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MUNICIPALITY OF THE COUNTY OF ANNAPOLIS 

SPECIAL COMMITTEE OF THE WHOLE 

AGENDA 
Monday, June 13, 2022 

10:00 a.m. 

Municipal Administration Building, 752 St. George Street, Annapolis Royal, NS 
 

 

 
 

    

10:00 

a.m. 

1.  

 

 ROLL CALL 
  

 2.  

 

3.    

 
 

 
 

 

DISCLOSURE OF INTEREST 
 

APPROVAL of the AGENDA (Order of the Day) 
THAT the Order of the Day be approved as circulated.  

 

 4.   

 
 
4.1 

 

 

 

 

 

4.2 

 

NEW BUSINESS 
Recommendation Report AM-1.2.0 Committees of Council and Council 

Meetings - Procedures Policy NEW 

THAT municipal council repeal AM-1.2.0 Council Meetings and Procedures 

Policy and AM-1.3.5 Committees of Council Policy, and approve AM-1.2.0 

Committees of council and Council Meetings – Procedures Policy as circulated.  

 

Recommendation Report AM-2.1.1 Personnel Policy NEW 

That Municipal Council approve AM – 2.1.1 Personnel Policy as circulated. 

 

 5.  

 

 

 

 
ADJOURNMENT 
THAT the Special Committee of the Whole adjourn its meeting.  
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MUNICIPALITY OF THE COUNTY OF ANNAPOLIS 

POLICY AND ADMINISTRATION MANUAL 

 
AM - 1.2.0 

 
Section 

Procedure & Organization of Council 

 
Subject 

Council Meetings and Procedures 

 

Sept. 23, 2019 
 
Page 1 of 8 

 

 

1.0 GENERAL 

1.1 The procedural requirements in this Policy are intended to complement and supplement, 

and not to replace, the requirements contained in applicable municipal legislation. 

1.2 In this Policy, unless the context otherwise requires, 

(a)  “business day(s)” means a day when the administrative offices of the Municipality of 

the County of Annapolis are open for business; 

(b) “Chair” means the presiding officer; 

(c)  “Council” means the Municipal Council of the Municipality of the County of 

Annapolis; 

(d)  “Council Member(s)” include(s) the Warden and Deputy Warden; 

(e)  “majority” means more than one half of those present. 

2. TIME, PLACE, DATE AND NOTICE OF MEETINGS 

2.1 Unless otherwise specified pursuant to Subsections 2.2 or 2.3, regular meetings of Council 

shall be held 

(a)  at the Council Chambers in the Municipal Administration Building, 752 St. George 

Street, Annapolis Royal; 

(b)  on the third Tuesday of every month; 

(c)  commencing at 10:00 a.m. 

2.2 Regular meetings of Council may be rescheduled, relocated or cancelled 

(a)  by resolution or consensus, including a contingent resolution or consensus, of 

Council at a previous meeting three or more days in advance of the meeting; 

(b)  by resolution or consensus, including a contingent resolution or consensus, of the 

Committee of the Whole at a meeting three or more days in advance of the meeting; 

or 

(c)  by the CAO or Municipal Clerk on behalf of the Warden, owing to unforeseen 

circumstances, provided the Warden believes that the majority of Council Members 

would support such a step. 

2.3 Additional or special meetings of Council may be convened 

(a)  by resolution or consensus, including a contingent resolution or consensus, of 

Council at a previous meeting three or more days in advance of the additional or 

special meeting; 

(b)  by resolution or consensus, including a contingent resolution or consensus, of the 

Committee of the Whole at a meeting three or more days in advance of the additional 

or special meeting; or 

(c)  by the CAO or Municipal Clerk on behalf of the Warden, owing to unforeseen 

circumstances, provided the Warden believes that the majority of Council Members 

would support such a step. 
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2.4 Specific notice to Council Members and to the public need not be provided of 

(a)  meetings held pursuant to Subsection 2.1; or 

(b)  meetings held pursuant to Subsection 2.2 (a) and (b) or Subsection 2.3 (a) and (b); 

but, subject to any statutory relaxation of notice requirements, five (5) days notice shall be 

specifically provided for other meetings to Council Members in the manner described in 

Subsections 2.5 and 2.6 and to the public in the manner described in Subsection 2.7. 

2.5 Subject to Subsection 2.4, notice of meetings shall be provided verbally (by telephone or 

telephone answering machine / voicemail) or in writing (including electronic mail or 

facsimile messages) to each Council Member. 

2.6 Within thirty (30) days following the first meeting of Municipal Council after a municipal 

election or by-election, each elected Council Member shall provide to the Municipal Clerk 

(a)  a telephone number at which the Council Member has and will maintain, access to 

a telephone answering machine / voicemail which the Council Member will check 

at least once per day; or 

(b)  an electronic mail address or facsimile telephone number at which the Council 

Member has and will maintain, access to electronic mail or facsimile messages, as 

the case may be, and which the Council Member will check at least once per day; 

failing which the Council Member shall be responsible for checking at least once per 

business day a mailbox assigned to the Council Member and marked with the Council 

Member’s name located at the Administration Office in Annapolis Royal and shall be 

deemed to have chosen this method of notification.  The Council Member shall be deemed 

to have received any notice within one business day of its being sent or left by the method 

of the Council Member’s choice pursuant to this section. 

2.7 Subject to Subsection 2.4, notice of meetings shall be provided to the public by posting at 

the Administration Offices in Annapolis Royal and Bridgetown, and the Planning Office 

in Lawrencetown a “Notice of Council Meeting” containing the time, date and place of the 

meeting.  Additional notice shall be provided on the County of Annapolis web site. 

3. CONDUCT OF MEETINGS: GENERAL 

3.1  Except when Council resolves to defer approval of minutes for a maximum of one 

additional meeting, the minutes of the last preceding regular meeting and subsequent 

special meetings shall be reviewed and after all necessary corrections and amendments 

have been made and the minutes approved, the approved minutes shall be entered in the 

minute book by the Municipal Clerk and such entry shall conclusively constitute the 

minutes of Municipal Council. 
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3.2 The minutes shall be kept by the Municipal Clerk and shall: 

(a)  record the time when any Council Member joins or leaves a meeting which is in 

progress; 

(b)  contain all resolutions, decisions by consensus and motions, with the name of the 

movers and seconders, and shall record the outcome of each vote; 

(c)  mention reports, petitions, correspondence, presentations and other papers 

submitted to Municipal Council only by their respective titles, or a brief description 

of their contents. 

