CODE: 04.01.036

RESOURCE LIBRARY — HUMAN RESOURCES

Vacation Entitlement EDITION: 7

PAGE 10F2

OBJECTIVE: H i:

e To provide guidelines for the administration of vacation.
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e To avoid accumulation of vacation days.
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APPLICATION: v FH :

A vacation request system should be set up for application to all employees, and submitted to the manager
responsible for approval.
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It is important that there is a means of controlling vacations to avoid over accumulation and last minute releases
at the end of the year.
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Vacation requests should be approved according to the demands of the operations business levels first and the
employees’ wishes second.
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STATEMENT OF POLICY

1. Annual vacation entitlements will be given in accordance with the local Labor Law and salary will be paid in
full during the vacation.
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2. Money in lieu of vacation time will not be paid. This is based on the belief that a vacation makes an
important contribution to the health and well being of our employees and vacation time may not be taken if
money was seen as alternative.
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3. Inthe first year of employment, holidays are calculated pro-rata on the Labor Law terms.
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4. Staff vacation accruals should not be allowed to accumulate beyond a maximum of two years entitlement.
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5. Public Holidays occurring during the vacation will be considered as part of the vacation entitlement and will
not extend the entitlement, as per the local Labor Law.
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6. Although every effort will be made to allow staff to take a vacation during the dates of their choice, managers
are within their rights to refuse a vacation request if the business demands require so.
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If employees are due to take vacation but are prevented from doing so by certified sickness, the vacation can
be taken later following the re-submission of the vacation request.
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If an employee falls sick during vacation, the vacation is considered taken.
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