Voluntary Reduction in Hours – Employee Agreement


For Non-Exempt staff wanting to reduce their hours for up to four months, the following will take place.  For every pay period worked at reduced hours, the employee needs to submit a report of absence form to HR reflecting the unpaid hours taken.*  If the hours are reduced for a period no longer than four months, there would be the following impact:
Vacation time

Accrued:  Vacation will still be earned at the 40 hour rate

Used:  Vacation time must be used to reflect the hours worked.  i.e. if the person 

is working 6 hour days, then only 6 hours of vacation time should be used.  

Sick Time

Accrued:  Sick time will be earned in proportion to the amount of hours worked.

Used:  Sick time must be used to reflect the hours working.  i.e. if the person is working 6 

hour days, then only 6 hours of sick time should be used.    

Holiday  

Holiday time will be paid to reflect the current schedule, so if a person is working 6 hour days, they will get paid 6 hours holiday pay. 

Health Care  

No impact

Seniority 

No impact

Pension 

Nonexempt staff who reduce their hours may lower their future pension. This depends on whether this occurs within the ten years before retirement. The pension is based on the five highest consecutive calendar years of earnings out of the last ten years so reducing one’s salary could potentially lower one’s retirement.  Nonexempt staff receive one year of service for each calendar year they work 1000 hours. Those who are reducing hours and are close to retirement will be referred to Vivek Kumar, the Benefits consultant in HR for individual discussions.  

*  This will be explained in further detail by the Library HR Generalist
Voluntary Reduction in Hours – Employee Agreement

I, 




, understand and agree that I am aware of the potential consequences of reducing my hours as listed above.  

My signature below confirms that I have spoken with the Library HR Generalist and am in agreement with the above statement.  

Employee Signature

Date

HR Generalist Signature

Date

Non-Exempt Staff


For non-exempt staff, hours can be reduced anywhere from 39 to no less than 30 hours per week.
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