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	AUPAT TERMS OF EMPLOYMENT


GENERAL

The terms and conditions of employment in this document shall apply to those non-academic non-unionized employees who provide professional, or administrative, or technical services to the University.

These terms of employment are subject to amendment and the initiative for any such revision may be taken either by the Administration or the employees covered by the policy.  The Board, in the person of the President, has final authority over this document, its interpretation and application.  These terms of employment do not circumscribe the Board’s authority to manage the University’s affairs.

Definitions

1.
"Board" means the Board of Governors of Acadia University.

2.
"President" means the President of Acadia University.

3.
"University" means Acadia University.

4.
"Academic Year" means the period July 1 to the following June 30.

5.
"Senior Administrators" are the President, Vice-Presidents, Chief Financial Officer & Treasurer, and Directors who report directly to the President.

6.
"Supervisor" - unless specifically stated otherwise, the term "supervisor" shall mean the employee's immediate supervisor, who may carry an official University title, for example, Supervisor, Manager, Department Head, Dean, Director, Vice-President, President.

7.
"Employee" means a person who is included in the Acadia University Professional, Administrative and Technical (AUPAT) Staff.  A full-time employee works a minimum of 35 hours per week and a part-time employee works a minimum of 17½ but less than 35 hours per week.
8.
“Dependent” refers to either eligible spouse or dependent child.  

(a) An eligible spouse  is defined as:

(i)       your legally married spouse, or

(ii)
a registered domestic partner within the meaning of the Vital Statistics Act, or

(iii)
a common-law partner living with you in a conjugal relationship that is not a legal marriage, provided you have been living together for at least 12 months

(b) A dependent child, for the purpose of receiving a tuition discount (E-1), is defined as your natural or legally adopted child who is under the age of 25, not regularly employed and does not have a spouse as defined in 8(a) above.

Application of Terms of Employment - Certain terms of employment cover all employees.  However, due to the wide difference in levels of responsibility and position duties, some terms of employment vary according to salary grade.
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APPOINTMENTS

1. Type of Appointment
(a) Full- or Part-Time Appointment - The appointment will become continuing when the probation period has been successfully completed.  

(b)
Sessional Appointment - A full-time or part-time appointment of greater than 8 but less than 12 continuous months.

(i) Whether a further sessional appointment will be offered will be determined prior to the end of the current sessional term.  Consideration of the issue will commence 2 months prior to the end of the current sessional term and will conclude no later than 2 weeks prior to the end of the current sessional term.

(ii)
In cases where a decision regarding a new sessional appointment has not been dealt with in the time limits stated above, the employee will automatically receive a new sessional appointment of the same duration as the previous sessional appointment.

(c)
Term Contract Appointment (Coaches & Fundraising Campaign Staff) - A full-time or part-time appointment of 1 to 6 years in duration, as stipulated in the letter of appointment. Notwithstanding item 1(c)(ii) below, upon the expiration of the contract, there is no further commitment, expressed or implied, on the part of the University or the incumbent.

(i)
Whether a new contract is offered will be determined prior to the termination of an existing contract.  Consideration of the issue will commence as follows:

-
3 to 6 year contracts - no later than 6 months prior to expiration of the current contract

-
1 to 2 year contracts - no later than 3 months prior to expiration of the current contract

and will conclude no later than 1 month prior to the expiration of the current contract.

(ii) In cases where a decision regarding a new contract has not been dealt with in the time limits stated above, the employee will automatically receive a new one year contract.

2. Employee Files
The official employee file for AUPAT employees will be held in the Department of Human Resources, except that files of AUPAT employees who report directly to the President shall be held in the President’s Office. 
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EDUCATIONAL ASSISTANCE FOR ACADIA CREDIT COURSES

1.
General
This applies only to University-offered credit courses provided through on-campus classroom study.  It excludes audits, correspondence, non-credit or other teaching mediums not included in the above definition. In the application of this policy, at no time and under no circumstances will the University be responsible to pay any fees, student charges or any other costs that may be incurred by an employee or spouse/dependent of an employee that is applicable to the course being discounted.  

-
One hundred percent (100%) employee tuition discounts are not a taxable benefit to the employee.

-
Fifty percent (50%) employee tuition discounts and spouse/dependent tuition discounts are a taxable benefit to the employee.

Both the Application for Staff Tuition Discount and Election to Recognize Tuition Taxable Benefit forms must be submitted at least one month prior to the beginning of the academic term to which the tuition discount would apply.

2.
Benefits for Employees Taking Acadia Credit Courses

(a)
Subject to admission requirements, this benefit is available to:

(i) employees who have a full-time appointment (and to those who have a part-time appointment, on a prorated basis), who were appointed at least one month before the beginning of the academic session.

