
Town of Drumheller 
COUNCIL MEETING 
AGENDA  
December 21, 2009 at 4:30 PM 
Council Chamber, Town Hall 
703-2nd Ave. West, Drumheller, Alberta  

 

1.0 CALL TO ORDER

2.0 MAYOR'S OPENING REMARK

2.1  Letter from Hon. Ray Danyluk, Minister of Alberta Municipal Affairs announcing the 
continuation of funding for emergency management training under the Municipal 
Sponsorship Program.  

2.2  Letter from Hon. Ray Danyluk, Minister of Alberta Municipal Affairs advising that the 
2010/11 funding levels are expected to be roughly the same as in 2009/10 for the 
MSI, Policing Assistance Grant and Family and Community Support Services 
programs.  

2.3  Council Committee Meeting scheduled for December 28, 2009 has been cancelled. 

3.0 PUBLIC HEARING

4.0 ADOPTION OF AGENDA

5.0 MINUTES

5.1. ADOPTION OF REGULAR COUNCIL MEETING MINUTES

5.1.1  Regular Council Meeting Minutes of December 7, 2009  

5.2. MINUTES OF MEETING PRESENTED FOR INFORMATION

5.2.1  Municipal Planning Commission Minutes of November 26, 2009  

5.3. BUSINESS ARISING FROM THE MINUTES

6.0 DELEGATIONS

7.0 COMMITTEE OF THE WHOLE RECOMMENDATIONS

8.0 REQUEST FOR DECISION REPORTS

8.1. CAO
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8.1. CAO

8.1.1  RFD - 2010 Capital Budget  

8.1.2  RFD - Historical Designation  

8.1.3  RFD - Drumheller Public Library Appointment to the Marigold Library System  

8.2. Director of Infrastructure Services

8.3. Director of Corporate Services

8.3.1  RFD - Vacation Policy  

8.4. Director of Community Services

9.0 PRESENTATION OF QUARTERLY REPORTS BY ADMINISTRATION

10.0 PUBLIC HEARING DECISIONS

11.0 UNFINISHED BUSINESS

12.0 NOTICES OF MOTIONS

13.0 COUNCILLOR REPORTS

14.0 IN-CAMERA MATTERS
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    Request for Decision  

Date:   17 Dec 2009    

Meeting Type:  Regular Council  

Topic:  2010 Project Budget  

Proposal: 

Administration hereby presents the Town of Drumheller’s 2010 Capital Plan for 
Council’s consideration. The capital plan outlines the capital priorities for the 
Town for 2010 and also identifies how these priorities are funded.  
By February 2010, administration will be presenting Council with at Multi-year 
plan for 2011 - 2020, with a capital financing strategy. 
Administration is looking for authorization to proceed with the 2010 Project 
Plan to ensure that tenders are done early with the expectation that the Town 
will get favourable pricing and still have sufficient construction season left to 
complete the work in 2010.  

Proposed by:  Roy, Michael  

Correlation to 
Business 
(Strategic) Plan   

The proposed 2010 project plan will ensure fiscal accountability, maintain the 
public trust and provides Administration the legal authority to carry out Council’s 
capital priorities for 2010.   

Benefits:    The 2010 Project Plan is based on priorities established by Council.   

Disadvantages: 
 
  

 
 

Alternatives: 
 

 
 

Finance/Budget 
Implications: 
 

The 2010 Project Plan includes $37,278,873 in spending. The majority of the 
projects are also contingent on grant funding from either the federal or 
provincial governments. With the exception of preliminary engineering, projects 
will not proceed until funding has been approved.  
 

Operating Costs: Capital Costs: $37,278,873 

Budget Available: Source of Funds 

Reserves: 
$5,927,445; 
Grants: 
$13,905,311; 
Debentures: 
$11,308,400; 
Other: 
$6,137,717 

Budget Cost: Underbudgeted Cost: 

The 2010 Project Plan has been incorporated into the Town’s 2009-2011 
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Communication 
Strategy: 

Corporate Plan which will be distributed to Council and Staff and will be posted 
on the Town’s website.  
A media release outlining a summary of the budget.  