3.3 It shall be the duty of the Chairman to: 

(a)  open the meeting of Municipal Council by taking the chair and calling the Council 

Members to order; 

(b)  ask the Municipal Council whether there is a consensus on an item of procedure or 

business, and if no Council Member indicates dissent, may treat the item as resolved 

to the same extent as if a motion had been duly moved, seconded and passed by 

vote; 

(c)  receive and submit to Municipal Council motions properly presented by a Council 

Member; 

(d)  put to a vote a question which is regularly moved and seconded or necessarily 

arising in the course of the proceedings and to announce the result of the vote; 

(e)  decline to put to a vote, a motion which infringes upon the rules of procedure; 

(f)  restrain the Council Members, when engaged in debate, within the rules of conduct 

of debate; 

(g)  enforce on all occasions, the observance of order and decorum; 

(h)  call by name any Council Member persisting in a breach of the rules of order of 

Municipal Council thereby ordering him or her to vacate the Council Chambers; 

(i)  inform the Municipal Council when necessary, or when referred to, on a point of 

order; 

(j)  permit the Chief Administrative Officer or Municipal Clerk to speak on any point 

upon request; 

(k)  permit proper questions to be asked through the Chairman of any official or 

employee of the County, or any member of the public in attendance, to provide 

information to assist any debate; 

(l)  declare a meeting dissolved if no quorum has been achieved within 15 minutes of 

the scheduled meeting time; and 

(m)  adjourn the meeting when the business is concluded or, when an adjournment time 

has been set and approved by majority vote or consensus, when the adjournment 

time has been reached, except when it is extended by unanimous consent. 
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3.4 At Municipal Council Meetings, unless a majority consents to a different order for that 

meeting, Municipal Council shall conduct business in the following order; 

(a)  roll call 

(b) approval of agenda, including additions or deletions;  

(c) approval of minutes from the previous meeting; 

(d)  presentations; 

(e) business arising from minutes; 

(f) Municipal Solicitor’s Report  

(g) councillor comments 

(h)  public hearings (usually @ 11:00 a.m.); 

(i)  new or other business; 

(j)  other motions; 

(k) reading of reports of committees and of officers; 

(l)  consideration of correspondence; 

(m)  notices of motions; 

(n)  late additions; 

(o)  adjournment. 

3.5  The Municipal Clerk must receive correspondence to be included in the agenda no later 

than six (6) business days prior to the Council Meeting. 

3.6  Council Members wishing to add or delete items from the agenda shall identify them at 

the time the agenda is approved.  Except in a circumstance of urgency or a request for 

routine information, motions or decisions on late additions may be deferred until the next 

regular meeting. 

3.7  Every Council Member, prior to speaking on any question or motion, shall raise a hand 

and wait to be recognized by the Chairman.  When two or more Council Members raise 

their hands to speak, the Chairman shall designate the Council Member who, in the 

opinion of the Chair, first raised a hand. 

3.8  No Council Member may speak more than twice, without the leave of Council, on any 

motion except to explain a misconception of his remarks, but the mover of a motion shall 

have the right to reply and sum up in closing the debate. 

3.9  When a Council Member wishes to explain, the Council Member shall raise a hand and 

ask leave of the Chairman, without further comment, and if permitted by the Chairman, 

shall explain only an actual misunderstanding of language. 

3.10  No Council Member, staff member or presenter shall speak more than ten minutes upon 

any matter at one time, without the leave of Municipal Council. 

3.11  This policy shall be applicable for all meetings of Municipal Council, including periods 

of adjournment to “in camera”. 
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4. CONDUCT OF MEETINGS: MOTIONS AND VOTING 

4.1  The Chairman shall state every question properly presented to Municipal Council and 

before putting it to a vote, shall ask “Is Council ready for the question” and if no Council 

Member offers to speak, the Chairman shall put the question, after which no Council 

Member shall be permitted to speak upon it. 

4.2  The usual form of voting on any question shall be by the Chairman calling for “yeas” and 

“nays”, but any Council Member, before or after a voice vote can call for, and obtain 

through the Chairman, a show of hands, and any two Council Members can call for, and 

obtain through the Chairman, a recorded vote with each Council Member’s vote entered 

into the minutes. 

4.3  A motion must be seconded and then repeated by the Chairman or read aloud by the 

Municipal Clerk before it is debated.  

4.4  After reading of a motion by the Chairman or Municipal Clerk, it shall be open for 

discussion. 

4.5  A motion may at any time before the Municipal Council has voted on it be withdrawn or 

modified by the mover. 

4.6  When any question is before the Municipal Council, the only motions in order shall be: 

(a)  a motion in amendment of the original motion; 

(b)  a motion to refer the question, including the motion and amendment if one is 

moved, to any committee; 

(c)  a motion to defer the consideration of the question either indefinitely or to a 

specified time; 

(d)  a motion to close the debate at a specified time; 

(e)  a motion that the question be put to a vote; 

(f)  a motion to adjourn. 

4.7  When any one of the motions mentioned in the next preceding section has been made as 

an amendment to the original motion, no other motion may be made as an amendment 

except to the original motion or to the amendment, except the following: 

(a)  to refer to a committee; 

(b)  to defer the consideration of the question; 

(c)  to close the debate at a specified time; 

(d)  that the question be put to a vote; 

(e)  to adjourn; 

any of which may be moved either to the original motion or to the amendment of the 

original motion. 
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4.8  A motion to adjourn shall always be in order except in the following cases: 

(a)  when a Council Member is in possession of the floor; 

(b)  when the “yeas” and “nays” are being called; 

(c)  while the Council Members are voting; or 

(d)  when the adjournment was the last preceding motion. 

4.9  The following questions shall be decided without debate: 

(a)  a motion to reconsider; 

(b)  all motions as to priority of business or as to the suspension of the order of the day; 

(c)  application to speak more than the prescribed number of times; 

(d)  a motion to allow any person other than the Council Members to address the 

Council; 

(e)  a motion to postpone to a specified time or day; 

(f)  a motion to lay on the table when claiming a privilege over another person; and 

(g)  a motion to adjourn. 

4.10  Amendments shall be put in the reverse order to that in which they are moved.  Every 

amendment submitted shall be decided or withdrawn before the main question is put to 

vote. Only one amendment shall be allowed to an amendment and any further amendment 

must be to the main question. 

4.11  Except for matters arising from correspondence, committee or other reports, agenda 

items, or notices of motion or other material circulated to Council Members on or before 

the day before the meeting, and except for matters arising from an in camera meeting, no 

motion committing the County of Annapolis to the expenditure of funds shall be accepted 

by the Chairman for the consideration of Council except with the unanimous consent of 

Council Members present. 

4.12  Any notice of motion given by a Council Member for a subsequent meeting may, in the 

absence of the Council Member giving such notice, be taken up by any other Council 

Member. 

4.13  After any question has been decided either in the affirmative or negative, any two (2) 

Council Members may, after the decision has been announced from the Chairman, but 

before adjournment of the meeting give notice of an intention to move reconsideration at 

the next meeting of the Municipal Council. The giving of such a notice operates as a stay 

or suspension of Municipal Council’s decision. 

4.14  Unless reconsideration is moved at the next meeting the right of reconsideration shall be 
lost. 

4.15  No discussion of the main question shall be allowed on the motion for reconsideration.  
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4.16  The following matters are not eligible for reconsideration: 

(a)  a motion approving the first or second reading of a bylaw enactment, amendment 

or repeal; 

(b)  a motion to decide upon a matter which was the subject of a statutory hearing by 

Municipal Council; 

(c)  a motion which is or was considered by the Committee of the Whole in substantially 

the same form in which it is being or will be considered by Municipal Council, 

irrespective of whether Municipal Council has adopted or rejected, or may adopt or 

reject, the recommendation of the Committee of the Whole; 

(d)  a matter which has been reconsidered once; and 

(e)  a vote to reconsider.  

5. CONDUCT OF MEETINGS: POINTS OF ORDER 

5.1  It shall be the duty of the Chairman, and the privilege of any Council Member, to call 
any Council Member to order, who violates any established rule or order.  A point of 
order must be decided before the subject under consideration is proceeded with. 

