Administrative
Procedure 400.307

Vacation Entitlement

September 2023

Background

Prairie Land Public School Division provides each employee with a vacation entitlement
to give employees time for rest and recreation, and in keeping with legislation.

Procedures

1.

During the first year of service, twelve-month employees are entitled to one and
one—quarter (1 and 1/4) days of vacation with pay for each full month worked to a
maximum of fifteen (15) working days.

Employees with less than fifteen (15) days of vacation entitlement in their first year
of employment may take additional days off without pay to a maximum of fifteen
(15) days, including vacation days.

Subsequent vacations with pay shall be based upon full years of continuous service
in each calendar year as follows:

3.1 After 1 year 15 working days annual vacation
3.2 After 6 years 20 working days annual vacation
3.3 After 13 years 25 working days annual vacation

Annual vacation should be scheduled at appropriate times and be approved, in
advance, by the Principal/Supervisor. Under normal circumstances, vacations will
be scheduled during school breaks.

Vacation pay for ten month support staff shall be based upon years of continuous
service as follows:

5.1 1to 5 years 6% of salary
5.2 6 to 12 years 8% of salary
5.3 Over 12 years 10% of salary

Vacation pay shall be. accumulated monthly for twelve-month employees and paid
monthly for ten-month employees.
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