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Title

1. The title of this policy is the Human Resources Policy for the Municipality of the
County of Antigonish.

Purpose

2. The purpose of this policy is to establish guidelines and expectations for the
employment relationship within the Municipality of the County of Antigonish.

Scope

3. This Policy applies to all Employees of the Municipal of the County of Antigonish.

Definitions
4. In this policy the following definitions apply:

a. “Council” refers to the elected officials of the Municipality of the County of
Antigonish who are convened at duly scheduled meetings of the Council.

b. “Department Head” includes the CAO and Directors or members of the Senior
Leadership Team.

c. “Full-time Employee” means an employee who works full time hours based on
their classification.

d. “Casual Employees” means an employee who is hired on an irregular, as-needed
basis with no firm, ongoing commitment to hours or duration.

e. “Contract Employees” means any employee who works for the municipality in an
arrangement, that is directly related to a specific period, or project and often
timebound. Contract Employees do not receive the same benefits as permanent
employees but are expected to respect and follow policy and procedures when
working with, in and at municipal infrastructure and when representing the
Municipality, unless otherwise defined in their contract

f. “Permanent Employee” means any employee filling a permanent position who
has successfully completed their probationary period.
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g. “Probationary Employee” means any employee who is within their probationary
period

h. “Grievance” is defined as an employee’s expression of dissatisfaction concerning
conditions of employment or treatment by management or other employees.

Employment
5. Accommodations for Persons with Disabilities

a. The Municipality is committed to hire, train, and promote qualified individuals with
disabilities and to make reasonable accommodation for their unique needs.

b. A qualified individual with a disability is defined as “an individual with a disability
who with or without reasonable accommodation, can perform the essential
functions of the employment position” that such an individual holds or desires.
Reasonable accommodation may include making existing facilities used by
employees readily accessible to and usable by individuals with disabilities. It may
also include job restructuring; adjusting or modifying examinations and training
materials; and other reasonable accommodations, for persons with disabilities,
provided that making such accommodations does not constitute any undue and
unreasonable hardship for the Municipality.

6. Position Announcement

a. The Municipality encourages the advancement opportunities of all employees.
Positions may be advertised internally or internally and externally simultaneously.

7. Equality Hiring Practices

a. The Municipality of the County of Antigonish is committed to building and
sustaining a community where every person is treated with respect, dignity, and
fairness. A community that celebrates diversity of race, colour, religion, gender
identity or expression, sexual orientation, ability, age, ethnicity, socioeconomic
status, or other identity. We strive for a community that denounces all forms of
hate, racism, discrimination, violence and harassment. This policy aligns with our
approved Nalikitquniejk Equity, Anti-Hate and Anti-Racism Plan, which commits
to ongoing review of policies and services, engagement with underserved
communities, education, and public accountability and is engrained in our Human
Resource practices.

8. Employment of Immediate Family

a. The Municipality may employ immediate family of municipal employees and
elected officials. No special advantage or favouritism will be shown.

b. Immediate family of a candidate for employment may not be involved, directly or
indirectly, in assessing with merits, qualifications or capacities of any candidate for
an open position.

c. An employee may not be employed in a position subject to direct or in-line
supervision or direction by an immediate family member.
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d. For the purposes of this section, “immediate family” includes parent, spouse
(including common-law spouse), child, sibling or half sibling, grand-parent,
grandchild (“in-law” or “step” relatives).

Benefits
9. Pension

a. Permanent full-time employees of the Municipality are required to join the
Municipality’s Pension Plan after completing one year of service with the
Municipality.

b. Upon the anniversary of completing one year of service with the Municipality, the
employee will arrange with their supervisor to enroll in the Municipality’s Registered
Pension Plan Automatic deductions will be taken from the employees’ paycheque
to cover plan premiums.

c. The contribution increases by both employee & employer through the Years of
Service Graduated Table (Table 1) increase on the employee’s date of hire
anniversary for years of service 2, 6, 11 & 21.