(ii) employees who have a sessional appointment and who have completed a full-time appointment of at least 8 continuous months in the preceding academic year and have been officially notified of reappointment to another sessional appointment of at least 8 continuous months at least one month prior to the beginning of the academic session.

(b)
The tuition discount applies to only one course during any academic session.  The maximum tuition discount under this policy is 50% for each approved course application unless the application qualifies for a 100% reduction.  It is preferred that the course be scheduled during non-work hours.

(c)
A 100% discount applies either to a credit course taken at the request of the employee's Department Head/ Supervisor, or on the employee's initiative and supported by the employee's Department Head/Supervisor.  To be eligible for the 100% deduction, the course must be directly and demonstratively related to the applicant's current job responsibilities and therefore of benefit to the University.   Class and examination times do not have to be made up if these are scheduled during work hours.

(d)
A 50% discount applies to all other eligible credit courses not approved for a 100% discount.  If the class is during work hours, the employee must have their Department Head/Supervisor's permission to take time off to attend class.  Employees are expected to make up lost work time though working equivalent extra time or using personal time credits, i.e. overtime or vacation credits.  An employee need not obtain their Department Head/Supervisor’s permission to take a credit course during non-working hours.

3.
Benefits for Family Members Taking Acadia Credit Courses
The University will credit 50% of the tuition fees to the spouse’s or dependent's student account of a full-time employee.  This benefit will be prorated for part-time employees.

Subject to admission requirements, this benefit is available to:

(a)
full-time employees who were appointed at least one month before the beginning of the academic session

(b)
full-time sessional employees who have worked a sessional term of at least eight (8) continuous months in the preceding academic year, and have been appointed to another sessional term of at least eight (8) continuous months.

4.
Training and Development 

(a)
Acadia’s Professional Development Program 

All employees are encouraged to attend Professional Development program workshops offered by the University.  It is essential that you receive permission from your Department Head/Supervisor before registering for a workshop.

In special circumstances there may be departmental charges for workbooks for other course materials.  In these circumstances, the Department Head/Supervisor will be advised prior to the workshop date.  

(b)
Non-Acadia Courses

Department Heads/Supervisors are responsible for allocating budget funding for employee training and development to meet departmental needs.  Funds shall be based on anticipated departmental need and on discussions and agreements made during the performance review process.

However, training that has the potential to benefit the campus community as a whole may qualify for financial assistance from the Human Resources Department.  Such courses of study must be recommended by the employee’s Department Head/Supervisor, and approved by the Director of Human Resources.  Further information can be obtained by contacting the Human Resources Department.  Application forms for financial assistance may be obtained on the Human Resources website.
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HOLIDAYS WITH PAY

The following shall constitute paid holidays:

· New Year's Day

· Good Friday

· Victoria Day

· Canada Day

· Civic Holiday (first Monday in August)

· Labor Day

· Thanksgiving Day

· Remembrance Day

· Christmas Eve Day

· Christmas Day

· Boxing Day

· Up to two (2) days between Christmas and New Year’s, as specified by the University

· Floating Holiday (one) to be taken at a time mutually acceptable to the Department Head/Supervisor and the employee
When a paid holiday falls on an employee's scheduled day of rest or vacation period, the employee shall receive pay in lieu, or time off at a time mutually acceptable to the Department Head/Supervisor and the employee.  However, in all cases, compensatory time earned between March 1 and August 31, but not taken by the following February 28, shall be paid by May 31 of the same year, and if earned between September 1 and February 29, and not taken by the following August 31, shall be paid out by November 30 of the same year.

Employees in Salary Grades 1 – 4 who are required to work on a holiday shall receive, in addition to the normal pay for that day, time off or pay in lieu, as determined by the Department Head/Supervisor at the time of authorization, calculated at 1.5 times the number of hours worked. 
Employees in Salary Grades 5 – 9 who are required to work on a holiday shall receive, in addition to the normal pay for that day, time off calculated at 1.5 times the number of hours worked. 

Sessional employees shall be entitled only to those paid holidays which occur during the employee’s sessional appointment.
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HOURS OF WORK

1. Normal Work Week
(a)
The normal work week for full-time employees shall be thirty-five (35) hours per week, unless stated otherwise in the letter of appointment.  The standard work week shall be from Sunday to the following Saturday.

(b)
The work week of thirty-five (35) hours (8:30 am to 4:30 pm) shall usually be five (5) days per week between Monday and Friday inclusive with a minimum of one hour for a meal break.  An employee may be scheduled by the University for a regular work week other than Monday to Friday and other than between the hours of 8:30 am and 4:30 pm.

