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HIGHWAY 14 REGIONAL
WATER SERVICES COMMISSION

POLICY AND PROCEDURE
HANDBOOK

HUMAN RESOURCES
POLICY: VACATION PURCHASE PLAN

Policy HUM 1.10

Purpose

Highway 14 Regional Water Services Commission (“Highway 14”) is committed to the well-being
of staff and being away from work is key to an employee wellness, to take time to rest and recharge.
The purpose of this Policy enables employees to purchase additional vacation time beyond their
regular entitlement. This can be beneficial for employees who need extra time off for various
reasons, such as family commitments or personal needs.

Policy and Procedure

Eligibility:
« All full-time employees who have completed at least one year of continuous service are
eligible to participate in the Vacation Purchase Plan.

« Employees must have a satisfactory performance record as determined by their
supervisor.

Number of Days Available:
+ Employees can purchase a maximum of 5 days of additional vacation time per calendar
year.

o These days are in addition to their standard vacation accrual.
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Timing of Purchases:
e The deadline for submitting a request to purchase vacation days is by Jan 31* of the
calendar year.

» Purchased vacation days must be taken within the same calendar year as the purchase.

Cost and Payment:
e The cost per purchased day will be equivalent to the employee's daily rate of pay,
determined by their regular salary. Salaried employees will be calculated based on an
hourly rate of pay.

« Payment for purchased vacation days must be made through payroll deduction, occurring
monthly, and paid back before the intended extra vacation days are used.

» The exact payment amount will be calculated and reflected on the employee's pay stub.

Tax Implications:
* These deductions are taken before taxes are calculated, resuiting in a tax savings for both
the employee and the employer.

Impact on Vacation Accrual:
» Purchased vacation days will not impact the employee's accrual of regular vacation time.

» Accrued vacation time is separate from purchased time and can be used in addition to it.

Restrictions:
» Purchased vacation days can be taken during any eligible vacation period, subject to the
approval of the supervisor.

Procedures:
» Employees must submit a written request to their supervisor outlining their intention to
purchase vacation days.

» The supervisor will review the request and approve or deny it based on company needs
and operational requirements.

Other Considerations:
« This policy will impact pension contributions which are based on salary therefore this
will reduce slightly lower pension contributions.
¢ This policy may be meodified or updated periodically. Employees will be notified of any
changes in writing.



» Any questions or concerns regarding this policy should be directed to the employee
supervisor, or the CAQ.
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