5.2  When a Council Member is called to order, the Council Member shall remain seated and 
silent until the point is determined, until called upon by the Chairman to be heard on the 
point of order. 

5.3  A point of order is not debatable amongst other Council Members, unless the Chairman 
invites discussion in an effort to assist in making a ruling.  Where the Chairman permits 
discussion of a point of order, no Council Member shall speak more than once. 

5.4  Decisions of the Chairman on points of order or procedure, including an order expelling 
and excluding a person from the Council Chambers pursuant to Subsections 5.6 and 5.7, 
are not debatable but are appealable to Municipal Council by any Council Member.  
When an appeal is made from the decision of the Chairman, the Chairman shall simply 
put the question, “Shall the decision of the Chairman be sustained?” 

5.5  No Council Member shall use offensive or unparliamentary language or speak 

disrespectfully to or about anyone while in Municipal Council, or speak outside the 

parameters of the question in debate. 

5.6  If a Council Member resists the rules of Municipal Council, wilfully obstructs the 

business of Municipal Council or disobeys the decision of the Chairman, or of Municipal 

Council on appeal, on any question of order or practice or upon the interpretation of the 

rules of Municipal Council after being called to order by the Chairman, or otherwise 

disrupts the proceedings of Municipal Council, the Council Member may be ordered by 

the Chairman to leave the Council Member’s seat provided that a majority vote of 

Municipal Council shall be required to sustain the expulsion. 

5.7  If the Council Member refuses to leave the Council Member’s seat, the Chairman may 

order the Council Member to be expelled and excluded from the Council Chambers. 
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5.8  Such Council Member may, by vote of Municipal Council, later in the meeting or at a 
subsequent meeting be permitted to re-enter Council Chambers and to resume 
participation in Municipal Council’s business with or without conditions. 

5.9  Persons who are not Council Members or officers or employees of the County of 
Annapolis shall observe silence and order in the Council Chambers, unless given 
permission to speak. Any such persons disturbing the proceedings of Municipal Council 
shall be called to order by the Chairman and, if they fail to comply, shall be ordered, by 
the Chairman to be expelled and excluded from the Council Chambers, provided that a 
majority vote of Municipal Council shall be required to sustain the expulsion. 

5.10  Such member of the public may, by vote of Municipal Council later in the meeting or at 
a subsequent meeting, be permitted to re-enter Council Chambers with or without 
conditions. 

5.11  An order of the Chairman to expel a person from the Council Chambers pursuant to 
Subsections 5.7 and 5.9 of this policy constitutes a direction from the County of 
Annapolis to leave the premises for purposes of the Protection of Property Act and other 
applicable laws. 

5.12  The rules contained in the current edition of Robert's Rules of Order Newly Revised shall 
govern in all cases to which they are applicable and in which they are not inconsistent 
with provincial legislation or the bylaws, policies or procedures of the municipality. 

5.13  Any of the rules of order may be suspended in its operation by the unanimous consent of 
the Council Members present. 

 

 
 
 
 
 
 
 
 

Amendments: 
Approved November 16, 2010 
June 17, 2014: 
- Corrected references to other subsections in Subsections 2.1 and 5.4; 
- Replaced and clarified wording of Subsection 3.5; 
- In Subsection 3.6 deleted the words “as the Council Member who has the floor”. 
- Deleted Subsection 2.8 “The regular meeting held on the third Tuesday of May shall be the annual meeting of 

Municipal Council.” 
January 20, 2015: 
- Inserted new Subsection 3.5 “The Municipal Clerk must receive correspondence to be included in the agenda no 

later than six (6) business days prior to the Council Meeting.” (and re-numbered subsequent sections 
accordingly). 

February 21, 2017: 
- added the Bridgetown Office in Sub-section 2.7 
September 23, 2019: 
- amended Section 3.4 to move Presentations to immediately follow Approval of Agenda; by adding Roll Call 

before the Approval of Minutes; and by adding Councillor’s Comments immediately following the Municipal 
Solicitor’s Report. 

Municipal Clerk’s Annotation for Official Policy Book 

I certify that this policy was adopted by Municipal Council as indicated below: 

Seven (7) Day Notice ............................................................................  September 16, 2019 

Council Approval  ................................................................................  September 23, 2019 

Carolyn Young                      September 23, 2019 

Municipal Clerk  Date 

At Annapolis Royal Nova Scotia 
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GENERAL 

1. This policy is entitled “Committees of Council Policy” and applies to committees in respect 
of which all of the voting members are council members. 

AUTHORITY FOR POLICY  

2. Sections 22, 23, 24, 25, 26, 44, 200 and 345 Municipal Government Act, as amended 

DEFINITIONS 

3. Unless otherwise defined herein, terms used in this policy shall have the same meanings as 
those defined in the Municipal Government Act. 

(a) Term of Appointment – Except to the extent that the term of appointment is otherwise 
determined by statute, bylaw or policy, committee members shall be appointed for two 
(2) years with the term commencing in December following each municipal general 
election or bi-annual election anniversary. Except as otherwise provided in this policy, 
no appointment shall cease until such time as a successor is appointed. 

PROVISIONS 

4. The following provisions shall apply to all committees established by this policy, except 
where the policy specifically provides otherwise: 

(a) Municipal Council may replace at any time committee members who resign or who, in 
Council’s opinion, are unable or unwilling to discharge their duties.  

(b) The Warden shall be an ex officio member of any committee of council to which he / 
she is not appointed, with a voice but no vote.  When attending as ex officio the warden 
shall not be counted to establish quorum. 

(c) A councillor is not entitled to additional remuneration for serving on the committee but 
may be reimbursed for reasonable expenses for attending committee meetings, and 
mileage / kilometrage shall be paid at such rate as may be prescribed by municipal 
council in AM-1.8.1 Travel and Expenses Policy. 

(d) Except to the extent that the chair is otherwise determined by statute, bylaw or policy, 
municipal council may appoint a person to serve as chair of the committee, after 
seeking the advice of the Nominating Committee; but if Municipal Council does not 
appoint a chair, the committee shall elect a chair from one of its members. 

(e) The chair shall be entitled to speak and to vote on any motion.  Subject to the other 
provisions of this policy, the chair shall have the same powers and responsibilities at 
committee meetings that are conferred upon the chair at municipal council meetings 
pursuant to AM-1.2.0 Council Meetings and Proceedings Policy, with any necessary 
modifications for context. 

(f) An ex-officio member of a committee shall not be eligible for election as chair. 
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(g) The Municipal Clerk (or designate) shall call the first meeting of any committee after 
its appointment, upon the request of Municipal Council or a majority of the members 
of the committee. The Chief Administrative Officer or Municipal Clerk or their 
designates shall chair the meeting until a chair has been chosen.  

(h) Except to the extent that the secretary is otherwise determined by bylaw or policy, the 
Chief Administrative Officer or his/her designate may appoint an employee of the 
County to serve as Secretary, with a voice but no vote.  If the Chief Administrative 
Officer or his/her designate does not appoint a secretary, the committee shall elect a 
secretary from one of its members, in which event the Secretary shall be a full voting 
member of the committee.  The secretary shall keep minutes of the committee meetings 
and ensure that the Municipal Clerk is provided with a copy of all approved minutes 
which are signed by the chairperson and recording secretary. 