(c)
All employees are entitled to two (2) fifteen (15) minute break periods each work day, normally in the middle of each half of the work period, but at a time scheduled by the Department Head/Supervisor.
(d)
It is the intention of the University that current working schedules be maintained.  However, the University may reschedule work hours to meet the needs of the public and/or the efficient operation of the University.

(e)
The University recognizes that because of the nature and variable responsibilities of some positions, precise daily hours of work are difficult to maintain, and flexibility should be utilized.

2. Overtime
Overtime shall mean time worked by an employee in excess of the standard work week for their position.

Overtime means work specifically approved and scheduled in advance by the appropriate Department Head/Supervisor.

(a) Salary Grades 1 - 4
Employees shall receive overtime compensation at the rate of time and one-half (1½).  This compensation may be taken in time off or remuneration, as determined by the Department Head/Supervisor at the time the overtime is authorized, on the University approved forms.

(b) Salary Grades 5 - 9
Employees are not eligible to receive overtime compensation.

3. Callback
(a) Salary Grades 1 - 4

 
When an employee has left her/his workplace and is called back to work by the employee’s Department Head/Supervisor and reports for work and such recall has not been scheduled in advance, the employee shall be compensated at the rate of time and one-half (1½) or a minimum of three hours.

If time off is granted to the employee as compensation, the time off earned during the call-back shall be added to the employee’s normal overtime credits.  Such time off shall be taken at a time mutually acceptable to the Department Head/Supervisor and the employee. 

(b) Salary Grades 5 - 9

Employees are not eligible for callback compensation. 

4. Overtime/Callback Payout
Any overtime or callback time earned and compensated as time off rather than pay shall be taken at a time mutually acceptable to the Department Head/Supervisor and the employee.  However, in all cases, compensatory time earned between March 1 and August 31, but not taken by the following February 28, shall be paid by May 31 of the same year, and if earned between September 1 and February 29, and not taken by the following August 31, shall be paid out by November 30 of the same year.
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LIAISON COMMITTEE

The function of the AUPAT Liaison Committee is to foster effective communication between the employees in the AUPAT Group and the University’s Senior Administrators and to promote harmonious relationships by discussing areas of mutual interest and concern.  The Committee may be asked by the Senior Administrators to assist in the selection of employee representatives on various committees, e.g., Pension Committee, Group Insurance Committee, and Health & Safety Committee.

The Committee will consist of five members with one representative from each of the following salary grade groupings:  1 & 2, 3 & 4, 5 & 6, and 7, 8 & 9, and a member-at-large, appointed by the President.  The Director of Human Resources, will aid the Committee as a resource person, attending such meetings as deemed necessary.  

Meetings may be called by the Liaison Committee or the Senior Administrators.

The Committee may discuss policy interpretation or administration and any item relating to working conditions.  The Committee may offer recommendations for policy change or new policy implementation.

Funds for photocopying, circulating minutes and newsletters, etc., will be provided by the Department of Human Resources.
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LEAVES

When calculating entitlement to leaves, the University will consider total continuing years of service to the University in order to determine whether an employee is eligible.   

1.
Bereavement Leave
An employee shall be entitled to Bereavement Leave with pay, for a period of up to five (5) work days, in the case of death of the employee's mother, father, sister, brother, child, common-law partner or spouse.  An employee shall be entitled to bereavement leave with pay for a period of up to three (3) work days in the case of death of the employee’s grandparent, mother/father-in-law, step-mother/father, step-brother/sister, step-child, or relative residing in the employee's household.

Where the employee is required to travel outside the Province of Nova Scotia to attend the funeral of a deceased relative in the immediate family, as stated above, special leave of up to two (2) additional work days with pay may be granted.

An employee shall be entitled to leave with pay up to one (1) work day to attend the funeral of the employee's relative not stated above.

An employee shall be entitled to leave of absence with pay to attend the funeral of a deceased fellow employee to a maximum of one-half (½) work day. Approval for this leave must be obtained from the Department Head in advance of the funeral.

Employees requesting Bereavement Leave shall discuss the amount of time off required with their Department Head/Supervisor prior to their taking leave or immediately upon returning to work from leave.  The amount of leave granted shall be determined keeping the personal needs of employees in mind.

2.
Caregiver Leave
When the illness of a family member forces the employee to take time off, the employee may use up to a maximum of five (5) sick days in any one vacation year.  This provision applies to the employee's spouse, parents, grandparents, dependent children or any other relative residing in the employee's home.