Table 1: Years of Service Graduated Table

Year of Service Employee Contribution | Employer Contribution
0 1
Year 2-5 5% of their annual salary Z&S;:Taetzn;ﬂa(;ﬁ?n!;s
0 )
Year 6-10 7% of their annual salary ;rﬁsfalt?:tgrgfgzyri?nsgs
0 1
Year 11-20 9% of their annual salary 2&3;“;;?2}?';;?:95
[v) L
Year 21+ 7% of their annual salary ;;rﬁg :2;%?2;0%?592

d. The increases in employee pension contributions based on the years of service
graduated table are voluntary. If for any reason the employee does not wish to
step up to the next contribution level (based on their years of service anniversary),
then the employee can elect to decrease their pension contribution to a previous
contribution level, with a minimum contribution of 5%. The County will match the
employee’s contribution at the reduced percentage amount.

e. A request for a contribution increase, deferral, rollback, and any reversion back to
the regular schedule of increase, must be provided to the CAO by January 1%tin
any year, and will not take effect until the subsequent April 15t.

f. The Municipality does allow for the employee to elect to make voluntary
contributions over and above the Municipality’s pension plan. The sum of the
matched employer/ employee contribution plus any voluntary contributions can not
exceed 18% of an employee’s annual rate of earnings. The voluntary contributions
must be requested in writing, and it should be noted that the Municipality does not
match voluntary contributions outside of the Years of Service Graduated
table. Once the employee reaches the Graduated table matched contribution of a
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combined employee and employer contribution of 18% threshold, the voluntary
contribution option is withdrawn.

g. An employee cannot “buy back” any deferred contribution.
10. Benefits Deducted by Payroll

a. The Municipality shall make deductions from employee’s earnings as required or
permitted by applicable federal and provincial legislation. Deductions may
include but are not limited to: Statutory (Income Tax, CPP, El), Court Ordered or
legislated (legally ordered), mandatory group benefits premiums (including Life,
AD&D, Dependent Life and LTD), and Voluntary (Group benefit premiums,
pension contributions, other voluntary programs offered by the County). The
Municipality contributes resources to fund these premiums. The CAO must
approve any changes in the plans. Information on the plans will be provided to
all employees as part of the onboarding process.

b. In the event that an employee is off for an extended period, during the 119-day
waiting period, an employee shall continue to contribute their share of the benefits
premium as required.

c. Employees will have the option to join the Municipality’s medical benefit plan
after 3 months of employment. Employees who are legally entitled to work in
Canada and who meet the eligibility requirements of the group benefits plan are
eligible to participate in the County’s sponsored health and dental benefits
program, subject to terms and conditions of the insurer. They must also work a
minimum of 30 hours per week on a regular basis, year round. Information on the
plans will be provided to all employees.

11. Employee Recognition and Retirement

a. The Municipality of the County of Antigonish is committed to providing a positive
and appreciative work environment for its employees at all municipal work sites.
A program of recognition is to celebrate the service accomplishments of staff as
public servants striving to represent Municipality in service to our community.

b. A budget will be approved each fiscal year based on service award levels to be
recognized for that year.

c. The Warden and Council may acknowledge staff service milestones and
retirements as they arise through the calendar year at the appropriate monthly
Council meeting.

d. Full-time staff will be recognized at the service milestones outlined in Table 2
below:
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Table 2 Service Milestones

Ye%r:nc::)lse ?;Ice Award / Monetary Value of Recognition
5 Certificate & gift valued at $50
10 Certificate & gift valued at $100
15 Certificate & gift valued at $150
20 Certificate & gift valued at $200
25 Certificate & gift valued at $250
30 Certificate & gift valued at $400
35 Certificate & gift valued at $500
40 Certificate & gift valued at $500

e. Retirement from the Municipality will be acknowledged at the next available
milestone based on the employee’s years of service;

i) e.g., if an employee retires after completing 12 years of service with the
Municipality, they will be recognized with an award/gift at the “15 years of
service completed” level.

f. Notwithstanding clause 11.e, full-time employees who have completed 20 years of
service, will receive a lump sum payment of $2000 upon retirement.