(i) The committee shall meet at such time and place which it sets at a preceding meeting 
or at such other time and place as the Municipal Council, the Committee’s Secretary, 
the Committee’s Chair or a quorum of committee members may set by providing notice 
of meeting to all committee members at least 5 business days in advance.  The Secretary 
shall provide notice of meetings to the public by posting a “Notice of Committee 
Meeting” containing the time, date and place at the Administration Office in Annapolis 
Royal, the Administration Building in Bridgetown, and the Planning Office in 
Lawrencetown. 

(j) Subject to any resolution of municipal council, the resources which may be utilized by 
the committee include: 

(1) advice and support of the Chief Administrative Officer OR the Municipal Clerk 
or his or her designate; 

(2) use of the county’s facilities and supplies for meetings, arranged through the 
Secretary or the Municipal Clerk; 

(3) such other resources as may reasonably be required, by arrangement through the 
CAO. 

(k) All meetings, minutes, and records of the committee shall be open to the public except 
as expressly authorized by law. 

(l) Any committee may meet in closed session to discuss matters relating to:  

 acquisition, sale, lease and security of municipal property;  

 setting a minimum price to be accepted by the municipality at a tax sale;  

 personnel matters;  

 labour relations;  

 contract negotiations;  

 litigation or potential litigation;  

 legal advice eligible for solicitor-client privilege; and  

 public security. 

However, no decision shall be made in closed session except a decision concerning 
procedural matters. 
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(m) A quorum of the committee shall be the same as that which applies to municipal council 
pursuant to provincial legislation, with any necessary changes for context.  The 
Warden, when attending as an ex officio member of any committee to which he / she 
is not appointed, shall not be counted to establish quorum. 

(n) A councillor appointed as a member of a committee pursuant to this policy or any other 
Act of the Legislature who, without leave of the committee, is absent from three 
consecutive regular meetings, ceases to be a member (Subsection 25(1), MGA).  The 
secretary shall ensure that the Municipal Clerk is apprised immediately of any such 
circumstances which create a vacancy on any committee. 

(o) A committee may make recommendations to Municipal Council regarding the 
allocation or expenditure of funds but no committee shall have the power to expend 
funds (Sub-section 23 (c) MGA). 

(p) Subject to the other provisions of this policy, the rules of procedure, conduct and debate 
pursuant to AM-1.2.0 Council Meetings and Proceedings Policy apply at committee 
meetings with any necessary modifications for context, except that no notices of 
reconsideration shall be permitted at committee meetings. 

(q) In the event the committee fails to provide a report or recommendation to municipal 
council within any set deadline established by the council, Municipal Council may 
proceed with a decision regarding a matter within the committee’s mandate without 
awaiting the committee report or recommendation. 

(r) AM-1.2.2 Standing, Special & Advisory Committees Policy is hereby repealed. 

Provisions Regarding the Committee of the Whole 

5. Council hereby establishes the Committee of the Whole as a standing committee of 
Municipal Council. 

6. The Committee of the Whole consists of all council members, and membership on the 
committee automatically extends to council members, without the necessity of formal 
appointment by Municipal Council, and automatically terminates upon the termination of a 
person’s status as a council member. 

7. Regular meetings of the Committee of the Whole shall be held  

(a)  at the Council Chambers in the Municipal Administration Building, 752 St. George 
Street, Annapolis Royal; 

(b)  on the second Tuesday of every month; 

(c)  commencing at 9:00 a.m. and adjourning by 5:00 p.m. 

except that there shall be no regular meeting during the month of August. 

8. Regular meetings of the Committee of the Whole may be rescheduled, relocated or cancelled, 
and additional or special meetings convened, in the same manner and with the same notice 
to council members and the public as applies to meetings of municipal council, with any 
necessary changes for the context. 
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9. It will be the mandate of the committee of the whole to discuss, consider, advise and make 
recommendations to council concerning the affairs that may come before the municipal 
council, and in advance of Municipal Council making decisions or taking action on such 
matters. 

10. In particular, the Committee of the Whole shall act in an advisory capacity to Municipal 
Council in regard to: 

(a) review and revision of council priorities and the municipality’s strategic plan, including 
conducting an annual workshop to consider these matters; 

(b) evaluation of the provision of regional and community economic development 
services; 

(c) preparation of specific community development strategies and action plans, giving 
appropriate consideration to regional development strategies which will also further 
the development of communities within the municipality; 

(d) undertakings regarding community planning in its broadest form to identify and 
analyze community development opportunities and needs, identify specific strategies 
and actions plans to balance competing community needs and ensure the efficient and 
effective provision of municipal services and essential infrastructure; 

(e) review and make recommendations regarding proposed bylaws and policies and 
amendments or repeals thereto prior to submission to the municipal council for 
approval;  such consideration shall be deemed as fulfilling the requirement for seven 
days’ notice to Municipal Council before a policy is passed, amended or repealed in 
accordance with Sub-section 48 (1) of the Municipal Government Act; 

(f) consideration of Requests for Decision / Direction (RFD’s) submitted by or through 
the Chief Administrative Officer prior to submission to municipal council; 

(g) analysis and recommendations relating to capital budgets and the annual operating 
plans to identify priorities for the municipality prior to submission to the Municipal 
Council, including the assessment of all new initiatives and project proposals; 

(h) evaluation of the provision of solid waste-resource management services by agency 
bodies; and 

(i) review of budget reports and supplementary estimates or budget adjustments for 
recommendation to Council. 

11. It shall be the duty of the Committee of the Whole to take action on such matters as are 
lawfully delegated to it by the County’s bylaws and policies, or by council resolution, 
including but not restricted to: 

(a) ensuring regular, periodic and comprehensive  review of all bylaws and policies of the 
County; 

(b) reviewing and accepting monthly reports of municipal operations and services which 
are submitted through the Chief Administrative Officer; 

(c) exercising any authority pursuant to Part XV - Dangerous or Unsightly Premises of the 
Municipal Government Act that is not delegated to the Administrator; 
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(d) acting as a steering committee in the review or preparation of environmental studies, 
major tree removal programs, recreation studies / development plans, land ownership 
and municipal infrastructure rehabilitation / development plans; 

(e) acting as a steering committee during the budget process by approving the budget 
schedule, identifying budget goals and targets, and reviewing proposed service levels 
and new initiatives; 

(f) examining and approving the work plan, monitor progress, and conduct the annual 
performance appraisal of the chief administrative officer; and 

(g) making recommendations to Municipal Council for the revision of the municipality’s 
communications strategy and plan.  

12. The Chair of the Committee of the Whole is the Warden and the Secretary is the Municipal 
Clerk (or designate). 

Provisions Regarding the Nominating Committee 

13. Council hereby establishes the Nominating Committee as a standing committee of municipal 
council. 

14. At the first meeting of municipal council following a municipal general election, municipal 
council shall appoint three (3) councillors to serve as members of the Nominating 
Committee.  The membership of the committee may be reviewed by at any time, but, except 
to the extent of any changes made by municipal council or by resignation, membership shall 
normally continue for two (2) years.  The procedure for selecting members of the committee 
shall be the same as that used for selection of a warden. 