Recommendations: That Council approve the 2010 Project Plan, totalling $37,278,873 in 
expenditures, as presented. 

Report Writer: Roy, Michael 

Position: Director of Corporate Services 

  CAO:   
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East Coulee: Process/Engineering Upgrade6067 1,200,000 (300,000) (900,000)

Street Rehabilitation6101 834,560 (158,640) (200,000) (475,920)

Aquaplex6309 120,000 (60,000) (60,000)

Water: Raw Water6590 130,000 (130,000)

Bridges7001 30,000 (30,000)

Aquaplex Upgrades/Maintenance7005 100,000 (100,000)

Arena Improvements/Maintenance7007 3,184,000 (59,000) (125,000) (1,000,000) (2,000,000)

300 Series Heavy Duty Trucks7013 370,000 (370,000)

400 Series - Heavy Duty Equipment7014 225,000 (225,000)

500 Series Parks7015 15,000 (15,000)

Communication Upgrades7026 35,000 (35,000)

Community Facility7034 23,000,000 (5,000,000) (6,000,000) (6,000,000) (6,000,000)

Cast Iron Water Main Replacement7037 1,000,000 (1,000,000)

Cambria to East Coulee Transmission Line7039 3,834,000 (3,450,600) (383,400)

Lehigh/East Coulee Distribution System7040 2,925,000 (2,925,000)

River Intake Valve7041 25,000 (25,000)

Ball Field Relocation7042 211,508 (73,791) (137,717)

Town Hall Relocation7043 25,000 (25,000)

Bylaw - Wheel Load Scales7044 14,805 (14,805)

Total Capital Projects 37,278,873 (5,927,445) (1,945,000) (73,791) (4,350,600) (6,000,000) (475,920) (60,000) (1,000,000) (11,308,400) (6,137,717)

2010

Final Budget

Reserves

Final Budget

MSI

Final Budget

MSP

Final Budget

AWWWP

Final Budget

BCF

Final Budget

SIP

Final Budget

NDCC

Final Budget

CFEP

Final Budget

AMIP

Final Budget

RINC

Final Budget

MSI Operating

Final Budget

Other Grants

Final Budget

Debentures

Final Budget

Other Sources

Final Budget

Shortfall

Final Budget

Capital
Capital Projects

Run Date: 12/17/09 3:55 PM Page No: 1
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East Coulee: Process/Engineering Upgrade6067

Sewage4200

Engineering Structures6-611

Replace the lift Station (2009 and 2010) 1,200,000 1,200,000

Line-item total 1,200,000 1,200,000

WWP - East CouleeF-106

75% funding (900,000) (900,000)

Line-item total (900,000) (900,000)

WastewaterF-207

(300,000) (300,000)

Line-item total (300,000) (300,000)

Total 6067 East Coulee: Process/Engineering Upgrade 1,200,000 (300,000) (900,000)

Street Rehabilitation6101

Road Transportion3200

Engineering Structures6-611

12 Ave from Hwy 9 to Juniper Road (Option #2, Priority #1) 477,000 477,000

7 Ave SE from 2nd St SE to 3rd St SE (Option # 1, Priority # 5) 68,000 68,000

3 St SE from 7 Ave to 8 Ave (Option # 1, Priority # 6) 128,000 128,000

8 Ave SE - 3 ST SE to HWY 9 (Option # 1, Priority # 7) 96,000 96,000

6 Ave E from 5 St to 6 St (Option # 1, Priority # 1 or Option # 2,

Priority # 2)

128,000 128,000

6 Ave E from 6 St to 9 St (Option #1, Priority # 2 or Option # 2,

Priority # 3)

229,000 229,000

8 St E from 6 Ave to Riverside Dr. (Option # 1, Priority # 3) 65,000 65,000

9 St E from N.R. Ave to Riverside Drive (Option # 1, Priority #

4)

119,000 119,000

6 St (Nacmine) from Hunter Dr to 2 Ave (Option #1, Priority #

11)

65,000 65,000

7th St E from 7th Ave E (N.R. Ave) to south of 7th Ave (End of

pavement) @ back lane (Option #1, Priority # 10)

