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VACATION & HOLIDAYS
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VACATION








VH-6.01

Policy

1. All employees are entitled to vacation time and vacation pay.  Vacation pay is calculated as a percentage of gross pay and vacation time is calculated in days per year.

2. Vacation pay will be calculated and paid on each regular payday.  It is the responsibility of the employee to manage their holiday pay. 

3. The vacation year is from January 1st to December 31st of each year.  As such, employees are asked to submit in writing to the Administrative Lead, their requests by April 1st for summer/fall vacation and by October 1st for winter/spring vacations.  In the event of a conflict, vacations will be allocated first based on seniority.  After the cut-off date, vacations will be approved on a first-come first-serve basis.  Recognizing that all requests may not be accommodated and vacation conflicts may occur, it is up to employees to try and work with each other to resolve these situations and advise the Administrative Lead of the resolution so that the work scheduled can be completed.  The Administrative Lead will periodically publish planned vacation time for staff to facilitate this process.  It will then become the responsibility of each employee to manage their vacation appropriately and record the time taken on their time sheets.

4. As a reminder, when requesting vacation time, it is expected that the Nursing staff will try to work with the appropriate Doctors to ensure that their vacation time and days coincide with the Doctor’s vacation schedules.

5. The vacation eligibility for all part-time paid staff is 4% of gross pay.

6. The vacation eligibility for all full-time paid staff is as follows:

1 -- <5 years of service                      10 days Vacation Time

5 -- <15 years of service
          15 days Vacation Time

15+ years



          20 days Vacation Time

Approved / Revised by the Board :  September 11, 2008
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PROCESSING VACATION REQUESTS




VH-6.02
Policy

Planning of the Clinton Family Health Team staff vacations will be coordinated to prevent interruptions in service to the public.

Procedure

1. The vacation “planning periods” are June 1st to November 30th and December 1st to May 31st.

2. The deadline for staff vacation requests for the June 1st to November 30th period is April 1st each year.  No vacation requests for the June 1st to November 30th period will be approved prior to the general deadline for requests.

3. The deadline for staff vacation for the December 1st to May 31st period is October 1st each year.  No vacation requests for the December 1st to May 31st period will be approved prior to the general deadline for requests.

4. Vacation requests submitted by the established deadlines noted above shall be approved within two weeks.

5. Staff who share responsibilities for program/service delivery (e.g. reception services, nursing, etc.) are required to consult with each other prior to submitting their requests in order to ensure that vacation requests are co-ordinated and ensure appropriate coverage for the Clinton Family Health Team’s services.

6. Where vacation requests conflict with each other (i.e. may result in an interruption of service to the public), those requests will be approved on the basis of seniority.

7. Vacation requests that are submitted after the deadlines shall be approved based on a first come, first serve basis, taking into consideration the policy to prevent interruption in service to the public.
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PERSONAL DAYS (E.G. PERIODIC LEAVE


VH-6.03

OR PAID PERSONAL TIME OFF)

Policy

1. Personal Days is defined as paid personal time off required by employees resulting from a minor illness to care for themselves or a family member, doctor and dentists appointments, special family matters, weather, education, religious holidays, etc.

2. All employees will have the number of paid personal days per calendar year stated in their contract.  Personal Days cannot be carried over into a new calendar year.  It is the responsibility of the employee to make arrangements for someone else to cover their regular scheduled time and to record the days taken on his/her time sheet.  Days should be taken as whole days, not half or part days and be clearly marked on the time sheet as a Personal Day taken if you wish to be paid.
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OTHER HOLIDAYS






VH-6.04

Policy

1. A full-time employee is entitled to the following paid holidays:

· New Year’s Day

· Family Day

· Good Friday

· Easter Monday

· Victoria Day

· Canada Day

· Civic Holiday

· Labour Day

· Thanksgiving Monday

· Christmas Day

· Boxing Day
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