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THE CORPORATION OF THE TOWNSHIP OF WHITEWATER REGION 

BY-LAW 04-05-158 

A By-Law To amend the Human Resources Corporate Policies and Procedures for the 
Township of Whitewater Region 

WHEREAS the Transition Board of the Township of Whitewater Region has enacted 
Human Resources Corporate Policies and Procedures for the Township of Whitewater 
Region; 

AND WHEREAS it is deemed desirable and expedient to amend the said Human 
Resources Corporate Policies and Procedures for the purpose of amending an existing 
policy; 

NOW THEREFORE the Council of the Corporation of the Township of Whitewater 
Region enacts as follows: 

1. 

2. 

3. 

. That Policy 0-4 and 0-5 as originally set out in the Transition Board's Human 
Resources Corporate Policies and Procedures hereby be repealed. 

That the following attached policies hereby be enacted as amendment to the 
Transition Board's Human Resources Corporate Policies and Procedures 

• #0-4 Vacation 
• #0-5 Bereavement/Compassionate Leave 

That this Bylaw sh1?11 come into force and take effect January 1, 2004. 

Ill· 
~EAD a first time, a second time and finally passed this third reading this 'i day 
I ((.'1. ' 2004. . 

£2j~lIU!lllX 
Reeve Clerk 



POLICY: VACATION #D-4 

COVERAGE: All Employees 

POLICY STATEMENT: 

Each Department Head or designate is responsible for scheduling vacation dates for employees in 
a manner that is as fair as possible to all employees and that ensures minimum disruption of service 
in the Department. 

PROCEDURE: 

1. Consult the appropriate Uni0l1 Contract for any deviations to this policy. 

Fllll-Time Employees 

2. The following schedule shall be used to calculate vacations: 

Upon hire, vacation will accllmulate at the rate of 0.83 clays per month for each full calendar 
month worked up to December 3151. 

Beginning January 151 ofthe vacation year during which the employee will complete one (1) 
full year of employment, he/she will be credited with ten (10) working days of vacation 
leave. . 

Beginning January 151 of the vacation year during which the employee will complete two (2) 
full years of employment, he/she will be credited with fifteen (15) working days of vacation 
leave. 

Beginning January 1 sl of the vacation year during which the employee will complete nine (9) 
years of employment, he/she will be credited with twenty (20) working days of vacation 
leave. 

Beginning January 151 ofthe vacation year during which the employee will complete eighteen 
(18) years of employment, he/she will be credited with twenty-five (25) working days of 
vacation leave. 

Beginning January 151 of the vacation year during which the employee will complete thirty 
(30) years of employment, he/she will be credited with thirty (30) working days ofvacatioq 
leave. 

Upon tel111ination of employment or if an employee transfers to part-time employment, 
he/she is paid the pro-rated monthly portion of unused vacation that was credited on January 
151. Conversely, an employee is responsible for payment of vacation taken but not earned 
based on a pro-rated monthly calculation from January 151. 
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#D-4 
An'employee may carry the equivalent of one (1) year's vacation to the subsequent year. The 
carried over vacation must be used in the subsequent year. 

3. In the case of a newly recruited employee with significant relevant experience, the Chief 
Administrative Officer/Clerk, in consultation with the Chairperson of the Committee under 
whose jurisdiction the recruited position faIls, has the discretion to adjust the starting 
vacation entitlement. The adjustment may be up to the maximum that the new recruit would 
have eamed ifhe/she acquired all directly related experience as a Township of Whitewater 
Region employee. 

Part-Time Employees 

4. Vacation pay for part-time employees is in accordance with the Employment Standards Act, 
except that part~time employees, after one (1) year's work (1,840 hours) wiIl receive six 
percent (6%) vacation pay; after eight (8) years' work (14,720 hours) wiIl receive eight 
percent (8%) vacation pay; and after seventeen (17) years' work (31,280 hours) will receive 
ten percent (10%) vacation pay. 

General 

5. For the purpose of vacation entitlement, years of employment means the combined years of 
employment as a fuIl-time and a regular paIi-time employee. Part-time service is based on 
cumulative hours worked (see Procedure No.4 above). 

6. All vacation is taken in agreement with the employee's supervisor. Length of service on 
active payroll will be given consideration in choice of vacation periods. All employees are 
entitled to two (2) weeks of earned vacation consecutively. Consecutive earned vacation 
periods of more than two weeks may be obtained with the expressed permission of the 
employee's supervisor. 

7. Vacation requests must be in writing. 

8. While on active payroll, employees are not pennitted to take cash in lieu of vacation except 
upon termination of employment. 

9. Sick leave may'be substituted for vacation leave where the employee can establish, by 
Doctor's certificate, that an illness or accident occurred while on vacation. 

10. Vacation pay shal1 be calculated at the rate effective immediately prior to the vacation period 
and full-time employees may receive their vacation pay prior to the beginning of their 
vacation period, provided that employees notify the pay office in writing three (3) weeks 
before the start of the vacation period. 

11. Vacation credits will not accrue during an unpaid leave of absence (including Workplace 
Safety and Insurance Benefits) or after a period of thirty (30) consecutive days leave for 
illness. 
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POLICY: BEREAVEMENT/COMPASSIONATE LEAVE #0-5 

COVERAGE: All Employees 

POLICY STATEMENT: 

Employees shall be granted paid leave of absence in the event of death in the family. 

PROCEDURE: 

1. Consult the appropriate Union Contract for any deviations to this policy. 

Full-Time Employees 

2. The Employer pays an employee up to three (3) days pay at the employee's straight time 
hourly rate for all regular time lost in the event ofthe death ofthe employee's wife, husband, 
father,' mother, father-in-law, mother-in-law, sister, brother, son, daughter, son-in-law, 
daughter-in-law, brother-in-law, sister-in-law, grandparent, common-law spouse, grandchild, 
or foster child. Such leave consists of three (3) consecutive days and shall be taken to 
coincide with the funeral of the deceased person. An employee shall be granted one (1) day 
leave to attend the funeral of an aunt or uncle. If scheduled to work, one (1) day leave is 
granted to attend the funeral of the grandparent, brother-in-law or sister-in-law of the 
employee's spouse. 

3. Common-law status is recognized but in no event is an employee eligible for leave for a 
former common-law relationship or relationship by marriage that has since been terminated 
by divorce or annulment. Similarly, common-law relationships are not recognized where a 
marital relationship was not terminated by divorce or annulment. 

4. When the funeral occurs outside the area, such paid leave may include reasonable travelling 
time <it the discretion of Manageinent. 

S. One (1) day leave is granted without loss of salary or wages to attend a funeral as a 
pallbearer. A request for such leave is given twenty-four (24) hours in advance ofsuch leave, 
unless, under extenuating circumstances, such notice of time is not possible. 

6. In the event that bereavement leave is required while an employee is on paid vacation, such 
paid vacation is re-credited to the employee. 

Part-Time Employees 

7. Bereavement leave is applicable to part-time employees to the extent that such leave is 
required tluring a three (3) day consecutive period that coincides with the date ofthe funeral, 
on days which part-time employees are scheduled to work. 
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