10,000 10,000

7th Street E from 6th Ave E to 7th Ave E (N.R. Ave) (Option #1,

Priority #9)

65,000 65,000

N. Railway Ave (7th Ave) from W side of 7th St to W side of 9th

St (Option #1, Priority # 12)

67,000 67,000

N. Railway Ave (7th Ave) from W side of 9th St to E side of

11th St (Option #1, Priority # 13)

128,000 128,000

N. Railway Ave (7th Ave) from E side of 11th Street E to W

side of 14th St E (Option #1, Priority # 14)

85,000 85,000

15th St E from Riverside Dr. to North Railway Ave (7th Ave)

(Option #1, Priority #8)

86,000 86,000

Adjust to affordable in 2010 (981,440) (981,440)

Line-item total 834,560 834,560

MSI CapitalF-102

(200,000) (200,000)

Line-item total (200,000) (200,000)

SIPF-104

$60 per capita (475,920) (475,920)

Line-item total (475,920) (475,920)

TransportationF-201

(158,640) (158,640)

Line-item total (158,640) (158,640)

Total 6101 Street Rehabilitation 834,560 (158,640) (200,000) (475,920)

Aquaplex6309

Recreation and Parks7200

Buildings6-621

Kiddie Pool Tank/Deck 35,000 35,000

Engineered air unit 85,000 85,000

Line-item total 120,000 120,000

CFEP - indoor poolF-111

(60,000) (60,000)

Line-item total (60,000) (60,000)

FacilityF-202

(60,000) (60,000)

Line-item total (60,000) (60,000)

Total 6309 Aquaplex 120,000 (60,000) (60,000)

Water: Raw Water6590

Water Supply & Distribution4100

Engineering Structures6-611

Raw Water Reservoir (Camera Installation) Carry Over 130,000 130,000

Line-item total 130,000 130,000

WaterF-208

(130,000) (130,000)

Line-item total (130,000) (130,000)

Total 6590 Water: Raw Water 130,000 (130,000)

Bridges7001

Road Transportion3200

Engineering Structures6-611

Bridge #9 (strip deck replacement) - 2009 C/F 30,000 30,000

Line-item total 30,000 30,000

TransportationF-201

(30,000) (30,000)

Line-item total (30,000) (30,000)

Total 7001 Bridges 30,000 (30,000)

Aquaplex Upgrades/Maintenance7005

Aquaplex7202

Buildings6-621

Tank (Resurface) 100,000 100,000

Line-item total 100,000 100,000

FacilityF-202

(100,000) (100,000)

Line-item total (100,000) (100,000)

Total 7005 Aquaplex Upgrades/Maintenance 100,000 (100,000)

Arena Improvements/Maintenance7007

Arena7203

2010

Final Budget

Reserves

Final Budget

MSI

Final Budget

MSP

Final Budget

AWWWP

Final Budget

BCF

Final Budget

SIP

Final Budget

NDCC

Final Budget

CFEP

Final Budget

AMIP

Final Budget

RINC

Final Budget

MSI Operating

Final Budget

Other Grants

Final Budget

Debentures

Final Budget

Other Sources

Final Budget

Shortfall

Final Budget

Capital
Capital Projects
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Debt: Debenture5-301

(2,000,000) (2,000,000)

Line-item total (2,000,000) (2,000,000)

Buildings6-621

De-Humidifier 144,000 144,000

Internal / External Door upgrades 40,000 40,000

Arena Compressor Upgrades 3,000,000 3,000,000

Line-item total 3,184,000 3,184,000

MSI CapitalF-102

(125,000) (125,000)

Line-item total (125,000) (125,000)

RINCF-122

(1,000,000) (1,000,000)

Line-item total (1,000,000) (1,000,000)

FacilityF-202

(59,000) (59,000)

Line-item total (59,000) (59,000)

Total 7007 Arena Improvements/Maintenance 3,184,000 (59,000) (125,000) (1,000,000) (2,000,000)

300 Series Heavy Duty Trucks7013

Common Services3100

Vehicles6-651

#307 - 1994 Ford L8000 Hydrovac 370,000 370,000

Line-item total 370,000 370,000

MSI CapitalF-102

(370,000) (370,000)

