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THE RURAL MUNICIPALITY OF PINEY 
EMPLOYMENT POLICY 

 
 

DEFINITIONS 
 
1 A ‘full-time Employee’ is one who, on a regular recurring and year-round 

basis, is normally scheduled to work a normal work week of 36 ¼ hours and 
has completed the probationary period. 

 
2 A ‘part-time Employee’ is one who, on a regular recurring and year-round 

basis, is normally scheduled to work less than full-time hours after 
completion of the probationary period.   

 
3 A ‘seasonal Employee’ is an Employee, other than a student, who is hired 

on a temporary basis to meet seasonal or peak period demands.   
 
4 A ‘student employee’ is an Employee, hired on a temporary basis to meet 

seasonal demands, is a youth aged 15 to 29 and may be finishing school or 
returning to school. 

 
 
HOURS OF WORK 
 
All Full Time Employees hours of work will be based on a minimum of a thirty-six 
and one quarter (36 1/4) hour work week.  Normal office hours are 8:30 A.M. to 
12:00 Noon and from 12:45 P.M. to 4:30 P.M., Monday through Friday. 
 
Employees shall work such number of hours as are reasonably required to carry 
out their duties and shall be eligible for overtime after 40 hours.  
 
Where travel is required to attend seminars and conferences, regular work week 
hours will be taken into account for the purposes of calculating working hours  
 
OVERTIME 
 
Employees who work overtime shall be eligible for time off or pay at the rate of one  
and a half (1.5) hour for each hour worked beyond a forty (40) hour work week up 
to a maximum of sixty (60) hours per week. 
 
Banked Overtime 
At the Employee’s request he will not be paid for overtime worked and payment for 
this work will be banked.  For payment purposes, banked overtime cannot accrue 
greater than six (6) months. 
 
The banked overtime pay will be paid at the discretion of the Employee on the 
company payday following the request and will form part of that Employee’s regular 
pay. 
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WAGE RATES AND CLASSIFICATION 
 
Wage rates and Classifications as per Appendix "A". 
 
All Employees will receive a Cost Of Living Allowance effective January 1 of each 
year based upon Statistics Canada, Consumer Price Index calculated using the 
following parameters: 

 All Items 

 Manitoba 

 November to November 
 
GENERAL HOLIDAYS 
 
Every Full Time Employee including Full Time Seasonal shall receive one (1) day's  
pay although the Employee does not work, on the holidays listed below. 
 
Part Time Employees will receive a prorated pay for the holidays listed below using  
the Employment Standards General Holiday pay calculation method.  
 
New Year’s Day  Louis Riel Day   Good Friday 
Easter Monday            Victoria Day   Canada Day   
Civic Holiday   Labour Day    Thanksgiving Day 
Remembrance Day  Christmas Day   Boxing Day                
 
The following days will be considered half day holidays: 
 Christmas Eve   New Year’s Eve 
 
Where a general holiday falls on a day that is a non-working day for an Employee,  
The Employee is entitled to and shall be granted a holiday with pay immediately 
preceding or following the general holiday. 

 
 
VACATION 
 
 Length of Vacation 
1. Full Time Employees shall accumulate vacation leave entitlement as follows 
 based on a fiscal year commencing January 1 and ending December 31: 
 a) An Employee who has completed one (1) full year and less than ten 
  (10) years of service shall be entitled to vacation leave of fifteen (15) 
  working days per year.  The Employee who has completed less than 
  one (1) full year of service, shall have their vacation leave prorated. 
 b) An Employee who has completed more than ten (10) years and less 
  than 20 years of service, shall be entitled to vacation leave of  twenty 
  (20) working days per year. 
 c) An Employee who has completed more than twenty (20) years of  
  service shall be entitled to vacation of twenty-five (25) working days 
  per year. 
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 Where a holiday falls within an employee’s vacation, the employee shall be 
 entitled to one extra day of vacation to be taken at any time upon pre- 
 approval of the C.A.O.  The Employee must submit in writing, to the C.A.O., 
 a request for vacation time.  The Employee shall schedule vacation so as to 
 least interfere with the continuance of the operations. 
 
2. Seasonal and Part-time Employees shall receive vacation pay in each pay 
 period in lieu of vacation. The amount of vacation pay shall be calculated as 
 follows: 

a) six per cent (6%) of his gross (regular) pay to the end of the tenth 
(10th) year of service; 

b) eight per cent (8%) of his gross (regular) pay from the eleventh (11th) 
year of service to the end of the twentieth (20th) year of service; 

c) ten per cent (10%) of his gross (regular) pay from the 21st (21st) year 
of service. 

