MUNICIPALITY OF SIOUX LOOKOUT
ADMINISTRATIVE PROCEDURE NO. 3-08

SUBJECT: VACATION
SECTION: Personnel
APPLIES TO: All Employees
EFFECTIVE: June 1, 2009

January 1, 2022 (revised)

BACKGROUND
The Corporation of the Municipality of Sioux Lookout believes that adequate time must be
provided to staff members for rest and relaxation. As part of the Corporation’s commitment to

supporting employee’s work-life balance, eligible employees shall receive annual paid vacation
in accordance with, or exceeding, the minimum legislated requirements.

PURPOSE

This policy applies to all non-union, full-time and part-time employees. Unionized employees are
directed to their applicable collective agreement. Contract/term employees are directed to the
terms of their particular contract.

DEFINITIONS

Original Date of Hire — the original date an employee was first employed by the Municipality

Entitlement Date — the date used to calculate the employees annual vacation leave

8.1 Part-Time or Temporary Employees

Part-time or temporary staff is entitled to vacation in accordance with the Employment
Standards Act of the Province of Ontario

8.2 Permanent Employees

For permanent full-time employees, vacation periods, calculation of pay, continuous
service and pay distributions will be based on a vacation year effective on the
anniversary of the Original Date of Hire or the Entitlement Date, whichever is earlier.

For permanent part-time employees the length of service shall be calculated as the
equivalent annual hours of a similar full-time position.

Vacation with pay will be granted in accordance with the following:
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Non-Management Employees

Entitlement Date Less than 1 year Prorated at 3 weeks
1 year Less than 5 years 3 weeks
5 years Less than 10 years 4 weeks
10 years Less than 15 years 5 weeks
15 years Less than 20 years 6 weeks
20 years 7 weeks

Management Employees

Entitlement Date Less than 1 year Prorated at 4 weeks
1 year Less than 5 years 4 weeks
5 years Less than 10 years 5 weeks
10 years Less than 15 years 6 weeks
15 years Less than 20 years 7 weeks
20 years 8 weeks

In the event of the death of an employee before or during vacation, the employee’s
beneficiary or estate shall be entitled to receive such vacation pay as may stand to the
credit of the employee.

Statutory Holidays When on Vacation

In the event that a statutory holiday falls within the vacation period of an employee who
has completed their probationary period, the vacation period may be extended by an
extra day or may be taken at another time. (See Administrative Procedure No. 3-10 for
Statutory Holidays.)

Posting, Allocation and Approval

Choice of vacation dates shall be governed according to seniority within a Department
subject to the requirement to maintain an efficient operation within that Department.
Employees shall make application for vacation approval on the appropriate form prior to
March 30th of each year. The Holiday Schedule shall be posted on or before April 15th
and any weeks of entitlement not booked or chosen at that time will lose seniority
preference. All employees shall make application for vacation approval on the
appropriate form and a copy shall be submitted to the Department Head. Absences shall
only be deemed authorized when forms have been completed and approved.
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Time Frame for Accrued Vacation to be Taken

a) Annual vacation shall be taken by arrangement with the employee’s supervisor in
the calendar year that the entitlement is received. Vacation time may only be
carried over into subsequent years if extenuating circumstances prevent the time
from being taken in the year it is earned. Such carryovers must be approved by
the Chief Administrative officer.

b) There shall be no pay outs of unused vacation time at the end of the year.

c) Employees are required to take a minimum of two (2) weeks paid vacation
annually, in accordance with the Ontario Employment Standards Act.

Maximum Consecutive Entitlement

No employee shall be entitled to more than fifteen consecutive working days of vacation
at any one time without the express consent of the Department Head (not including any
relevant Statutory Holiday). Vacation earned in one year will not normally be allowed to
be coupled with the following year's vacation period in contravention of the above rule.

Vacation Periods Mandatory

It is required by law that all full-time employees take at least one two-week vacation or
two one-week vacations in any given twelve-month period of work (exception is made
only in the case of an employee whose hire anniversary is such that at July 1%, he or she
will have less than a full year of service). Under no circumstances may an employer
condone an employee not complying with this standard, nor may an employer pay out all
vacation pay in place of actual vacation time being taken. The sole exception to this
standard is that an employee leaving employment before having taken his/her current
year's vacation shall be paid out all outstanding vacation earned.

lliness While on Vacation

If an employee becomes ill during a vacation, with presentation of a Doctor's certificate
the lost days may be added to vacation entitlement at the discretion of the Chief
Administrative Officer.

Bereavement Leave During Holiday

If an employee loses a member of the family to which he/she is entitled to bereavement
leave, and upon a written request to the Chief Administrative Officer outlining the details
of such loss the entitled bereavement leave may be added to the vacation entitlement at
the discretion of the Chief Administrative Officer.

Winter Vacation — Union Employees

Where any vacation, float or banked overtime is taken between April 15 and May 31% or
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between September 1t and October 31% in any year, the employee shall be granted one
(1) day extra vacation for each week, taken as a block of five (5) consecutive days of
regular vacation, float or banked overtime in such period.

8.14 Winter Vacation — Reqular Full Time Non-Union/Non-Management Employees and
Management Employees

Where any vacation, float or banked overtime is taken between September 15" and
December 15" in any year, the employee shall be granted one (1) day extra vacation for
each week, taken as a block of five (5) consecutive days of regular vacation, float or
banked overtime in such period.

8.15 Vacation Time and Termination of Employment or Retirement
(a) If an employee terminates employment with due notice (written notification at
least two (2) weeks_prior the final day of work), the final paycheque will include
pay for the unused portion of the earned vacation hours.

(b) If an employee retires with due notice (written notice of at least two (2) weeks
prior to the final day work), the final paycheque will include pay for the accrued
and unused portion of the earned vacation hours.

(c) If an employee terminates, is terminated, or retires from the Municipality and
vacation time has been taken before it is earned, then unearned vacation pay will
be deducted from the final paycheque.
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MUNICIPALITY OF SIOUX LOOKOUT
ABSENCE REQUEST FORM

DATE:

EMPLOYEE NAME:

JOB TITLE: DEPARTMENT:

TYPE OF REQUEST: VACATION SICK
BEREAVEMENT JURY DUTY
LIEU/Banked OT FLOAT DAY
BANKED STAT LEAVE (without pay)

ABSENCE PERIOD:
FROM: AM. P.M.
Date
TO: AM. P.M.
Date

TOTAL NUMBER OF:

HOURS ABSENT: DAYS ABSENT:

If vacation time is taken prior to being earned, the Corporation is authorized to deduct the
equivalent amount from any amounts owing to the employee upon termination of employment

Signature of Employee

Signature of Department Head Signature of CAO (for Dept. Head absence
only)

FORM AP 3-08-1