Line-item total (370,000) (370,000)

Total 7013 300 Series Heavy Duty Trucks 370,000 (370,000)

400 Series - Heavy Duty Equipment7014

Common Services3100

Machinery and Equipment6-631

#449 - 1998 JD 710D BACKHOE / LOADER 225,000 225,000

Line-item total 225,000 225,000

MSI CapitalF-102

(225,000) (225,000)

Line-item total (225,000) (225,000)

Total 7014 400 Series - Heavy Duty Equipment 225,000 (225,000)

500 Series Parks7015

Parks and Playgrounds7204

Machinery and Equipment6-631

#590 - 2003 Kobota Ride On Mower BX1500 ( Potential Trade) 15,000 15,000

Line-item total 15,000 15,000

EquipmentF-203

(15,000) (15,000)

Line-item total (15,000) (15,000)

Total 7015 500 Series Parks 15,000 (15,000)

Communication Upgrades7026

Common Services3100

Engineering Structures6-611

Communications Upgrades Phase 2 35,000 35,000

Line-item total 35,000 35,000

EquipmentF-203

(35,000) (35,000)

Line-item total (35,000) (35,000)

Total 7026 Communication Upgrades 35,000 (35,000)

Community Facility7034

Community Halls, Libraries7400

Debt: Debenture5-301

(6,000,000) (6,000,000)

Line-item total (6,000,000) (6,000,000)

Buildings6-621

23,000,000 23,000,000

Line-item total 23,000,000 23,000,000

CAMRIF/Building Canada FundF-108

(6,000,000) (6,000,000)

Line-item total (6,000,000) (6,000,000)

Special ProjectsF-209

(5,000,000) (5,000,000)

Line-item total (5,000,000) (5,000,000)

Community OrganizationsF-301

Donations (6,000,000) (6,000,000)

Line-item total (6,000,000) (6,000,000)

Total 7034 Community Facility 23,000,000 (5,000,000) (6,000,000) (6,000,000) (6,000,000)

Cast Iron Water Main Replacement7037

Water Supply & Distribution4100

Engineering Structures6-611

Cast Iron water line replacement 980,000 980,000

Valve Replacement 20,000 20,000

Line-item total 1,000,000 1,000,000

MSI CapitalF-102

(1,000,000) (1,000,000)

Line-item total (1,000,000) (1,000,000)

Total 7037 Cast Iron Water Main Replacement 1,000,000 (1,000,000)

Cambria to East Coulee Transmission Line7039

Transmission and Distribution4106

Debt: Debenture5-301

(383,400) (383,400)

Line-item total (383,400) (383,400)

Engineering Structures6-611

Cambria to East Coulee Transmission Line 3,834,000 3,834,000

Line-item total 3,834,000 3,834,000

WWP - East CouleeF-106

90% Funding (3,450,600) (3,450,600)

Line-item total (3,450,600) (3,450,600)

2010

Final Budget

Reserves

Final Budget

MSI

Final Budget

MSP

Final Budget

AWWWP

Final Budget

BCF

Final Budget

SIP

Final Budget

NDCC

Final Budget

CFEP

Final Budget

AMIP

Final Budget

RINC

Final Budget

MSI Operating

Final Budget

Other Grants

Final Budget

Debentures

Final Budget

Other Sources

Final Budget

Shortfall

Final Budget

Capital
Capital Projects
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Total 7039 Cambria to East Coulee Transmission Line 3,834,000 (3,450,600) (383,400)

Lehigh/East Coulee Distribution System7040

Transmission and Distribution4106

Debt: Debenture5-301

(2,925,000) (2,925,000)

Line-item total (2,925,000) (2,925,000)

Engineering Structures6-611

Lehigh/East Coulee Distribution System 2,925,000 2,925,000

Line-item total 2,925,000 2,925,000

Total 7040 Lehigh/East Coulee Distribution System 2,925,000 (2,925,000)

River Intake Valve7041

River Intake Pump Station4102

Machinery and Equipment6-631

River intake valve 25,000 25,000

Line-item total 25,000 25,000

MSI CapitalF-102

(25,000) (25,000)

Line-item total (25,000) (25,000)