 
    
Vacation Preference  
Employees shall be granted a vacation period as decided by management but with 
preference, where practical, being given to accommodate the wishes of the 
Employee based upon management’s decision. 
 
 
Accumulation of Vacation 
All vacations are to be taken in the year immediately following that in which the 
entitlement was accumulated, however, with the written permission of the 
Employer, vacation leave entitlement may be carried over from one year to the 
next. 
 
 
SICK LEAVE 
 
Sick leave shall accumulate at the rate of one (1) day per completed month of  
active employment to twelve (12) days annually.  Sick days shall be accumulate 
to a maximum of 180 days. 
 
Sick leave shall not be used by an employee for any periods of illness which occur  
during their regularly scheduled vacation or any other leave of absence. 
 
Sick leave shall not accumulate during periods when an employee is absent on  
sick leave and/or workers compensation leave for a period of more than 10  
consecutive days. 
 
Seasonal Employees are eligible for sick leave.  The benefit will be calculated  
upon full time entitlement with no accumulation carry forward to the following year. 
 
There will be no allowance for unused sick leave upon termination of employment. 
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Family Leave 
Family leave shall accumulate at the rate of one-half (1/2) day per completed 
month of active employment to a maximum of ten (10) days for immediate family 
illness.  Immediate family shall be defined as a spouse, children, dependants or 
parents.  Family leave shall not be used by an employee for any periods of illness 
which occur during his or her regularly scheduled vacation or any other leave of 
absence. 
 
There will be no allowance for unused sick leave upon termination of employment. 
 
Record of Sick Leave and Family Leave 
A record of all unused sick leave and family leave will be kept by the Employee on 
their monthly attendance report.  

 
 

Proof of Illness 
An Employee shall be required by the Employer to produce a certificate from a duly 
qualified medical practitioner if the employee is absent from work for more  than 
three consecutive days for either Sick Leave or Family Leave. 
 
 
LEAVE OF ABSENCE 
 
Compassionate Leave 

a)  All Employees shall be entitled to compassionate leave up to three 
 (3) working days without loss of salary in the event of the death of a 
 member of an employee’s immediate family.  Immediate family is 
 defined as father, mother, brother, sister, spouse, child or ward of the 
 employee, or relative permanently residing in the employee’s 
 household or with whom the employee permanently resides. . 

 
b)  All Employees shall be entitled to compassionate leave up to one (1) 

 working day without loss of salary in the event of the death of an 
 employee’s grandparent, son-in-law, daughter-in-law, father-in-law,  
 mother-in-law, brother-in-law, sister-in-law, aunt, uncle or grandchild.  

 
c) An Employee, who is entitled to compassionate leave under Section 

a) and b) during his or her vacation leave shall receive vacation 
credits equal to the number of days of compassionate leave granted. 

 
d) Provided an employee has not received compassionate leave for the 

death in question, an employee shall be entitled to compassionate 
leave up to a maximum of one (1) day without loss of salary for 
attending a funeral as a pallbearer. 
 

C.A.O. may, at his discretion, require a death certificate or other documented  
proof be provided  before or immediately after said leave is granted. 
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Jury Duty 
The Employer shall pay an Employee who is required to serve as a juror or attend 
as a court witness, at any case other than his or her own the difference between 
the normal earnings and the pay the Employee received for jury service.  The 
Employee shall present proof of service and the amount of remuneration received. 
 
   
Maternity, Parental and Adoptive Leave 
Employees shall be entitled to such leave in accordance with the Employment 
Standards Act. 

 
 
BENEFITS 
 
The following benefits shall be made available to all Employees:  
  

a. MEBP  Basic Life Insurance 
b. Disability Income plan through MEBP 
c. Group Medical and Dental Insurance (HED Plan II) 

 
These benefits are funded on a 50/50 cost sharing basis between the Employer 
and the Employee. 
 
The following benefits are also available but are funded 100% by the Employee: 
 

a) Dependant Life Insurance through MEBP 
b) Voluntary Life Insurance through MEBP 

 
Eligibility for group benefit coverage will cease upon termination of employment. 
 