Leaves & Absences
12.Vacation
a. Full-time employees are entitled to vacation time.

b. The vacation year is April 1st to March 31st. Entitlement for full time employee in
the first year of employment is calculated on a pro-rated basis from start date
until the next March 31st,

c. Subject to any variation in an employee’s contract of employment, annual
entitlement to vacation after the first March 31st following the date of hire is
normally calculated as follows:

i) Less than five (5) years of service on April 1: one and one-quarter (1 %) days
per month vacation for each month of service in the year, to accumulate to a
maximum of fifteen (15) working days.

i) More than five (5) years of service but less than ten (10) years of service on
April 1: one and two-thirds (1 2/3) days per month vacation for each month of
service in the year to a maximum of twenty (20) working days.

iy More than ten (10) years of service but less than twenty (20) years of service
on April 1: two and one-tenth (2 1/10) days per month vacation for each month
of service in the year to a maximum of twenty-five (25) working days.

iv) More than twenty (20) years of service on April 1: two and one-half (2 1/2)
days per month vacation for each month of service in the year to a maximum
of thirty (30) working days.

Policy #5 5
Human Resources Policy



d.

MUNICIPALITY OF THE COUNTY OF

ANTIGONISH

The Employee’s start date is the date from which the annual vacation allotments
are calculated. The vacation entitlement will be accrued on a pro-rated basis.

i) Seniority shall not apply when vacation leave has been approved in advance.

i) If two persons apply for the same dates of vacation leave at the same time, the
senior staff person will get priority in regard to vacation leave scheduling.

iii) Employees will be required to submit prior to May 1 of each year their vacation
request. The request will specify the dates that vacations will be taken for the
period ending March 31.

iv) All but five (5) days must be specified on this schedule. No changes will be
made to this schedule unless approved the CAO/Designate. The remaining five
(5) days can be taken as required provided sufficient notification is given to the
employee’s supervisor.

v) Vacation schedules are not official until they have been approved by the CAO
in consultation with the Senior Leadership Team no later than May 15.

vi) Permission must be granted by the CAO/Designate to carry over any vacation
balances more than five (5) days.

13. Sick Leave

a.

b.
c.

Permanent full-time employees are entitled to accumulate sick leave credits at a
rate of 1.25 days, for each completed month of service, to a maximum of 150 Days.
If the employee becomes ill, full salary will be paid until all sick leave credits are
used.

Sick leave carries over year over year.
No remuneration shall be granted in lieu of unpaid sick benefits.

14.Pregnancy and Parental Leave

a.

b.

d.

Pregnancy, End of Pregnancy and Parental leaves shall be in compliance with
legislated standards.

While off on leave, employees will contribute their share of the Long-Term
Disability, Life Insurance, Accidental Death and Dismemberment and Dependent
Life Premiums.

Employees have the ability to put their Medical and Dental Benefits plan on hold
during their time off.

To support employees during their transition to parenthood, The Municipality of the
County of Antigonish provides a salary "top-up" to eligible employees who are
receiving federal Employment Insurance (El) pregnancy or parental benefits.

i) Eligibility
(1) Service Requirement: Employees must have completed 12 months of
continuous full-time service prior to the start of their leave.

(2) Employees must provide at least four (4) weeks’ written notice of the date
that they intend to start their leave and their expected return date.
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(3) El Approval: The employee must provide proof that they have applied for
and are in receipt of El pregnancy or parental benefits.

(4) An employee that is receiving a salary “top-up” during pregnancy leave
cannot qualify for a salary “top-up” during parental leave for the same
pregnancy.

i) Top-Up Amount

(1) Pregnancy/Standard Parental Leave: The company will pay the difference
between the El weekly benefit (currently 55% of insurable earnings to a
maximum which is federally adjusted on an annual basis) and 95% of the
employee’s regular gross weekly salary.

(2) Extended Parental Leave: If an employee chooses the El Extended Option
(paid at 33%), the company top-up will be calculated as if the employee
were receiving the Standard (55%) rate to ensure equitable benefit costs for
the company over 17 weeks.

iii) Duration of Top-Up
(1) Maternity Top-Up: Paid for the first 17 weeks of maternity leave.
(2) Parental Top-Up: Paid for the first 10 weeks of parental leave.
iv) Conditions of Receiving Top-Up Payment

(1) Return to Work Commitment: To receive the top-up, the employee must
sign an agreement committing to return to work for a period of at
least twelve (12) months following the leave.