Total 7041 River Intake Valve 25,000 (25,000)

Ball Field Relocation7042

Parks and Playgrounds7204

Engineering Structures6-611

Relocation of John Anderson - Labour 36,408 36,408

Relocation of John Anderson - Equipment 101,309 101,309

Relocation of John Anderson - Materials 73,791 73,791

Line-item total 211,508 211,508

MUNI - phoneF-116

2009 MSP (73,791) (73,791)

Line-item total (73,791) (73,791)

Non-Government GrantF-305

Town donated (137,717) (137,717)

Line-item total (137,717) (137,717)

Total 7042 Ball Field Relocation 211,508 (73,791) (137,717)

Town Hall Relocation7043

Town Hall1202

Buildings6-621

Functional Planning Study 25,000 25,000

Line-item total 25,000 25,000

FacilityF-202

(25,000) (25,000)

Line-item total (25,000) (25,000)

Total 7043 Town Hall Relocation 25,000 (25,000)

Bylaw - Wheel Load Scales7044

Police Services2101

Machinery and Equipment6-631

Traffic Technology Quote 14,100 14,100

Contingency for price difference - 5% 705 705

Line-item total 14,805 14,805

EquipmentF-203

(14,805) (14,805)

Line-item total (14,805) (14,805)

Total 7044 Bylaw - Wheel Load Scales 14,805 (14,805)

Total Capital Projects 37,278,873 (5,927,445) (1,945,000) (73,791) (4,350,600) (6,000,000) (475,920) (60,000) (1,000,000) (11,308,400) (6,137,717)

2010

Final Budget

Reserves

Final Budget

MSI

Final Budget

MSP

Final Budget

AWWWP

Final Budget

BCF

Final Budget

SIP

Final Budget

NDCC

Final Budget

CFEP

Final Budget

AMIP

Final Budget

RINC

Final Budget

MSI Operating

Final Budget

Other Grants

Final Budget

Debentures

Final Budget

Other Sources

Final Budget

Shortfall

Final Budget

Capital
Capital Projects
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    Request for Decision  

Date:   17 Dec 2009    

Meeting Type:  Regular Council  

Topic:  Accrued Vacation Pay  

Proposal: 

Town Human Resource Policy 4.02.10.02.1.04, CUPE 135 collective 
agreement clause 13.04, and CUPE 4604 collective agreement clause 12.04 
states: 
  
“Vacation pay for each week of vacation shall be the employee’s regular rate 
of pay immediately prior to the vacation period.” 
  
Past and current practice on terminations is that all vacation pay would be 
paid out at the rate of pay at termination. 
  
Discussions with labour standards have indicated that an employee must be 
paid out vacation at their current rate of pay.  If an employee accrues 
vacation at the equivalent of 6%, and are eligible for 3 weeks vacation they 
must be paid out at their current rate of pay, not the dollars that would have 
been accrued.  If an employee was earning $100/day in the previous year 
and received a raise in the new year to $110/day, when the employee takes 
vacation, they must be paid at $110/day and the difference between dollars 
accrued and dollars required would have to be topped up by the employer.  
This is not a ruling, but the guidance received from labour standards.  We 
can request a ruling, but I am unaware at this time of how long it would 
take for a ruling to be made. 
  
A review by the Town’s solicitor concluded that any accrued vacation payout 
should be at an employee’s current rate of pay. 
  
Employment Standards do allow an employer to force the taking of vacation. 

Dates for annual vacations 
38   If an employer and an employee are unable to agree on a mutually 
satisfactory date to start the employee’s annual vacation, the employer 
must give the employee at least 2 weeks’ written notice of the date on 
which the employee’s annual vacation is to start, and the employee 
must take the vacation at that time. 

1996 cE-10.3 s38 

In respect of payment in lieu of vacation, the Human Resource Policy 
4.02.10.02.7.07 states: 

  
No payment will be made in lieu of vacation except where: 

(a)   An employee ceases employment; 
(b)   An employee who is entitled to two weeks or less of 
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vacation is on extended leave of absence and/or is physically 
unable to take earned vacation in the current year and the 
Director, Employment Standards approves such payment; or 
(c)   In those rare and exceptional cases where it is clear an 
employee cannot schedule the earned vacation entitlement 
within the authorized period, payment in lieu of vacation may 
be made only for vacation entitlement in excess of two (2) 
weeks. Approval for pay in lieu of vacation requires the 
approval of the Department Head and the Chief Administrative 
Officer, or a designated nominee. 