15. The Warden shall automatically be a regular, voting member of the committee. 

16. The mandate of the Nominating Committee is to discuss, consider, advise and make 
recommendations to municipal council concerning the nomination of persons to various 
committees, boards, and commissions, except where municipal council determines that 
consideration by the committee is unnecessary or inadvisable.  Council may, by resolution 
accept, reject, or vary a report of the nominating committee in whole or in part. 

17. The Nominating Committee shall meet as often as necessary to nominate persons for 
appointment to new committees or to fill vacancies as they arise.  

18. The Nominating Committee shall, at least annually, review the status of councillor 
appointments to ensure equity of workloads among councillors. 

Provisions Regarding the Fences Arbitration Committee 

19. The fences arbitration committee continues pursuant to Section 4 of the Fences and 
Detention of Stray Livestock Act.  

20. The committee shall be comprised of one member for the municipality appointed by the 
Nova Scotia Federation of Agriculture and one member appointed by the council of the 
municipality.  

21. The member appointed by the council of the municipality may be an employee of the 
municipality and shall be the chair of the committee. 
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22. The Nova Scotia Federation of Agriculture and the council of the municipality shall each 
appoint an alternate member to serve on the committee when requested to do so by the 
member appointed by the council of the municipality or the Nova Scotia Federation of 
Agriculture, as the case may be. 

23. Two members of the committee constitute a quorum. 

24. The members of the committee hold office for a term of not more than four years. 

25. The annual honorarium for the Nova Scotia Federation of Agriculture appointees shall be 
$50 per meeting attended.  If the Fences Arbitration Committee does not meet during the 
calendar year, the appointees shall receive an honorarium of $50. 

26. All committee members and alternate committee members shall be residents of the 
municipality. 

27. Except as otherwise provided in this policy, no appointment shall cease until such time as a 
successor is appointed. 

Provision for Ad Hoc Committees 
28. From time to time Municipal Council may establish an ad hoc committee of council as 

deemed necessary and advisable to provide input on matters of timely consideration.   

Provisions Regarding the Economic Development Committee 

29. Council hereby establishes the Economic Development Committee as a standing committee 
of Municipal Council. 

30. The Economic Development Committee consists of three council members and the Warden. 

31. The Economic Development Committee shall consider such matters as are referred to the 
Committee by Municipal Council. 

32. It will be the mandate of the Economic Development Committee to advise and make 
recommendations to Municipal Council concerning the drafting, implementation, 
amendment and facilitation of an Annapolis County economic development strategy. 

Provisions Regarding the Fire Services Committee 

33. Council hereby establishes the Fire Services Committee as a standing committee of 
Municipal Council. 

34. The Fire Services Committee consists of two council members as well as two or more invited 
representatives of the Annapolis County Fire Services Executive as appropriate. 

35. Meetings of the Fire Services Committee shall be held at the discretion of the chairperson. 

36. The Fire Services Committee shall consider such matters as are referred to the Committee 
by Municipal Council. 

37. It will be the mandate of the Fire Services Committee to advise and make recommendations 
to Municipal Council concerning fire services funding and such other matters as are 
necessary and expedient for the provision of fire suppression and prevention services in the 
municipality. 
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Provisions Regarding the Forestry Advisory Committee 

38. The Forestry Advisory Committee is established pursuant to the Section 24 of the Municipal 

Government Act. 

39. The committee shall exist as an advisory committee of Municipal Council. 

40. The committee shall exist for the purpose of considering and making recommendations 

regarding forestry matters as referred to the Committee by Municipal Council. 

41. The committee shall be comprised of not more than four (4) councillors. 

Provisions Regarding the CAO Review Committee  

42. Council hereby establishes the CAO Review Committee as a standing committee of Municipal 

Council. 

43. The CAO Review Committee shall oversee the performance review process for the Chief 

Administrative Officer after consultation with Municipal Council. 

44. The CAO Review Committee consists of the Warden, the Deputy Warden and two other 

council members. 

45. The Warden shall be the chairperson of the CAO Review Committee. 

46. To the extent practicable selection of the remaining committee members (in addition to Warden 

and Deputy Warden) should reflect the gender diversity of Council’s composition. 

Accordingly, the remaining committee members shall be selected by placing the names of 

councillors confirming an interest in a box and having two names drawn by a person chosen 

by the Warden. 

47. In accordance with Sub-section 21(2)(c) of the Municipal Government Act, the CAO Review 

Committee may meet in closed session. The CAO will be requested not to attend CAO Review 

Committee and Municipal Council Meetings where their performance is discussed; no other 

staff persons shall attend. 

48. The CAO shall be evaluated at least once a year, with a mid-year review if desired by the CAO, 

the CAO Review Committee or Municipal Council. 
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Amendments 
Approved Dec. 21, 2010 
Amended Apr. 19, 2011 – Add the word “attended” as follows: 
The annual honorarium for the citizen members or designated representatives of advisory committees shall be $200 
(up to 4 meetings attended per annum), $300 (up to 6 meetings attended per annum), $400 (up to 8 meetings attended 
per annum); $500 (up to 10 meetings attended per annum) or $600 (11 or more meetings attended per year. A non-
council member chair or secretary may be paid an additional honorarium of $200 (up to 5 meetings attended per 
annum), $400 (up to 10 meetings attended per annum), or $500 (11 or more meetings attended per annum). 

Amended Feb. 21, 2012 - Changed policy to:  
- clarify limitations on terms of committee membership 
- create “fairness” for honorariums 
- clarify that appointments do not expire until successors are appointed 

Amended Feb. 19, 2013 
- Reduce minimum honorarium amounts to $50 per year  
- Establish a Priorities and Plans Committee 
- Provide for Ad Hoc Committees of Council 

Amended May 19, 2013 
- substituted the word “citizen” in place of “committee” in Sub-section 3 (g); and 
- deleted the sentence “Ad hoc committees shall be reimbursed for travel expenses in accordance with AM-1.8.1 

Travel and Expenses Policy.” in Section 33. 

Amended June 18, 2013 
- added mandate for Economic Development Committee 

Amended July 16, 2013 
- Added “The Nominating Committee shall, at least annually, review the status of councillor appointments to ensure 

equity of workloads among councillors.” 

Amended June 17, 2014 
- Reduced number of councillors on Economic Development Committee from four to three 

Amended September 16, 2014 
- Deleted Priorities and Plans Committee 

Amended December 16, 2014 
- Added Fire Services Committee 

Amended October 18, 2016 
- Removed all references to Audit Committee (new policy AM-1.3.5.1 Audit Committee Policy) 
- Added definition section 
- In Sub-section 4 (g) deleted “citizen” and replaced with “committee” 
- In Sub-section 4 (k) added “the Administration Building in Bridgetown” 

Amended October 18, 2016 
- In Section 19 replaced “each” with “the” 
- In Section 20 replaced “a” with “the” 

Amended September 15, 2020: 
- Added “Term of Appointment” and Forestry Advisory Committee; removed all provisions and references related 

to citizen members on committees 

Amended November 20201 
- Added CAO Review Committee 
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General 

This policy applies to all non-bargaining employees of the Municipality of the County of 
Annapolis. The purpose of this Policy is to document the personnel practices and policies of 
the Municipality of the County of Annapolis and to ensure that there is a clear understanding 
of the terms, conditions and requirements governing employment with the Municipality. It is 
the intent of the Municipality to provide fair and equitable work practices and benefits for its 
employees. 