The University may, at any time, require the employee to provide satisfactory evidence of the relative’s illness.

3.
Compassionate Leave

(a)
An employee may apply for up to eight (8) weeks unpaid compassionate leave to provide palliative care to a seriously ill family member, who has a high risk of dying within twenty-six (26) weeks.  This provision applies only to the employee’s spouse, parents, and children, and spouse’s parents and children.  

(b)
Applications for compassionate leave must be made in writing to the Director of Human Resources, with a copy to his/her Department Head/Supervisor, two weeks prior to the beginning of the leave.  The application must include a medical certificate from a qualified medical practitioner stating that the family member has a serious medical condition with a significant risk of death within twenty-six weeks.  If the employee cannot provide the medical certificate ahead of the leave (such as if the family member resides in another province or country), the employee may request the leave in writing, but must provide the medical certificate within 15 days of commencing the leave.  

(c)
The period of the leave may be for up to 8 consecutive weeks, or may be divided into separate leaves of a minimum of 2 weeks in duration, totaling a maximum of 8 weeks over the 26 week time period.

(d)
The compassionate leave will end when any of the following occurs:  the family member dies, the eight weeks of leave available in respect of the family member are exhausted, or the expiration of 26 weeks following the commencement of the leave (if the leave has been scheduled to be taken in separate occasions).

(e)
When leave is granted under this article, there shall be no loss of seniority or accrued benefits earned prior to the commencement of the leave.  The employee will be required to follow the regulations of the Acadia Group Insurance Plans, with respect to participation in the plans and premium payments.

(f)
An employee returning to work from compassionate leave shall resume the position s/he held prior to the commencement of the leave.  Pay will be at the normally assigned rate for the position.

4.
Emergency Leave
Except as otherwise provided, nothing in these terms of employment shall restrict the right of the University, on the recommendation of the Department Head/ Supervisor, and with the approval of Human Resources, to authorize leaves of absence with or without pay for emergencies or unusual circumstances.  The Emergency should be of a serious nature such as a flood or fire in the home, or serious illness of a family member, and shall not normally exceed 5 working days.

5.
Family Leave
Family leave is a combination of pregnancy and parental leave.  The maximum combined pregnancy and parental leave to which an employee is entitled is 52 weeks.  Eligible full-time employees shall be granted such leave in accordance with the following provisions. 
(a)
Pregnancy Leave:  Time


An employee requesting pregnancy leave:

(i) shall notify her Department Head/Supervisor at least ten (10) weeks in advance of the expected due date that she is pregnant and specifying the anticipated date of delivery.

(ii) Shall notify her Department Head/Supervisor at least four (4) weeks of the date she will begin her pregnancy leave and the date she will return to work unless the employee is taking the maximum to which she is entitled.  These dates can be amended with four (4) weeks notice to the Department Head/Supervisor.

She shall be granted pregnancy leave for a period of seventeen (17) continuous weeks to begin no earlier than sixteen (16) weeks before the expected date of delivery and not later than the date of delivery.  Pregnancy leave shall end not sooner than one (1) week after the date of delivery and not later than seventeen (17) weeks after the pregnancy leave began. 

In cases where complications arise from pregnancy, she shall be entitled to sick leave as provided under these Terms of Employment.


(b)
Parental Leave: Time

Employees are eligible for parental leave for up to fifty-two (52) weeks, less any time taken for pregnancy leave.  Parental leave begins upon the expiry of the pregnancy leave without the employee returning to work, or anytime following the birth or arrival of the child(ren) into the employee’s home and ends not later than fifty-two (52) weeks after the child(ren) first arrives in the employee’s home.  The employee shall give four (4) weeks notice to their Department Head/Supervisor of the date the leave will begin and four (4) weeks notice of the date of the return to work unless the employee chooses to take the maximum leave to which the employee is entitled.



Eligibility for parental leave is as follows:

(i) Employees completing pregnancy leave may request a parental leave to be contigous with pregnancy leave.

(ii) Employees who have principal responsibility for the care of an infant who is less than 12 months of age and who is either the natural or adoptive child, or in the full legal custody of the Employee.

(iii) Employees who adopt a child less than school age.

Appropriate Documentation which certifies satisfaction of the requirements for both (ii) and (iii) above shall accompany an Employee’s request for parental leave.

An employee is entitled to only one interruption and deferral of parental leave in cases where parental leave has begun, and the child is hospitalized for a period exceeding or likely to exceed one (1) week, the employee is entitled to resume work and defer the unused portion of the parental leave until the child is discharged from hospital.  An employee who intends to use the deferral option must give the employer as much notice as possible of the dates of resumption of work and resumption of leave and provide the employer whatever proof is reasonable to support the employee’s entitlement to the option.