  
To require all staff to use up their vacation time in 2010 could result in the 
Town being short of manpower for an excessive amount of time which could 
result in increased overtime costs to achieve desired service levels or 
decreased service levels due to insufficient staff availability. 
  
The paying out of vacation time would mean increased cash flow going out 
that would not have been needed to be paid if the employee had taken the 
time off.  The employee would be paid for the work they do in addition to 
the vacation dollars paid, instead of just the vacation dollars if the employee 
was on vacation. 
  
Allowing the balances to decrease gradually will allow the municipality to 
retain the use of the accrued funds and not reduce the municipality’s cash 
flow. 
 
  

  

  

  

Proposed by:  Roy, Michael  

Correlation to 
Business 
(Strategic) Plan   

Director of Corporate Services   

Benefits:      

Disadvantages: 
 
  

 
 

● Direct administration to force staff to take their vacation time by 
providing appropriate notice to staff as to when their vacation will be 
starting and when it will be ending, with the objective being that no 
employee has more than their annual entitlement accrued by 
December 31, 2010 

● Direct administration to pay out all vacation time in excess of their 
annual entitlement plus 5 days by December 31, 2009.  This will allow 
the time to be paid out at the 2009 rate of pay as opposed to the 2010 
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Alternatives: 
 

rate of pay.  Further administration is to ensure that vacation time is 
scheduled appropriately, according to policy, so that no further build 
up of vacation pay will occur. 

● Direct administration to pay out all vacation time in excess of their 
annual entitlement  by December 31, 2009.  This will allow the time to 
be paid out at the 2009 rate of pay as opposed to the 2010 rate of 
pay.  Further administration is to ensure that vacation time is 
scheduled appropriately, according to policy, so that no further build 
up of vacation pay will occur. 

● Direct administration to ensure compliance with the policy. Accrued 
vacation pay amounts for any employee are not to increase over the 
level of the previous December 31 with any accrued vacation pay paid 
out at the employee’s termination of employment. 

● Direct administration to ensure compliance with the policy and to 
ensure that employees in excess of the allowed 5 days carry over 
reduce their excess accrued vacation pay by two weeks annually. 

 
 

Finance/Budget 
Implications: 
 

Accrued vacation pay is a fully expensed liability.  Paying out excess accrued 
vacation pay would not affect the accumulated surplus.  

● To pay out all staff who are in excess of their annual entitlement plus 5 
days would be $234,843  

● To pay out all staff who are in excess of their annual entitlement would be 
$249,572  

● To pay out all staff who are in excess of their annual entitlement, up to 2 
weeks, would be $26,055 - $29,264  

● To pay out all staff who are in excess of their annual entitlement, up to 3 
weeks, would be $ $33,410- $40,783  

● To pay out all staff who are in excess of their annual entitlement, up to 4 
weeks, would be $ $40,764 - $48,138  

 
 

Operating Costs: Capital Costs: 

Budget Available: Source of Funds 

Budget Cost: Underbudgeted Cost: 

Communication 
Strategy: 

Recommendations: Council provide direction to Administration. 

Report Writer: Roy, Michael 

Position: Director of Corporate Services 

  CAO:   
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Section 4 Benefits

Policy No.4.02.10.02 Vacation and Vacation Pay

1 POLICY
1.01 Vacations are granted annually, based on completed years of continuous employment

with the Town of Drumheller.

1.02 Vacation Entitlement
(a) For the purpose of this policy the vacation year is defined as the Anniversary Date

of employment year.

(b) Employees on the active payroll of the current year and who have not completed
one (1) year of continuous employment are entitled to a prorated vacation period
reflecting the period the employee has worked with the prior approval of their
Manager.

