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VACATION ON-LINE REQUEST PROCESS 

FREQUENTLY ASKED QUESTIONS (JANUARY 2020) 
 

Question:  How do I know what days I can request for vacation?  
Answer: This information can be found in the following locations: 

1. When you are entering your vacation day(s) in CADS, once you have accepted the 

day and indicated if you require a replacement, the next step will have a link 

(Specific Classification Information) attached allowing you to view the details.  

See below: 

 

2. The document (Specific Classification Information) is available on my43 > 
Departments/Human Resources/Staffing/I am a Support Staff member 
 

3. Speak to your Administrator or Manager 
 

Question:  How do I know what the alternate calendar days are?  
Answer: 1.  The alternate calendar days were indicated in the memo you received in September. 
       For your convenience, the alternate calendar days this year are: 

• February 14, 2020 

• March 23 – 27, 2020 (the second week of Spring Break) 
 

2. The document (calendar dates) is available on my43 >Departments/Human 
Resources/Staffing/ I am a Support Staff member 
 

3. When you are entering your vacation day(s) in CADS, once you have accepted the 
day and indicated  if you require a replacement, the next step will  have a link 
(Calendar dates) attached that will allow you to view the details.  
See above screen shot. 
 

Question: On my pay statement under Storage Bank Balances it shows under 35 VAC (YR XX – 
XX).  I have more seniority than that. 

Answer: Please note this is not the amount of seniority you have with the District.  This is the 
grouping based on your years of seniority for vacation purposes. (Refer to Article 6.1.7) 

 
Question: In previous years’ our seniority in years/months/hours was on our vacation form.  

Where can I find this information?   
Answer: To assist in the transition of the electronic vacation process, this year we will be 

providing a list of employees indicating the total years/months/hours of calculated 
benefit seniority.  Vacation entitlement is based on your benefit seniority.  (Refer to 
Article 6.1.7).  The list (Calculated Benefit Seniority for Vacation Entitlement) can be 
found on my43 > Departments/Human Resources/Staffing/I am a Support Staff 
member. 
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VACATION ON-LINE REQUEST PROCESS 

FREQUENTLY ASKED QUESTIONS (JANUARY 2020) 
 

Question: I am a school term employee. How do I request to have my vacation days paid out in 
June? 

Answer: Payroll will be sending out communication within the next few weeks. 
 
Question: How do I request to carry forward days to next year? 
Answer: Payroll will be sending out communication within the next few weeks.   

Please remember you are required to take a minimum of 10 vacation days in the current 
year before you can carry forward days to the following year. The maximum number of 
days you can carry forward is 5.  
 

Question: Where do I find out what days I have already scheduled? 
Answer: You can view your vacation days in CADS on my43 > CADS > View or Change an Absence 
 
Question: When will I receive the approval for my vacation request? 
Answer: After your Administrator/Manager has approved the request, it will route to Human 

Resources for processing. 

Human Resources will process the requests paying special attention to the following:  

• Whether or not the request is a day the employee would normally work  

• The requested date of the vacation  

School Term Employees: Your vacation request is pay and not a day off work (unless 
your request falls under Article 6.1.C of the Collective Agreement).  Therefore, you can 
expect to receive approval not later than 24 hours prior to the day your vacation pay is 
for (e.g. Spring Break, Pro-D). 

If your vacation starts within 24 hours and you have not received an approval e-mail 
from Human Resources,  please e-mail HumanResourcesSupport@sd43.bc.ca. 
 

Question: I entered my vacation day(s) in CADS and I want to cancel or make a change.  How do I 
do this? 

Answer: Once you have received the approval from Human Resources, go in CADS > View or 
Change an absence to make the change.  If your vacation starts within 24 hours and you 
have not received an approval e-mail from Human Resources,  please e-mail 
HumanResourcesSupport@sd43.bc.ca. 

 
Question: I entered my vacation days(s) in CADS and want to cancel or change it, AND I have not 

yet received the approval e-mail.  What do I do? 
Answer: Send an e-mail to HumanResourcesSupport@sd43.bc.ca. 
 
Question:   If I am entering a range of days that span over a statutory holiday (e.g. June 30 – July 

03 which includes Canada Day on July 01) does the system recognize it? 
Answer: Yes, CADS is no different than it was prior to the elimination of the vacation forms.   
 
Question: Am I still required to submit my request 24 hours in advance?  
Answer: Yes 
 
Question: Was there any change to the deadline to request my vacation this year? 
Answer: No 
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