(2) Repayment: If the employee resigns before the end of the commitment
period, they may be required to repay the top-up benefits on a pro-rated
basis.

(3) Taxation: These payments are considered supplemental income and are
subject to standard statutory deductions (Income Tax, CPP).

e. To provide support time for permanent full-time employees who are not giving birth
to allow them to provide support when introducing a new child to the family, either
through birth or adoption, the Municipality offers a limited “supportive-parental
leave”.

i) As a parent of a new child, you may take up to five (5) paid days of “supportive-
parental leave” in support of a new child coming into your family (through birth
or adoption)

i) Notification of an employee intending to take this supportive-parental leave
should be given at least four (4) weeks prior to the intended absence, if
possible, and must be approved by the CAO/designate.

iii) This supportive-parental leave must be taken within one (1) month of the arrival
of a new child (through birth or adoption).
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14. Domestic Violence Leave

a. Domestic violence leave was established under the Nova Scotia Labour
Standards Code as part of Standing Together Nova Scotia’s action plan to
prevent and address domestic violence.

b. Up to 5 days of domestic violence leave will be paid by Municipality in each
calendar year.

Workplace Expectations
15.Harassment Free Workplace

a. The Municipality of the County of Antigonish will provide a workplace free from
harassment and discrimination. Harassment of any nature will not be tolerated at
the Municipality.

b. The Municipality holds its employees, clients, and volunteers to a high standard in
the execution of this procedure. It is the responsibility of each employee to be
familiar with the Harassment Prevention Workplace Policy.

16. Grievances

a. The Municipality encourages employees to bring work related problems to the
attention of the CAQ in a timely manner. Employees should be provided with an
opportunity to present issues and to appeal decisions through a formal complaint
and grievance procedure. All grievances shall be handled promptly and fairly as
outlined in the Harassment Prevention Workplace Policy.

17.Drugs & Alcohol

a. Employees are prohibited from using, distributing, procuring, or possessing
alcohol, cannabis and illicit drugs on Municipal property or in connection with any
and all municipal services.

18. Disciplinary Approach

a. All staff of the Municipality of the County of Antigonish are representatives of our
organization, work in public service, and play an important role in providing
services to our community. These roles rely on integrity, accountability and a high
level of respect and responsibility for effective and efficient use of public funds and
resources. Professionalism, respect of the law, and impartiality in service delivery
is paramount.

i) To support respectful fair treatment of all employees a progressive discipline
approach anchored in Nova Scotia's Occupational Health and Safety (OHS)
Act is in place. This includes a system that ensures fair timely documentation
of any concerns, in dialogue with employee(s) involved.

i) This approach involves the following steps:

(1) a verbal warning;

(2) written warning;

(3) suspension (length and terms dependant on situation);
(4) termination.
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ii) These steps are not always graduated, severe or egregious conduct could
result in immediate termination for cause. All will include consistent, fair, timely
documentation. Forms and additional information available in employee
handbook.

19. Conflict of Interest

a. The Municipality realizes that employees may become involved in situations where
loyalties are divided or where his/her personal interest may conflict with their duty
to the Municipality.

b. Employees are expected to remain loyal to the Municipality even in situations that
arise in which they may be tempted to act in violation of their duty to the
Municipality. i.e. financial gain, professional advancements, and commitment to
third parties which conflicts with their duties for the Municipality.