1. The requirements in this policy are intended to complement, supplement and be 
consistent with the requirements of the Municipal Government Act and applicable labour 
legislation. 

2. In this Policy, unless the context otherwise requires: 

a. "Career Track" means a plan developed by the employer and employee, and 
approved by the employer in writing, that sets out a plan for the employee's future 
with the Municipality including possible future positions and responsibilities and 
training, educational and certification goals. 

b. "CAO" means the Chief Administrative Officer of the Municipality of the County of 
Annapolis; 

c. "Council" means the Municipal Council of the Municipality of the County of Annapolis; 

d. "Human Resources Administrator'' means the person designated by the Chief 
Administrator to carry out the responsibilities described in this policy; 

e. "Management" means the CAO, Directors, Managers and Assistant Managers of the 
Municipality; 

f. "Overtime" means hours worked in excess of normal work hours for which some 
employees (based on classification and job description) may be entitled to 
compensation in the form of pay or "time off in lieu"; 

g. Relative – A relative includes any person who is a spouse, child, grandchild, sibling, 
parent, grandparent, or fiancée of an employee.  This definition shall also include a 
person with whom an employee resides. 

h. "Supervisor" and "Supervisory Staff' mean the person to whom the employee directly 
reports, as set out in the employee’s job description and the Municipality's 
Organizational Chart. 

Management Rights and Responsibilities 

3. Management is responsible for the implementation, administration, and interpretation of 
this policy. Every effort shall be made to ensure that the policy is applied in a timely, 
consistent, fair and equitable manner. 

Hiring Authority 

4. Council has the responsibility and authority to hire the Chief Administrative Officer 
(CAO) and to negotiate their terms of employment. Council may engage third parties to 
assist in this hiring process. 

5. The CAO (or designate) shall be responsible for directing and managing all of the 
employees of the Municipality including authority to: 

a) establish and change employment procedures, programs, rules and guidelines as 
deemed necessary for the safe, efficient, economic and effective operation; 
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b) hire, appoint, suspend, remove, layoff, or terminate any employee; 

c) set the terms of employment for all employees of the Municipality; 

d) establish departments of the municipal administration; 

e) adopt a system of classification of positions of municipal officers and employees; 

f) determine the salaries, wages and emoluments to be paid to municipal employees, 
including payment pursuant to a classification system and approved budgets. 

Hiring Practices  

6. It is and shall be a continuing practice of the Municipality to recruit and select employees 
in accordance with the Nova Scotia Human Rights Act.  

7. Persons with disabilities will be considered for employment on the basis of their ability 
to perform the responsibilities of the position. 

8. The Municipality will provide the opportunity for employee advancement for qualified 
and capable existing employees as determined by the Chief Administrative Officer. 

9. Vacancies that are not filled by existing employees shall be open to all qualified 
applicants. The selection of a successful applicant shall be based on education, training, 
experience, ability, competence, attitude and character.  

10. Internal competitions will only be held when it is determined that an appropriate pool of 
qualified internal candidates exists. The Municipality will not be obligated to provide 
training to current employees to meet the needs of any newly available position. 

11. Relatives and friends of Council members and employees who apply for employment 
with the Municipality will not be favoured or discriminated against.  

12. Relatives may be employed only where they will not be working directly for or 
supervising a relative. 

13. Employees shall not be transferred into a reporting relationship described above. 

14. Council members and existing employees shall not contact members of a selection 
committee or the Chief Administrative Officer in regard to a particular applicant.  

15. Councillors and staff that have friends or relatives submitting an application for a 
position are not permitted to participate in the hiring process.  

16. In the event that an applicant provides the name of a councillor or existing employee as 
a reference, that applicant will be requested to provide an alternate reference. 

17. Council members and employees directly involved in the hiring process must be 
knowledgeable of and abide by the provisions of the Municipal Conflict of Interest Act. 

Hours of Work 

18. The Municipality expects its employees to devote efforts during working hours to 
employment responsibilities. 

19. Employees' regular working hours are from 8:00 / 9:00 a.m. to 4:00 / 5:00 p.m., Monday 
to Friday, inclusive. These hours may be varied due to operational requirements or by 
express agreement between the employee and their supervisor.  

20. The CAO or Department Manager may determine that certain positions and their duties 
permit an alternate working arrangement that differs from a traditional work 
arrangement. Alternate work arrangements, whether on a periodic, temporary, or 
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permanent basis, may consist of compressed work weeks, flexible hours or flex-time 
schedules, job sharing, or off-site work locations. In making this determination, the CAO 
or Department Manager shall consider all relevant circumstances and the requirements 
of the Municipality’s business. 

21. Alternate work arrangements will be considered on a case-by-case basis, must be 
approved in advance, documented in writing, and must meet the following criteria, as 
relevant: 

a) Any absence from the office shall have no or minimal impact on the workplace; 

b) Clear, defined outcomes must be established to monitor performance; 

c) If working from home, the employee must have the necessary equipment or software 
and proper security in place to work from home. 

22. Working hours may also be varied based on family and medical reasons or as otherwise 
provided in the Nova Scotia Labour Standards Code. 

23. Employees are entitled to all breaks as provided under the Nova Scotia Labour 
Standards Code. 

24. Management has the authority to schedule lunch and breaks for individual employees 
as may be required to maintain service levels. 

Managing Unsatisfactory Performance / Corrective Actions 

25. “Corrective Actions” are measures which are designed to address unsatisfactory 
conduct or performance. These actions may be taken in instances where the employee: 

a) should already be aware of the performance and conduct expected of them but fails 
to provide satisfactory performance or conduct themselves appropriately, or 

b) is not aware of the performance or conduct standard, which may reflect a lack of 
communication, which may accordingly be considered a mitigating circumstance in 
the implementation of corrective action. 

26. Corrective Action is dependent on the specific circumstances, but may range from 
counseling to verbal or written warnings, which are within the authority of Management; 
or suspension or dismissal, which are within the authority of the CAO. 

27. AM-2.4.2 Managing Unsatisfactory Performance Policy applies to all employees of the 
Municipality. 

Professional Development  

28. The Municipality is committed to continuous employee performance management and 
professional development. This process is intended to enhance the effectiveness and 
efficiency of the organization and its employees, to focus resources on strategic 
priorities, to align organizational objectives within the organization, to provide a forum 
to discuss position responsibilities and training and career opportunities, and to build 
strong, positive relationships between management, supervisors and staff.  

29. It is the objective of the Municipality to have competent, knowledgeable, and highly 
trained staff in its employ to ensure that the Municipality's mandate and objectives are 
met. 
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30. The Municipality will endeavor to place capable, competent, and motivated employees 
on specific career tracks. These career tracks will form part of a strategic succession 
plan of the Municipality. Employees will be informed, and must accept, that career tracks 
and succession plans are subject to change by Management due to internal and/or 
external factors. 

31. The Municipality will encourage, promote, and provide funding for training and 
professional development opportunities and programs that increase the efficiency and 
effectiveness of employees. 

32. The Municipality shall provide, in its annual budget, funds for professional development, 
such as courses and seminars. 

33. The Municipality requires employees to be members of relevant professional 
development agencies or associations and maintain professional requirements. The 
Municipality will pay the costs of such memberships. 