(c) Family Leave Benefit: Time & Salary Top-Up

The benefit payable by the University for an approved Family Leave is an amount which combined with the Employment Insurance Benefit will be equal to one hundred percent (100%) of the employee’s salary at the commencement of the leave.  The eligible Employee is entitled to a family leave benefit, payable for a maximum period of twenty-five (25) weeks.  If both parents are employed at Acadia University, either one parent may take the benefit paid period, or it can be split between the two parents. 

An employee planning a Family Leave will cooperate with the Human Resources Department as necessary with respect to the benefits, pensions and administrative mechanisms of the leave.  Both the University and the Employee shall maintain their respective contributions to the Group Insurance program during the family leave.

(d) Paternity Leave

On the occasion of the birth of his child, a male employee shall be granted up to two days special leave with pay during the confinement of the child's mother, or immediately following the release of the mother from hospital. This leave may be divided into two periods and granted on separate days.

This leave shall also be granted if a child of five (5) years of age or younger is adopted.

6.
Jury Duty or Witness Leave
The University shall grant leave of absence with pay to employees called for jury duty or subpoenaed court witness duty.  Where the attendance at court is a result of a personal situation or action (e.g., accident or divorce) employees are expected to use their personal time (overtime or vacation), take a leave without pay, or make up the time away from work.

Employees shall return payment received for services in court to the University, less costs for traveling and meals.

The employee, upon being served a subpoena or summons to be a witness or who is required to serve as a juror, shall advise the Department Head/Supervisor immediately.  The employee shall provide the document, requiring the employee to serve, to the Department Head/Supervisor. 
7.
Leaves of Absence Without Pay
Leaves of absence without pay for a period of up to but not exceeding twelve (12) consecutive months may be granted to an employee with three (3) years service or more.  
The employee shall submit a written request for leave to their Department Head/Supervisor stating the purpose and dates of the requested leave.  
The leave may be granted if the Department Head/Supervisor is in agreement with the request and if suitable staffing arrangements can be made.  The employee shall return to that position held at the commencement of the leave unless the original position has been eliminated.  The University will endeavor to reassign the employee to a suitable position if a vacancy exists.  Pay will be at the normal assigned rate for that position.  

An employee may not be granted a further leave of absence without pay until at least six (6) additional years of services have accumulated from the conclusion of the previous leave.

8.
Political Leave
The University recognizes the right of every citizen to enter political life if so desired.  However, proper regard must be paid to the administrative, technical and service needs of the University.  Leave of absence without pay for up to two (2) months will be granted to an employee seeking election to public office in the Parliament of Canada or Nova Scotia Legislature.

In the event of the candidate being elected to the Parliament of Canada or Legislative Assembly of Nova Scotia, the employee will be granted a leave of absence without pay for the term for which the employee has been elected.  At the end of this time, if the employee contests a second election, the employee will be deemed to have resigned.  If the employee does not wish to stand again, the employee will be entitled to resume their employment with the University, but there is no guarantee of reinstatement in their former position and salary.

9.
Professional Leave
Professional leave is intended to provide an opportunity for administrative staff to leave their workplace and immerse themselves in a program of research or study.  Staff members are expected to return to Acadia better trained and/or prepared to administer their area of responsibility, thus providing an improved service to the University community.

In the sixth year of continuous employment and subsequent years, an employee is eligible to apply for professional leave.  Normally, a staff member would be required to serve an additional six years after returning from leave before being considered for a further professional leave.  Sessional employees are not normally eligible for professional leave.

A professional leave may be for any period up to twelve (12) months for employees in salary grades 7 – 9 and up to four (4) months for an employee in salary grades 5 – 6.  There is no professional leave applicable to salary grades 1 – 4.
The salary scale for leave shall be determined by the Professional Leave Committee and fall within a range of 80% – 100% of base salary.  
Group Insurance benefits shall be provided during the leave period.  Other legitimate expenses associated with the leave may be considered.

Applications for professional leave outlining the program of development, and its benefits to Acadia, should be submitted to the appropriate Senior Administrator at least six months prior to the requested date for commencement of the leave.

There shall be Professional Leave Committee. This Committee shall review then approve or reject the applications of all staff applying for leave.  In addition, the Committee shall also set the terms under which the leave will be granted.  The Committee shall be comprised of the members of The President’s Advisory Council, with the President as chair. 

Recipients of a Professional Leave, are required to return to the University for a minimum of twice the leave period approved and to submit a written report of the leave activity.  However, if the recipient leaves prior to the required period, they must reimburse salary and other costs paid to them by the University during the leave, on a pro-rated basis.