(c) Employees on the active payroll shall receive an annual vacation with pay in
accordance with the years of employment as follows:

(a) After one (1) year of continuous service – 3 weeks;
(b) After seven (7) years of continuous service – 4 weeks;
(c) After fifteen (15) years of continuous service – 5 weeks;
(d) After twenty-five (25) years of continuous service – 6 weeks

(d) If employment is terminated and proper notice given, the employee covered by this
policy shall be entitled to vacation pay on the following pro-rata calculation:

(a) Three (3) weeks entitlement – 6% of regular earnings excluding all
overtime;

(b) Four (4) weeks entitlement – 8% of regular earnings excluding all
overtime;

(c) Five (5) weeks entitlement – 10% of regular earnings excluding all
overtime;

(d) Six (6) weeks entitlement – 12% of regular earnings excluding all
overtime
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Section 4 Benefits

Policy No.4.02.10.02 Vacation and Vacation Pay

1.03 If a recognized statutory holiday falls or is observed during an employee's vacation
period he shall be allowed an additional vacation day with pay immediately following
his vacation period or an additional day of vacation on some other day if mutually
agreed to between the employee and their Manager.

1.04 Vacation pay for each week of vacation shall be the employee's regular rate of pay
immediately prior to the vacation period.

1.05 Vacation Scheduling
Each employee shall submit, on a form provided by the Town of Drumheller, the
request for vacation to their Manager by April 1st of each year and insofar as the
efficient operation of a department will permit, an employee shall have the right to
choose his period of vacation. If, in the opinion of the Department Head, the period of
vacation leave chosen by an employee conflicts or interferes with the efficient operation
of the department, the Department Head shall, on or before May 1st, give the employee
notice of this and such employee shall have the right to choose an alternative period. In
the event that the employee does not choose an alternative period acceptable to the
Department Head, the Department Head shall assign the vacation period.

1.06 An employee shall be entitled to receive his vacation in an unbroken period except
where his vacation entitlement is in excess of three (3) weeks. In such a case, the
employee's vacation entitlement may be taken in an unbroken period only with the
approval of their Manager.
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Section 4 Benefits

Policy No.4.02.10.02 Vacation and Vacation Pay

1.07 An employee who has been on sick leave, Workers’ Compensation Benefits, or leave of
absence without pay for Thirty (30) or more consecutive calendar days, except where
the leave is for the purpose of attending a training course, shall, for the year in which
the absence occurs, earn annual vacation with pay proportionate to the number of
months that the employee worked with pay in the service of the Town of Drumheller.

1.08 Annual vacations must be taken in periods of at least five (5) working days, unless the
employee’s Manager grants approval.

2 PURPOSE
2.01 The purpose of this Statement of Policy and Procedure is to specify vacation

entitlements that are earned by employees and to ensure consistency in the calculation
and payment of vacation pay.

3 SCOPE
3.01 This Statement of Policy and Procedure applies to all employees, but is subject to the

provisions of the applicable Collective Agreement as it relates to unionized employees.

4 RESPONSIBILITY
4.01 Department Heads and Managers are responsible for receiving vacation requests,

reviewing, scheduling, approving and monitoring vacation time requested and taken,
and for advising Payroll of any changes to approved vacation plans. Changes are
subject to approval by the Union unless mandated by statutory or industry requirements.

Page: 3 of 7

Issued to: All Manual Holders Issued: December 29, 2004 Replaces: n/a

Issued by: Corporate Services Effective: January 4, 2005 Dated: n/a

Agenda Item # 8.3.1 

RFD - Vacation Policy Page 46 of 50



Town of Drumheller, Alberta
Human Resources

POLICY and PROCEDURE Manual

123

Section 4 Benefits

Policy No.4.02.10.02 Vacation and Vacation Pay

4.02 Payroll is responsible for monitoring vacation schedules and shall ensure vacation pay
is paid in a timely manner, consistent with the provisions of this Statement of Policy
and Procedure.

5 DEFINITIONS
5.01 For the purposes of this policy, "wages" means monetary remuneration paid or payable

to the employee during the twelve (12) month period for which the vacation is earned
but excludes, contributions made by the employer to a benefit plan and any payments to
which an employee is entitled from a benefit plan, allowances or expenses, or vacation
pay previously paid during the twelve month period.