34. At the discretion of the applicable supervisor, employees that attend or complete any 
professional development session or program may be required to prepare and present 
a report to other staff or Council. 

Employee Classification, Salary Scales, Wage Rates 

35. The Municipality's employee classification system includes the approved organization 
chart, a listing and number of approved positions, salary scales, and hourly wage rate 
schedules(s). 

36. Council has the responsibility and authority to approve the classification system. 

37. The authority to approve changes to position descriptions rests solely with the CAO. 
The Human Resources Administrator has the responsibility for maintaining and drafting 
revisions to the position descriptions. 

38. A salary scale and responsibility review and comparison to other rural municipalities will 
be conducted every five (5) years commencing in the 2022/2023 fiscal year. 

39. Salary scale increments for individual employees are based on the performance 
management and development process results, years of service, successful completion 
of training, motivation, initiative, a commitment to the strategies and objectives of the 
Municipality, and a demonstrated commitment to quality public service. 

40. Council has the responsibility and authority to approve salary scale increments for the 
CAO position. 

41. The CAO has the responsibility and authority to approve salary scale increments for all 
other employees of the Municipality. 

42. The CAO, in consultation with the Human Resources Administrator, has the 
responsibility and authority for initial placement of that new employee at the appropriate 
level on the salary scale. This placement will be based on the following factors: 

a) the academic qualifications, training, and skill achievements of the new employee 
compared to those set out in the position description; and 

b) market conditions and market demands for candidates. 

43. Council will consider changing the approved classification system upon 
recommendation from the CAO.  
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44. In some cases Council may agree in advance that attainment of specific career track 
goals will result in a specified salary scale change. 

45. The Municipality's current practice is to annually adjust (January) all non-bargaining 
employee salary scales to match the approved increases for bargaining employees at 
the beginning of the fiscal year (previous April). 

Overtime  

(For non-union employees other than Managers and Directors) 

46. It is the objective of the Municipality to maintain appropriate staffing levels for the 
management, administration and operations of the Municipality so as to minimize 
overtime.  

47. Management and employees should be mindful of the need to reduce and contain costs 
while striving to maintain and improve the quality and effectiveness of services. 
Accordingly, it is incumbent upon all staff to first question the necessity of overtime, 
while exercising critical judgement concerning the issues of productivity, cost and 
customer service. 

48. Supervisors have the authority to approve all overtime and time off in lieu in accordance 
with the provisions of this Policy. 

49. Time off in lieu of overtime pay shall be used to the greatest extent possible. 

(For Managers and Directors) 

50. It is the expectation of the Municipality that managers and directors will work a 
reasonable number of hours outside normal office hours if required to ensure the 
responsibilities of those positions are performed, without additional compensation. 

51. Directors and managers will be compensated on a straight time basis (normally time off 
in lieu) for attending evening and weekend meetings. 

52. Directors and managers may be compensated on a straight time basis for other work 
activities outside regular hours not specifically addressed in this section, at the 
discretion of the CAO. 

Paid Holidays 

53. The following are recognized as paid holidays: 

a) New Year's Day (statutory holiday) 

b) Nova Scotia Heritage Day (statutory holiday) 

c) Good Friday (statutory holiday) 

d) Easter Monday 

e) Victoria Day 

f) Canada Day (statutory holiday) 

g) Civic Holiday / Natal Day (statutory holiday) 

h) Labour Day (statutory holiday) 

i) National Day for Truth and Reconciliation 

j) Thanksgiving Day 

k) Remembrance Day 
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l) Christmas Eve (per below) 

m) Christmas Day (statutory holiday) 

n) Boxing Day 

and any other day declared or proclaimed as a holiday by the Federal or Provincial 
government or by the Employer. 

54. When Christmas Day falls on a Wednesday, Thursday, Friday or Saturday, the 
Municipality shall grant each employee one-half day holiday with pay on Christmas Eve.  
When Christmas Day falls on a Tuesday, the Municipality shall grant each employee a 
full day holiday with pay on Christmas Eve. 

55. An employee shall be paid for a statutory holiday in accordance with the Labour 
Standards Code. 

56. An employee shall be paid for a non-statutory holiday if the employee has received or 
is entitled to receive pay for at least 15 days during the 30 calendar days immediately 
preceding the non-statutory holiday and the employee has worked on the employees’ 
scheduled day immediately preceding and immediately following the non-statutory 
holiday(s). 

57. Municipal Offices will be closed to the public from the last working day before Christmas 
Day to New Year’s Day without the requirement for employees to take this time from 
banked overtime or vacation time (as approved in May 2010).  

Paid Vacations  

58. All vacation entitlements shall be calculated based on the Municipality's fiscal year (April 
1 to March 31), and shall be prorated in accordance with commencement, anniversary 
and end of employment dates. 

59. Temporary or casual employees shall receive vacation time or pay in accordance with 
the Labour Standards Code.  

60. Term employees shall receive vacation time or pay in lieu in accordance with the Labour 
Standards Code unless they have been provided additional benefits in an employment 
agreement with the Municipality. 

61. Employees on leave of absence without pay do not accumulate vacation entitlement. 

62. Effective April 1, 2022, permanent full time employees and probationary employees 
hired after 1992 shall be entitled to vacation in accordance with the following schedule: 

a) 1.25 days per month up to and including the sixth year of employment 
calculated from the employee's commencement date, 

b) 1.67 days per month from the commencement of the seventh year of 
employment and up to and including the thirteenth year, and 

c) 2.083 days per month from the commencement of the fourteenth year of 
employment up to and including the twentieth year, and 

d) 2.5 days per month from the commencement of the twenty-first year and 
henceforth. 

63. Employees hired in 1992 or before will continue to be entitled to one additional day per 
year of service to a maximum ten additional days (i.e., seven (7) weeks after 35 years, 
eight (8) weeks after 40 years). 

45 of 83 2022-06-13 Special COTW Agenda Package



 

County of Annapolis – Personnel Policy  Page 8 of 15 
 

64. Permanent part-time employees are eligible for vacation with pay on a pro-rata basis in 
accordance with the schedule above. 

65. Paid holidays that occur during an employee’s vacation leave are not deducted from an 
employee’s vacation leave entitlement. 

66. Any employee who leaves the employ of the Municipality during the fiscal year shall 
have their vacation entitlement prorated, and in the event vacation in excess of the 
prorated entitlement has been taken, the salary received for the excess shall be repaid 
to the Municipality. 

67. Upon separation of employment for any reason, unused, earned vacation leave owing 
to an employee is to be paid at the regular rate of pay the employee received 
immediately prior to separation. 

68. The Chief Administrative Officer, or someone designated or delegated to act on their 
behalf, has discretionary authority to recognize acceptable equivalent service in 
determining the accumulation of vacation leave entitlement of to be offered to new 
employees and such determination shall be explicitly stated in the employment 
agreement.  

Pension and Group Insurance Plans 

69. Any employee who has successfully completed the probationary period (if any) and has 
obtained a permanent position is eligible to participate in the Municipality's registered 
pension plan, subject to the requirements of that plan. 

70. Any employee who has successfully completed the probationary period (if any) and has 
obtained a permanent position is eligible to participate in the Municipality's extended 
health, dental, life insurance, accidental death and dismemberment, and long term 
disability plans (subject to the requirements of those plans). Eligible employees are 
required to participate in the life insurance, accidental death and dismemberment, 
health and long term disability plans, unless at the time of the adoption of this Policy the 
employee was not participating in those plans and they agree to sign a waiver with 
respect to their participation. 