The recipients of professional leave may, if the circumstances warrant, be released from their obligation to return to the University provided they reimburse the University for all funds expended on their behalf during the leave, unless forgiven by the University.  The Leave Committee, at its discretion, may release employees approved for professional leave, of any or all financial and employment obligations under this provision.

10.
Renewal Leave
Effective July 1, 2006, non-sessional employees in salary grades 5 – 9 shall be entitled to 20 additional days vacation, to be taken at a time mutually agreeable to both the employee and his/her Department Head/Supervisor.  The initial year of eligibility is outlined in Appendix I.  Eligibility for subsequent renewal leaves will follow every sixth year from the first year of eligibility.   

The employee must submit a request to their Department Head/Supervisor by March 31 prior to the vacation year the employee becomes entitled to the leave.  Since there will be no carry forward of leave to the next vacation year, except in cases of extended illness or family leave, the Department Head/Supervisor must come to an agreement with the employee on the leave dates by June 1 following the March 31 application date.  Any unused portion of this leave will not be paid out.

11.
Sick Leave
Sick leave is defined as the period of time an employee is absent from work by virtue of being sick or injured or quarantined as a result of being exposed to a contagious disease.

Upon appointment, employees in grades 1 - 4 shall be advanced 10.5 sick days; employees in grades 5 - 9 shall be advanced 21 sick days.  Following successful completion of applicable probation period, employees shall be entitled to sick leave at full salary for any period of up to six (6) months, after which the employee may be eligible to apply for Long Term Disability Insurance.

Records of sick leave use for members of the group shall be maintained by the Human Resources Department in conformity with the procedures determined by the President’s Advisory Council.

The University may at any time require the employee to provide an “Attending Physician’s Statement of Illness or Disability” report (available from Human Resources) to be completed by the attending physician and/or a physician chosen by the University.
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MOVING ALLOWANCES

The conditions upon which a moving and travel allowance is granted are determined by the Board and at its discretion may be changed from time to time.  Applications from new appointees for such an allowance shall be dealt with under the terms of the appropriate University administrative procedure in effect at the time of appointment.

1. Salary Grades 1 – 2 
New employees are not eligible to receive allowances toward their moving expenses.

2. Salary Grades 3 – 9 
Employees may be eligible for a moving and travel allowance toward their moving expenses, under the terms of the University’s administrative procedures.
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POLICY INTERPRETATION AND COMPLAINTS

These procedures are not exclusive of other means to resolve issues.  Rather, they are established to aid an employee and his or her Department Head/Supervisor to resolve any misunderstanding or problem arising out of the application or interpretation of these policies or policies which may be added in the future, except those outlined under section T-2. 

1. Salary Grades 1 - 6
Any questions of interpretation or complaint should first be discussed by the employee and the immediate Department Head/ Supervisor as soon as possible, but in any event not more than five (5) working days after the event or issues which gave rise to the complaint took place. The Department Head/Supervisor should give the employee a verbal decision regarding the problem or complaint within five (5) working days.

If not satisfied with the Department Head/Supervisor's verbal decision, the employee may give the complaint in writing to that Department Head/Supervisor within five (5) working days of receiving the verbal decision. The Department Head/Supervisor shall provide a written reply to the employee within five (5) working days of receiving the employee's written complaint.

The procedure for handling a question of interpretation or complaint may be continued through the successive levels of administration in the employee's unit, up to the Senior Administrator level.  Time limits for registering a written complaint and reply shall be the same as those stated in the paragraph immediately above.  The decision of the Senior Administrator is final and binding and may be made by a committee named by the Senior Administrator if such an approach to settling the complaint is deemed appropriate by the Senior Administrator.

If the employee does not submit a written complaint to the appropriate level within the stated time limits, the complaint shall be deemed to have been settled or abandoned.

2. Salary Grades 7 - 9
Employees in salary grades 7 – 9 should discuss concerns or complaints directly with their Department Head/Supervisor or the appropriate Senior Administrator.
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PROBATION

All initial appointments and appointments resulting from internal competition will have probationary periods as specified below. Temporary replacement employees will not have a probationary period.

Salary Grades 1 – 4 
6 month probationary period, or as deemed appropriate by Human Resources

Salary Grades 5 – 9 
12 month probationary period, or as deemed appropriate by Human Resources

Before the expiration of the probationary period, the employee's performance will be reviewed by the appropriate Department Head/Supervisor who will recommend that:

(a) the appointment be confirmed, or

(b) the probationary period be extended only once for a period not exceeding twelve (12) months, or

(c) the appointment be terminated.

