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Vacation Policy

Policy Statement
Vacation pay will be paid when an in scope employee takes their vacation entitlement.
Vacation entitlements are to be used, other than as indicated in the regulations, within the year
following the year in which the entitlement was earned.

Definitions
1. Full time employee: A full time employee is one whose regularly scheduled hours are

36.5 hours per week.

2. Part time employee: A part time employee is one whose regularly scheduled hours are
less than 36.5 hours per week.

3. Job Share positions: Employees job-sharing a position will, for the purposes of this
policy, be considered part time employees.

4. Vacation Anniversary date: The employee’s vacation anniversary date is their first day
of work with Palliser Regional Library, and will never change.

5. Vacation entitlement: The employee’s vacation entitlement is as outlined in Article
20.01 of the Collective Agreement.  A week’s vacation will be deemed to be equal to the
number of hours the employee is regularly scheduled to work in a week.

Regulations
1. These regulations shall apply to all full time and part time employees and to both in

scope and out of scope staff.

2. Unpaid leave of absence will affect the amount of vacation available upon return from
leave to their original Vacation Anniversary date.
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3. Unpaid leave of absence will not affect the date an employee receives their next
vacation increment.

4. An employee who has worked the entire year as a full-time employee will receive
vacation entitlement at the rate of pay in effect when vacation is taken.

5. When a part-time employee takes vacation, they shall be paid at the rate of pay in effect
when the vacation is taken or the rate of pay determined by the application of The
Saskatchewan Employment Act, 2013, c.S-15.1, s.2-27 (1), whichever is the greater.

6. When an employee has completed the requisite number of years of continuous service
as outlined in the Collective Agreement, on their anniversary date the employee will be
entitled to the upgraded vacation entitlement as per Collective Agreement.

7. When an employee dies, resigns, or their employment is terminated, the estate or the
individual will be paid for any unused vacation funds as per section 3 or 4 of these
regulations.

8. When an employee is employed temporarily, the earned vacation entitlement will not be
paid out at the end of the temporary appointment if the employee is immediately hired on
another temporary contract or on a permanent basis, but will continue to accrue.

9. When a part time employee becomes a full time employee, the vacation pay and
hours earned will be pro-rated to the new position’s regularly scheduled hours of
work and rate of pay.

10. When an employee, full time or part time, has a reduction of hours in their
position, then the vacation is calculated at their new position’s rate of pay and
number of regularly scheduled hours.  Any excess amounts in their vacation
accumulators is paid out to the employee.

11. Where an employee is working for two or more locations in Palliser, the following will
apply:
11.1. Each location will be considered a separate entity.
11.2. Vacation earned at one location cannot be applied to any other branch.
11.3. The rate of pay for vacation time shall be calculated separately for each location.
11.4. The total vacation entitlement of the employee shall not exceed the vacation time

stipulated in the Collective Agreement.

12. An employee will use his/her full vacation entitlement in the year following the year it was
earned except:
12.1. An employee may, upon written application to the Director or the Head of the

Moose Jaw Branch, carry over a maximum of one week of his/her vacation
entitlement to the next year.
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12.2. Any vacation time carried forward into the following year will be paid as per
section 3 or 4 of these regulations.

13. In the event an employee fails to take their full vacation entitlement, the employee’s
supervisor may, upon giving four weeks’ written notice to the employee, schedule the
unused vacation for the employee and the employee will take vacation at the time so
scheduled.

14. The Director or the Head of Moose Jaw Branch will consider written requests for
vacation in increments of at least three hours.

15. Vacation requests will be granted on the basis of seniority when submitted before March
1st annually and on a first come, first served basis when submitted after March 1st.
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