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Human Resources Policy 20 – Calculation of Statutory Holiday Pay – 
Excluded Employees     
Last updated: April 12, 2016 

 
This policy applies only to regular part-time management exclusion employees, whose 
positions are evaluated under the Management Classification Program, including regular 
part-time OIC Category A and C Appointees, who work less than 35 hours per week on a 
regular basis. 
 
Note: All employees not covered by this policy will continue to be entitled to statutory 
holiday pay based on hours worked and where applicable, pro-rated based on current 
policy. 
 

Policy  
1. Set schedule of less that 35 hours per week and more than 15 days in every 30   

 
Regular part time employees working a set schedule of less than full time, and who 
work or earn wages for at least 15 of the previous 30 days prior to the statutory 
holiday, will receive the same amount of pay as if the employee had worked regular 
hours on the day off. The calculation of pay will not be pro-rated based on hours 
worked.  
 
Sample schedule:   
 

Monday Tuesday Wednesday Thursday Friday 
7 hours 7 hours 7 hours 7 hours Regular day 

off 
 
In the example above, assuming the employee satisfies the criteria for pay under 
the Employment Standards Act, if a statutory holiday falls on the Monday the 
employee will receive 28 hours pay in that week (21 regular, 7 statutory holiday). In 
the same example, if the statutory holiday falls on the day of rest, Friday, the 
employee will receive 35 hours pay for the week (28 regular, 7 statutory holiday).  
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Sample schedule: 
 

Monday Tuesday Wednesday Thursday Friday 
5 hours 5 hours 5 hours 5 hours 5 hours 

 
In the example above, assuming the employee satisfied the criteria for pay under 
the Employment Standards Act, the employee will receive five hours of statutory 
holiday pay regardless of which day the statutory holiday falls.  
 

2. Set schedule of less that 35 hours per week and less than 15 days in every 30   
 
Regular part time employees working a set schedule of less than full time, and who 
work or earn wages on fewer than 15 of the previous 30 days prior to the statutory 
holiday, will receive pro-rated statutory holiday compensation based on hours 
worked.   
 
Sample schedule: 
 

Monday Tuesday Wednesday Thursday Friday 
7 hours 7 hours 3.5 hours Regular day 

off 
Regular day 

off 
 
In the example above, the employee does not satisfy the criteria for statutory 
holiday pay under the Employment Standards Act, since their schedule will not 
generate 15 working days in the previous 30. In this situation, the employee will 
receive pro-rated statutory holiday based on hours worked regardless of which day 
the statutory holiday falls. This entitlement is provided in Personnel Policy Directive 
4.5. 
 

3. Part time regular employee without a set schedule   
 
Regular part time management excluded employees working a fluctuating 
schedule will receive pro-rated statutory holiday based on hours worked regardless 
of which day the statutory holiday falls. This entitlement is provided in Personnel 
Policy Directive 4.5.  
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4. Temporary appointments   
 
In situations where an employee is serving in a position covered by this circular on 
a temporary assignment (T/A), the entitlement in this circular applies when the T/A 
start date and end date encompasses a statutory holiday(s).  
 

5. Time off in lieu   
 
As an alternative to receiving statutory holiday pay, the employee may be provided 
with time off in lieu. 

 

Authorities   
Employment Standards Act  
 

Effective Date  
January 2, 2000.  
 
NOTE: Originally from Payroll Policy Circular December 23, 1999 
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