Administrative Employee Long Service and Retirement
Procedure 400.401 Recognition

September 2023

Background

Employees of Prairie Land Public School Division are recognized and honoured for their
long—term service and upon their retirement.

Long Service Guidelines

1.
2.

10.
11.

12.

Long service awards will be presented to permanent employees.

Due to the unpredictability of employment of substitute teachers, casuals,
temporary contracts and replacement bus drivers, it is not practical and very difficult
to maintain accurate records for service provided.

If an employee is rehired after a break in service due to resignation or lay off, (e.g.
three (3) months or more), the employee’s anniversary date will revert to the rehire
date.

Maternity leaves and parental leaves are not considered a break in service as the
leave is an authorized leave and the employee is still employed by the Board.

Authorized leaves will be recognized as service years.
Long service is not pro—-rated based on Full Time Equivalent (FTE) status.

If an employee works part—time for one (1) year with the Board, that employee will
be recognized for one (1) year of service.

Long service will be based on “completion of’ an employee's anniversary date
within the school year.

The school year is defined from September 1 to August 31.

Since the long service awards are held in June of each year, the awards will be
presented to those employees that have completed their years of service within that
school year. This is with the exception of those employees who were hired to
commence September 1 of the following school year.

Due to the fact that a teacher could have been hired the previous May or June to
commence September 1 of the current school year, it is highly likely that the teacher
or employee would have worked from the original job offer date and/or over the
summer months in preparation for the new school year. Therefore, any employee
with an anniversary date of September 1 will be included in the previous school
year.
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Procedures

1.

10.

Staff members will be honoured after five (5) years of continuous service (without
resignation) and once every five (5) years thereafter.

All employees will receive the following long service recognition.
2.1 An engraved pin after five (5) years of service.
2.2 An engraved pin after each succeeding five (5) year period of employment.

All employees, upon leaving Prairie Land, will receive the following recognition of
their long service to the Division.

5.1 A gift costing approximately $200 for service of ten (10) to nineteen (19) years.

5.2 A gift costing approximately $400 for service of twenty (20) to twenty nine (29)
years.

5.3 A qift costing approximately $500 for service of thirty (30) years or more.

Prairie Land Public School Division may, at its discretion, alter the amount of the gift
upon retirement of an employee.

Staff members receiving recognition shall be invited to the annual recognition
evening banquet at Prairie Land Public School Division’s expense. If the staff
member requests to bring a guest they may do so at their own cost.

Leaves of more than one (1) calendar year will not be considered as qualifying for
long—term service.

Maternity and professional improvement leaves of one (1) year or less will be
considered towards long—term service.

Personal leaves for more than one (1) calendar year will not be considered for
long—term service.
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