Prior to the expiration of an extended probationary period, the employee's performance will be reviewed by the appropriate Department Head/Supervisor who will recommend that:

(a) the appointment be confirmed, or

(b) the appointment be terminated.

It is recognized that a probationary employee is serving a trial period to determine competence and suitability for a particular position; therefore, the appointment may be terminated at any time during the probationary period.  Minimum notice of such termination shall be two (2) weeks.
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RETIREMENT

1. Acadia University Pension Plan
Participation in the Acadia University Pension Plan is a condition of employment for all employees who are eligible to join under the terms of the plan.

While the Board is responsible for the Pension Plan, revisions are made on the recommendation of a Triennial Review Committee on Pensions.

A standing committee meets periodically to monitor the operation of the Pension Plan.

Employees are represented on both the Triennial Review Committee and on the Standing Committee on Pensions.

2. Retirement Allowance
(a) Salary Grades 1 – 6 
Upon the normal retirement date, or having attained the Rule of 80 as defined under the Acadia University Pension Plan, an employee shall have time off with pay at a rate of three (3) working days off for each year of service to a maximum of thirty (30) working days, or at the employee's option, an equivalent lump sum payment.

(b) Salary Grades 7 – 9 

Upon the normal retirement date, or having attained the Rule of 80 as defined under the Acadia University Pension Plan, an employee shall have time off with pay at a rate of three (3) working days off for each year of service to a maximum of sixty (60) working days, or at the employee's option, an equivalent lump sum payment.

3. Employment Beyond Normal Retirement Date
Under special circumstances an employee may be granted an extension of service beyond the normal retirement date.  Such appointments are for a period up to one year and are subject to University approval.
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SALARY ADMINISTRATION

The Board of Governors, through the President’s Advisory Council, is responsible for establishing and administering salaries for employees in the group.  Employee salaries shall generally conform to the salary ranges established for the respective classification levels. Salary guidelines are reviewed annually.  Any increases which are approved by the Board of Governors normally take effect on July 1.
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TEMPORARY ASSIGNMENT - SALARY

This policy applies to an employee who is authorized by the Department Head/Supervisor to temporarily fill a position vacated by an employee due to special circumstances, such as extended leave, family leave, or serious illness.  It does not include vacation or holiday leave.

1. Salary Grades 1 – 2 
Where an employee is temporarily assigned to perform in a classification paying at a higher salary grade, the employee shall be paid for the entire period of assignment at the rate applicable to such classification provided the employee has been assigned to the higher classification for a period in excess of five (5) consecutive working days.

2. Salary Grades 3 – 9 
Employees shall be paid at a higher salary for the period of assignment provided the employee has been assigned to the higher classification for more than thirty (30) consecutive days.

Where an employee is temporarily assigned to perform work in a classification paying a lower rate, the employee shall be paid at the employee's regular rate.
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TERMINATION OF EMPLOYMENT

All AUPAT employees serve at the pleasure of the Board.  Employment may be terminated in any of the following ways:  dismissal for just cause, resignation, or termination through organizational change, as described below.

1.
Dismissal for Just Cause

An employee may be dismissed by the University for just cause.  When an employee is dismissed 
for just cause, he/she will be so advised in writing.

2.
Resignation
An employee may resign from his or her employment by providing written notice of resignation to the University in accordance with the following:

(a)
Employees with two years or less of service must provide a minimum of one weeks’ notice;

(b)
Employees with more than two years of service must provide a minimum of two weeks’ notice. 

Employees are expected to provide more as much advance notice of resignation as possible, and the notice requirements set out above should be regarded as minimum requirements.  

3.
Termination through Organizational Change
When an AUPAT position is eliminated due to redundancy, restructuring, technological change, financial exigency or reduction in or discontinuance of a program (collectively “Organizational Change”), the University will endeavor to reassign the Employee to a suitable position if a vacancy exists.  In the event that the Employee is reassigned to a lower-level position, his/her salary in the new position will be no less than the salary received in the eliminated position.  Their salary will be frozen until such time as their performance band catches up with their frozen salary.

If the University determines not to reassign an Employee, or if the Employee does not accept a proposed reassignment, the Employee’s employment will end on a date set by the University.

Employees whose employment is terminated through Organizational Change shall receive a severance payment.  The amount of the severance payment shall be 1.1 months’ base salary per year of service to a maximum of 14 months’ base salary. 

