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Strathcona Hotel

Policies & Procedures

Policy:
Attendance recording, statutory holidays, days off in lieu and vacation.
Revised:
December 28, 2012
Policy:
Managers and supervisors being paid annually (salaried) have certain benefits not available to hourly employees, for example; improved extended health and benefits plan, accrued sick days, meal allowance (charge accounts), ability to work a flexible schedule and the security of knowing that their income/pay check will be the same regardless of seasonal changes, restaurant closures and or business volumes. As for hourly employee this can and does vary.
At the Strathcona Hotel the work week is 40 hours, and from time to time managers are required to work additional hours. The intent of this is not to accumulate hours to take a day off, the expectations of all managers and supervisors on salary are that they manage their time.  If you have to work an extra hour one day you take an hour off another day.

However at times you might have to work an extra day or so because of projects, increased seasonal business volumes, deadlines etc and these additional hours worked must be taken as days off. This time off should be explainable and taken within a reasonable time frame of a maximum of 2 months.
A manager on salary is not entitled to be paid overtime in addition to their regular work week, rather as mentioned earlier additional time worked MUST be taken in lieu.
If you are required to work on a statutory holiday you must take that day in lieu within two months.

The Strathcona Hotel believes there must be a good balance between work and free time and we encourage all managers to take their vacations to rejuvenate and refresh. Accrued vacation must be taken as time off. Only one week is allowed to be carried over to the next calendar year and must be taken before May 1st.

Effective immediately all managers must email their weekly schedule to HR at the same time it is posted and any changes after it is posted must be emailed to HR. (illness etc). On the schedule you need to indicate when you take an owed stat day and which day it is. Any banked time needs to be indicated as well.
All exceptions to this policy must be approved by the owners.
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