20.Operational Hours

a. The hours of operation of the Municipality shall be set by Municipal Council. The
CAO/Designate shall have the authority to assign hours of work to employees
based on service requirements.

i) Municipal Administrative Centre: Monday to Friday - 9:00am to 4:30pm
ii) Public Works Department: Monday to Friday - 8:00am to 4:30pm
iii) Beech Hill Solid Waste Management Facility

¢ Monday to Friday 8:00am to 4:30pm

e Saturday 8:00am to 12:00pm

b. Employees are entitled to one hour each for lunch and two (2) fifteen (15) minute
paid breaks if they work more than five (5) hours per day. They are entitled to one
(1) fifteen (15) minute break if they work more than three (3) hours and less than
five (5) hours per day.

c. Exceptions to this Policy will be considered by the CAO/Designate.
21.Legal Holidays

a. The following shall be legal holidays, and the employee shall not be required to
work and shall be paid at their regular rate of pay, except as required for service
delivery. Employees directed to work on a legal holiday set out in section 21(a) will
be paid at time plus one-half (1.5 x rate of pay).

i) New Year's Day”

i) Heritage Day*

i)  Good Friday*

iv) Easter Monday

v) Victoria Day

vi) Canada Day*

vii) Natal Day

viii) Labour Day*

ix) National Day for Truth and Reconciliation

X)  Thanksgiving Day
Policy #5 9
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xi) Remembrance Day
xii) Christmas Day*
xiii) Boxing Day

b. Employees directed to work on a legal holiday set out in section 21(b) will be paid
at time plus time and one-half (2.5 x rate of pay).
i)  New Year's Day
i)  Heritage Day
i)  Good Friday
iv) Canada Day
v) Labour Day
vi)  Christmas Day
c. The Municipality will close the last business day prior to Christmas at 12pm. There
will be an administrative closure between December 25" and January 15t
Employees will be granted paid days off during this closure. Employees scheduled
to work on these designated days will be granted a day off with pay at some other
time.
22.Travel
a. Upon prior approval from the CAO/Designate employees shall receive
compensation for travel expenses.
b. Reimbursement for travel expenses is only available for job related activities, and
with prior approval of the CAO/Designate
c. Employees will be given an allowance for meals during conference/training

attendance not to include meals that are provided as part of the registration fee.

i) This is the maximum allowed under the Income Tax Act without provision of
receipts, as noted in the Policy on Municipal Council and CAO Expense
Reimbursement.

d. Per-Diem meal allowances will be pro-rated based on the length of the day.

Incidentals can only be claimed when employees travel for a full day.

The mileage allowance reimbursed for employees using personal vehicles for
travel shall be at the rate stipulated from time to time by the Province of Nova
Scotia as the maximum mileage rate for its employees and the employee shall be
expected to take the most direct route of travel reasonably possible.

. Where several employees attend the same meeting, conference or function, each

shall make reasonable efforts to share a vehicle.

Expense claims are to be submitted to the CAO/Director for approval by the end
of each month.

23.Salary Determination

a.

The CAO is ultimately responsible for determining the amount of the employees’
salaries. Although certain factors are used to help determine salaries, the CAO will
apply the approved Salary Scale as noted in Table 3 below.
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b. There will be an annual practice of movement within the approved step range for
each level based on the results of the annual Performance and Potential Reviews.

i) These practices recognize the annual performance gain of the individual as
they move from a new employee in a range to one with five years of experience.
The outcome is to recognize the increased contribution in 5 years of
experience.

c. A review of market position on ranges and salaries will be conducted every 3-5
years.

d. All compensation adjustments will be made on April 15t of each year.
e. Ranges will be updated on an annual basis to reflect the cost-of-living allowance.
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The salary range grid will be updated on an annual basis to include the cost-of-living

allowance approved in the annual operating budget.

Fiscal 2026/2027
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Grade 1 2 3 4 D
2 $54,278 | $58,065
3 $51,925 $56,135 $60,345 | $64,556
4 $60,244 $65,560 $70,876 $76,191 | $81,506
5 $72,268 $78,645 $85,022 $91,399 | $97,775
6 $81,302 $88,475 $95,649 | $102,823 | $109,996
7 $112,338 | $122,251 | $132,163 | $142,075 | $151,987
8 $150,791 | $164,096 | $177,402 | $190,706 | $204,011
Outside
Workers
Grade 1 2 3 4 5
2 $51,457 | $55,047
3 $54,797 $59,633 $64,468 $69,303 | $74,138
Outside
Workers
Grade 1 2 3 4 5
Class 1 Full $59,797 $64,633 $69,468 $74,303 | $79,138
Class 2 Full $64,797 $69,633 $74,468 $79,303 | $84,138
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