Clearance Procedures Upon Termination
Upon termination of employment in accordance with this policy, no severance shall be paid until all material and financial obligations of the Employee to the University have been satisfied.
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VACATIONS WITH PAY

The twelve month vacation year ends June 30 of each year. The last day of each month is the day upon which vacation entitlements are calculated. Employees shall earn vacation with pay at the following rates for each month of employment, provided they have worked or have been on approved paid leave for a minimum of ten (10) days in that month:
	MONTHLY VACATION ENTITLEMENT
	YEARS OF SERVICE

	
	Salary Grades 1 - 4
	Salary Grades 5 - 9 

	1.250 days (15 days/year)
	1 year or less
	

	1.334 days (16 days/year)
	2 years
	

	1.417 days (17 days/year)
	4 years
	

	1.500 days (18 days/year)
	6 years
	

	1.584 days (19 days/year)
	8 years
	

	1.667 days (20 days/year)
	10 years
	1 year

	1.750 days (21 days/year)
	12 years
	3 years

	1.834 days (22 days/year) 
	14 years
	6 years

	1.917 days (23 days/year)
	16 years
	9 years

	2.000 days (24 days/year)
	18 years
	12 years

	2.084 days (25 days/year) 
	20 years
	15 years

	2.250 days (27 days/year)
	22 years
	17 years

	2.334 days (28 days/year) 
	25 years or more
	20 years or more


Subject to operational requirements, Department Heads/ Supervisors will ensure that vacation be taken by each employee.  Wherever possible the vacation shall be planned in accordance with the wishes of the employee.  All vacation must be approved by the employee’s Department Head/Supervisor and must be reported to Human Resources on a monthly basis for all members of AUPAT.

Vacation is normally to be taken after it is earned. However, employees may request an advance of future earnings of up to the employee’s entire year’s entitlement (net of vacation days already taken in that vacation year), subject to approval from their Department Head/Supervisor and the Executive Director of Human Resources. Such request shall not unreasonably be denied.

Vacation time earned but not taken shall automatically be paid out by August 31 of each year, unless a specific carry forward has been granted.  In the absence of a specific request to carry vacation forward, vacation is deemed taken.  Upon written request from an employee and subject to the recommendation of the Department Head/Supervisor and the approval of the Executive Director, Human Resources, the employee may carry forward to the next vacation year a maximum of one-half (½) of the vacation entitlement accumulated over the previous twelve (12) months.  All such requests must be submitted no later than June 30.  Such request shall not unreasonably be denied. This provision is not applicable to extended illness or family leave cases.
For one time only, on June 30, 2010, employees may carry forward into the 2010-2011 vacation year up to their full year’s vacation entitlement.
Vacation entitlements are not earned during periods of unpaid leave of more than three consecutive weeks, except in cases of compassionate leave.
If an employee suffers a serious illness or injury while on vacation, the employee may request that sick leave be substituted for the amount of time that would otherwise have been vacation. Such request shall be in writing to the Executive Director, Human Resources, within three (3) days of returning to work, with a copy to his/her Department Head/Supervisor, and shall include a written report from the attending physician stating the nature and duration of the illness. The request shall be approved provided the evidence is satisfactory to the University.

On termination of employment, an employee shall be entitled to be paid out for any unused vacation. In the event an employee has borrowed vacation entitlement from future earnings and is laid off before the advanced vacation time has been earned back, the employee is not responsible for the reimbursement of any outstanding vacation time to the employer. However, should the employee serve notice of resignation, she/he will be responsible for reimbursement of all outstanding vacation time.
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ELIGIBILITY DATES FOR RENEWAL LEAVE 
	Years of service 

as of 

June 30, 2006 
	Eligible for Initial 

Renewal Leave between
	Eligible for Second 

Renewal Leave between

	
	July 1      and       June 30
	July 1      and       June 30

	18 or more
	2006
	2007
	2012
	2013

	15-17
	2007
	2008
	2013
	2014

	12-14
	2008
	2009
	2014
	2015

	9-11
	2009
	2010
	2015
	2016

	6-8
	2010
	2011
	2016
	2017

	5 or less
	2011
	2012
	2017
	2018


Eligibility for subsequent renewal leaves will follow every sixth year from the first year of eligibility.   Applications must submitted by March 31 prior to the vacation year the employee becomes entitled to the leave.  
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SALARY TABLE

	Effective 01 July 2010– 30 June 2011

	Grade
	Minimum
	Maximum

	1
	$  26,294
	$  35,712

	2
	$  29,464
	$  40,018

	3
	$  32,438
	$  44,047

	4
	$  36,328
	$  50,930

	5
	$  41,441
	$  58,126

	6
	$  47,208
	$  66,187

	7
	$  52,761
	$  76,535

	8
	$  59,632
	$  86,471

	9
	$  67,288
	$  97,588


