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Strathcona Hotel
Policies & Procedures

Subject: 
VACATION REQUEST & PAYOUT 
Revised: 
February 20, 2013
To avoid confusion in regards to vacation pay I am resending this memo from October 31st 2008 and December 2nd 2007.

In accordance with our vacation policy all employees are to take their vacation NOT to have it paid out in cash. Only in hardship will we pay out accrued vacation as cash. Everyone needs to take a break and re-charge that is why we bank your vacation so that you actually have some money coming to you when your take your leave. 

All employees must follow set procedures:

· Fill out an ACITON FORM requesting time off. Form can be found in the staff room.

· Get your department manager to approve your request. Senior managers please have the Olson’s approve your requests.
· Put ACTION FORM in the HR mail slot for processing. 
DO NOT HAND THE ACTION FORM DIRECTLY TO PAYROLL AS STEVE IS NOT ALLOWED TO PROCESS YOUR REQUEST WITHOUT SIGNATURE FROM YOUR MANAGER AND HR.

It is important that these steps are followed in order for you to get your vacation pay paid out in accordance with your actual time off. 

Please see attached vacation policies for salaried staff and hourly staff.
Thank you.
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