 
PENSION PLAN 
 
All Employees must participate in the MEBP (Manitoba Employees Benefits  
Program) Pension Plan through either the Automatic or Compulsory Participation  
options.  The Employer shall match the Employee's contributions to the Plan.   
 
 
ANNUAL PERFORMANCE REVIEW 
 
The C.A.O. shall perform an annual review of the Employee’s performance.  An 
annual performance review will be conducted during the first week of January.  
Performance reviews shall be conducted in accordance with criteria developed 
between the Employer and Employee. 
 
The Employee shall be apprised of the results of the performance review and shall 
be given an opportunity to provide written comments to the Employer. 
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PROFESSIONAL DEVELOPMENT 
 
All Employees shall participate in appropriate professional associations.   
Attendance of the Employee in other such organizations will be at the discretion of 
the Municipality as deemed appropriate in the performance of the Employee’s 
duties.  The Municipality shall reimburse the Employee for all reasonable expenses 
incurred in travel for the Municipality, attending the annual conference of his or her 
provincial professional association, educational courses and meetings of the local 
chapter of his or her professional association upon presentation of appropriate 
expense reports. 
 
EXPENSES 
The Municipality shall reimburse the Employee for all authorized business 
expenses that he or she incurs in the course of employment. 
 
 
TERMINATION OF EMPLOYMENT 
 
The Employee or the Employer may terminate employment as per Employment 
Standards. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

1 

 

Position Title Class 1 Class 2 Class 3 Class 4 Class 5 Class 6 Class 7 Class 8 Class 9 Class 10

Summer Student $12.00 $12.28 $12.56 $12.83 $13.11 $13.39 $13.67 $13.95 $14.22 $14.50

Janitors $13.57 $13.81 $14.05 $14.29 $14.53 $14.78 $15.02 $15.26 $15.50 $15.74

Receptionist $13.57 $14.35 $15.13 $15.92 $16.71 $17.49 $18.27 $19.06 $19.84 $19.72

Labourer $13.57 $14.59 $15.62 $16.64 $17.67 $18.69 $19.72 $20.74 $21.78 $22.80

Public Works Supervisor $18.45 $20.02 $21.59 $23.16 $24.73 $26.29 $27.86 $29.43 $31.00 $32.57

Community Development Officer $17.00 $17.78 $18.56 $19.34 $20.12 $20.90 $21.68 $22.46 $23.24 $24.02

Accounting Clerk $17.37 $18.09 $18.82 $19.54 $20.26 $20.99 $21.71 $22.43 $23.16 $23.88

Assistant Chief Administrative 

Officer
$18.45 $19.66 $20.87 $22.07 $23.28 $24.48 $25.69 $26.90 $28.10 $29.31

     

Position Title Class 1 Class 2 Class 3 Class 4 Class 5 Class 6 Class 7 Class 8 Class 9 Class 10

Summer Student $22,620.00 $23,144.03 $23,668.06 $24,192.09 $24,716.12 $25,240.15 $25,764.18 $26,288.21 $26,812.24 $27,332.50

Janitors $25,578.08 $26,032.80 $26,487.52 $26,942.24 $27,396.96 $27,851.68 $28,306.41 $28,761.13 $29,215.85 $29,670.57

Receptionist $25,578.08 $27,051.37 $28,524.67 $30,018.43 $31,491.73 $32,965.03 $34,438.32 $35,932.08 $37,405.38 $37,180.29

Labourer $25,578.08 $27,501.55 $29,445.48 $31,368.95 $33,312.89 $35,236.36 $37,180.29 $39,103.76 $41,047.70 $42,971.17

Public Works Supervisor $34,786.18 $37,741.87 $40,697.56 $43,653.25 $46,608.94 $49,564.63 $52,520.32 $55,476.01 $58,431.70 $61,387.38

Community Development Officer $32,045.00 $33,515.30 $34,985.60 $36,455.90 $37,926.20 $39,396.50 $40,866.80 $42,337.10 $43,807.40 $45,277.70

Accounting Clerk $32,739.94 $34,104.10 $35,468.27 $36,832.43 $38,196.60 $39,560.76 $40,924.92 $42,289.09 $43,653.25 $45,017.42

Assistant Chief Administrative 

Officer
$34,786.18 $37,059.79 $39,333.40 $41,607.01 $43,880.61 $46,154.22 $48,427.83 $50,701.43 $52,975.04 $55,248.65

Appendix A
Hourly

Annual