5.02 "Continuous employment" means a period of 12 consecutive months of employment
including approved vacation time and/or approved leaves of absence(s).

5.03 “Anniversary Date” means the anniversary of the date of commencement of
employment with the Town of Drumheller or such date established by promotion.

6 REFERENCES and RELATED STATEMENTS of POLICY and PROCEDURE
Alberta Employment Standards Act, 2000 and Regulations
No.4.02.10.05 — Maternity/Pregnancy Leave
No.4.02.10.06 — Parental/Adoption Leave
No.4.02.10.12 — Urgent Domestic Contingency/Emergency Leave
No.4.02.10.13 — Sick Leave and Long Term Disability
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Section 4 Benefits

Policy No.4.02.10.02 Vacation and Vacation Pay

7 PROCEDURE
7.01 Vacation Scheduling

(a) Employees are required to submit requests for vacation to the Manager by April
1st of each year for approval.

(b) Vacation entitlement of two (2) weeks or less shall be taken in periods of not less
than five (5) days unless the employee requests in writing that vacation time be
taken in periods shorter than one (1) week and the Manager agrees to that request.

(c) In the event the efficient operation of a department may be impaired by scheduled
vacations, the Manager may limit the number of employees who can take vacation
at the same time. In such cases, the Department Head, in his or her sole discretion,
will approve vacations based on the operational needs of the Town of Drumheller.
Where all other factors are equal, the Department Head will give preference to
vacation requests in order of the employee's length of service with the Town of
Drumheller.

7.02 Holiday Occurring During Vacation
When a recognized holiday occurs, or is granted, on a normal working day during an
employee's vacation, the employee is entitled to:

(a) An extra day of vacation at the beginning or at the end of the vacation; or

(b) An extra day to be taken on any normal working day in the same calendar year
subject to the approval of the employee's Manager.

7.03 Illness During Vacation
If an employee becomes ill or is injured after commencing vacation, the period of
illness or injury is considered as sick time and will not be considered as part of the
scheduled vacation. Employees will still be required to provide documentation as
required under 1.02 of Policy No. 4.02.10.13.
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7.04 Leave and Vacation conflict
An employee who has been on sick leave, Workers’ Compensation Benefits, or leave of
absence without pay for Thirty (30) or more consecutive calendar days, except where
the leave is for the purpose of attending a training course, shall, for the year in which
the absence occurs, earn annual vacation with pay proportionate to the number of
months that the employee worked with pay in the service of the Town of Drumheller.

7.05 Vacation Pay on Termination
An employee who ceases employment, for any reason, will receive vacation pay for
vacation time accrued to the date of termination, but not yet taken.

7.06 Vacation Carry Over

The Chief Administrative Officer may grant an employee to carry over up to five (5)
vacation days per vacation year. The employee must request their vacation carry over
in writing. An employee may not carry over vacation leave for more than one vacation
year without the approval of the Chief Administrative Officer.

7.07 Payment in Lieu of Vacation
No payment will be made in lieu of vacation except where:
(a) An employee ceases employment;
(b) An employee who is entitled to two weeks or less of vacation is on extended leave

of absence and/or is physically unable to take earned vacation in the current year
and the Director, Employment Standards approves such payment; or

(c) In those rare and exceptional cases where it is clear an employee cannot schedule
the earned vacation entitlement within the authorized period, payment in lieu of
vacation may be made only for vacation entitlement in excess of two (2) weeks.
Approval for pay in lieu of vacation requires the approval of the Department Head
and the Chief Administrative Officer, or a designated nominee.

8 ATTACHMENTS
Attachment A  Vacation Authorization Form.
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Section 4 Benefits

Policy No.4.02.10.02 Vacation and Vacation Pay

Attachment A
Vacation Authorization Form

Town of Drumheller
Notification of Leave

NAME

DATE

Type of Absence Days

Worker’s Compensation

Death in Family

Lieu of Overtime

Sickness

Special Leave

Vacation

Medical & Dental Appointment

DATE AND TIMES OF ABSENCE:

SUPERVISOR’S APPROVAL:

White: Payroll Department – Canary: Employee – Green: Supervisor
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