructional employees) prior to the exchange leave, the 

employee will notify the OC President and designated supervisor of their arrangements and 

submit the qualifications of the incoming employee for approval. 

 

(c) The qualifications and references of the incoming employee will be reviewed for approval. 

 

(d) The employee requesting the exchange leave will be notified by the Human Resources Division, in 

writing, within one month of [2.0 (b)] above of OC's decision. 


