Human Resources Policies and Procedures


Policy Number:
B-1

Effective Date:
October 29, 1990

Current Printing:
February 2004

Subject:
Vacation and Leave Requests

All employees are entitled to request annual vacation, supplementary vacation, banked overtime leave and leave of absence without pay.  The Department will grant leave subject to workload requirements and staff availability.  Where two or more employees in a given department have requested leaves which overlap and due to workload requirements, it is not in the best interest of the department to grant all requests, preference will be give to the employee with the greater number of years of service.
Purpose:
The purpose of this policy is to clarify the procedure dealing with different types of requests.

Procedure:
Annual Vacation Leave
1. All requests for annual vacation leave between April 1st to December 31st must be submitted to the Department Head or delegate in writing (see attached form) no later than March 31st of each year. 

2. All departments should have approved annual vacations posted no later than April 30th of each year.

3. All requests for vacation leave for annual vacation during the periods January 1st to March 31st of each year must be submitted to the Department Head or authorized delegate in writing at least two weeks in advance of the leave requested.

4. Employees on vacation shall not alter the length of the scheduled vacation period without the approval of the Department Head or delegate.

5. Employees must take annual vacations within the calendar year.  Department heads or delegates are responsible to monitor vacations.

a. Vacation deferments shall be granted in accordance with the Collective Agreement; or

b. Upon approval by the Department Head or delegate due to extenuating circumstances, such as extended period of used sick leave, or extended W.C.B. leave during the last three calendar months of any year.

6. Disability or illness of a serious nature occurring immediately prior to or during scheduled vacations and which continues for a period of three (3) working days or more, may, upon receipt of a Doctors' Certificate, be reversed to sick leave and the affected portion of the vacation leave returned to the vacation leave bank. 

7. In all cases of termination of service for any reason except retirement, adjustment will be made for any over-payment of vacation.

Supplementary Vacation
1. Supplementary Vacation, an additional five (5) working days of leave entitlement, is granted in accordance with the Collective Agreement. 

2. Employees must take Supplemental Vacation within five (5) years of entitlement.  Each Department Head or delegate is responsible for ensuring employees take supplementary vacations within the allotted period.  Supplementary vacations may not be deferred.
3. Employees must make a request for supplementary vacation at least two weeks in advance of the date requested.

Banked Overtime Leave Request

1. Banked Overtime is accrued, granted and paid out in accordance with the Collective Agreement. 

2. Employees must make a request for banked overtime at least five (5) working days in advance of the requested leave.

3. The Department Head or delegate will respond in writing by completing the appropriate section on the Leave Request form, and returning it to the employee by the end of the next working day following receipt of the leave request.

Leave of Absence Without Pay

1. The employee must submit a request for a leave of absence without pay in writing to their Manager stating the reason for leave and the time off requested. 

2. A request for a leave of absence without pay will only be considered if an employee has totally exhausted all vacation leave (annual, supplementary and deferred) and any banked overtime.

3. The Corporation considers each request for leave of absence without pay on its own merits.

4. The Corporation expects employees to plan their vacation time in accordance with their total vacation credits and not to assume that the Corporation will grant additional leave of absence without pay requests.

5. Any employee granted leave of absence in excess of one calendar month will be required to prepay full payment (employee and employer portions) of all benefits, i.e. medical, dental, group life, extended health, and if the employee so elects, Municipal Pension benefits.  Further, employees shall not receive sick leave credits or statutory holidays and the Corporation will adjust any increment dates accordingly.  Annual vacation credits for the next year will be pro-rated for any leave of absence without pay in excess of one calendar month.

6. Requests for leave of absence without pay for periods of up to five (5) days require Division Manager approval.  Leave requests for periods of between one (1) week and six (6) weeks require Department Head approval.  Leave requests in excess of six (6) weeks require the Chief Administrative Officer’s approval.

7. An employee placed on leave of absence without pay pending investigation of a complaint, or as a result of disciplinary action, is required to comply with Item 5 above and pay for benefits as described.
Attachment: Leave Request Form

THE CORPORATION OF DELTA

VACATION LEAVE REQUEST FORM

Name: 


Department: 


	Regular

Vacation
	1st Choice:
	To:
	Total 

Working

Hours:

	
	2nd Choice:
	To:
	Total 

Working

Hours:


	Supplementary

Vacation
	From:
	To:
	Total 

Working

Hours:


	Banked

Overtime
	From:
	To:
	Total 

Working

Hours:


Employee’s 

Signature

Date Requested: 


The following section to be completed and signed by approving supervisor and signed by the Department Head.

Date Received: 

Date Approved:


Supervisor:

Department Head: 


Current entitlement:

Regular Vacation




Supplementary Vacation




Banked Overtime

Not approved: 

Date:


Reason: 


____________________________

Signature
F:\Forms\Leave Request Form.doc
June 2002
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