Bereavement Leave 

71. Employees bereaved by the death of a family member will be granted time off from 
work, without loss of pay, in accordance with the following schedule and conditions: 

a) In the event of a regular full-time or part-time employee’s spouse or partner, parent, 
brother, sister, grandchild, child (including those acquired through legal adoption) and 
the mother, father, brother, sister, grandchild or child of the employee’s spouse or 
partner, including current step relations, or any other person who at the time of their 
death resided with the Employee, the Employee shall be entitled to be absent from 
work for a period not to exceed five (5) consecutive working days, when such 
absence is necessary to make arrangements for and to attend the funeral. 

b) In the event of a regular full-time or part-time Employee’s grandparent, the 
grandparent of the Employee’s spouse, aunt, uncle, the aunt or uncle of the 
Employee’s spouse or partner, including current step relations, niece, nephew, the 
niece or nephew of the Employee’s spouse or partner, the Employee shall be entitled 
to be absent from work for a period not to exceed two (2) consecutive working days, 
when such absence is necessary to make arrangements for and to attend the funeral. 
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72. All bereavement leave is subject to the approval of the supervisor to whom the 
employee reports. 

73. When the funeral is held at considerable distance a maximum of two additional days 
may be granted for travel at the discretion of the supervisor. 

74. In the event additional time is necessary for compassionate purposes, an employee 
may request additional days of unpaid leave and such days may be granted at the 
discretion of the supervisor. 

Sick Leave  

75. The Municipality allows employees to earn and accumulate sick leave benefits ("sick 
leave") In order to provide some protection against loss of pay: 

a) in the case of long term incapacity, during the period between cessation of work and 
commencement of other benefits, plans or insurance; and 

b) in the case of short term inability to work due to illness, injury or the need to obtain 
medical treatment. 

76. It is expected that not all sick leave earned will be used in short term situations, and that 
with the passage of time employees will accumulate the maximum allowable in order to 
give them protection in the event of serious and extended health problems. 

77. Employees shall earn sick leave at the rate of one and one-half days per month worked. 
Unused sick leave can be accumulated to a maximum of one hundred twenty (120) days 
[short term sick leave bank]. 

78. Permanent part-time employees shall earn sick leave credits on a pro-rated basis of 
twelve (12) hours per 173 hours worked.  The maximum accumulation will be one 
hundred twenty (120) days (hours pro-rated to 120 working days) [short term sick leave 
bank]. 

79. An employee may take no more than one hundred twenty (120) consecutive paid sick 
days.  

80. In the case where an employee is considered to be using an habitual, unusual or 
excessive amount of sick time, the municipality reserves the right to require written 
reports from the employee and a physician / medical professional. 

81. If requested by their supervisor, director, Human Resources Administrator or Director 
of Human Resources, an employee claiming an entitlement to sick leave in excess of 
three consecutive working days must provide a medical certificate from a qualified 
medical practitioner. Failure to provide the certificate will be grounds for denial of the 
claim. 

82. It shall be the responsibility of the employee to make arrangements for the needs during 
illness or injury of a person dependent on the employee for care.  When no one other 
than the employee can provide these needs an employee shall be granted up to five (5) 
days leave with pay in any one fiscal year for such purposes.  Such leave shall be 
charged against and only used to the extent of available earned or accumulated sick 
leave.  The employee also has the option to use vacation leave for such purposes. 

83. Abuse of sick leave benefits is subject to corrective action up to and including dismissal. 

84. No payment shall be made for accumulated sick leave upon retirement or if an employee 
separates for any reason. 
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Maternity / Parental Leave 

85. The Municipality shall grant such maternity / paternity leave as is prescribed by federal 
/ provincial regulations. 

86. The municipality shall continue to cost-share on benefits for any employee that is on 
maternity / paternity leave. 

Leave Without Pay 

87. Requests for leave without pay will be considered on a case-by-case basis and may be 
granted or refused at the sole discretion of the CAO.  

88. The maximum cumulative amount of leave without pay that may be granted to an 
employee is six (6) months over three (3) years. 

Compassionate / Critical Care Leave 

89. The Labour Standards Code requires an employer to provide unpaid leave for 
employees to provide care and support to an injured or critically ill family members under 
certain circumstances. 

90. Employees must give their employer as much notice as possible before taking the leave.   

91. Depending on the employee’s job description and length of leave, a temporary 
employee may need to be hired to cover their tasks or another employee designated to 
temporarily cover their duties. 

Emergency Service Volunteers Leave 

92. The Municipality supports local volunteer emergency service providers and recognizes 
the contributions these organizations and their members make to the health, safety, and 
wellbeing of the public. 

93. Volunteer Fire Departments, Ground Search and Rescue, Canadian Red Cross, St. 
John's Ambulance, Medical First Responders, EMO Responders, (including radio 
operators) and any other volunteer emergency response organizations approved in 
writing by the CAO are approved organizations for the purpose of Emergency Service 
Provider Leave. 

94. Employees wishing to be eligible for Emergency Service Provider Leave must inform 
the Municipality in writing of their membership in an organization, and in advance of any 
such leave being taken pursuant to this Policy. 

95. Employees who are members of approved organizations, and who do not receive any 
remuneration relative to emergency response activities, will be permitted to respond to 
emergency situations as a member of the organization without loss of regular pay and 
benefits.  

96. The Municipality reserves the right to require that an employee return to regular duties, 
notwithstanding that the emergency response may be ongoing. 

97. Use of County-owned vehicles should be only for the purpose for which they are issued 
and they should not be deployed as emergency service vehicles. 

98. The Municipality will grant up to ½ day leave from 8:30 a.m. to 12:00 p.m. with pay to 
an employee who is a volunteer emergency responder and who has been out on a call 
between the hours of 12:00 a.m. and 6:00 a.m. the night before. Leave must be 
approved by the Department Manager. 
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Paid Volunteer Work Day 

99. The Municipality supports and encourages employees to be members of registered 
charitable and not for profit organizations that provide services to the residents of the 
County of Annapolis. 

100. The County will provide one (1) full day per fiscal year with pay for its employees to 
participate in such activities. 

101. An employee’s supervisor has the authority to approve this paid volunteer work day.  

102. Employees must give their supervisor as much notice as possible before taking the 
leave. 

Alcohol and Substance Use  

Definitions 

103. Appearance of Impairment – odor of alcohol or drugs, glassy or red eyes, unsteady 
gait, slurring, and/or poor coordination. 

104. Safety Sensitive Position – one which if not performed in a safe manner can cause 
direct and significant damage to property, and/or injury to the employee, others around 
them, the public and/or the immediate environment. (Canadian Human Rights 
Commission) 

105. Risk of Impairment – consuming substances such as alcohol, prescription or 
recreational drugs puts an employee at risk of impairment. 

106. Secure Area – an area away from the public behind a locked door. 

General 

107. The Municipality requires all employees to report to work fit for duty and remain fit for 
duty for their entire shift. The employer may prohibit any employee from the workplace 
where it is apparent to the employer that the employee is in an impaired state, or is 
taking any drug in a manner which may cause impairment. 

108. The successful implementation and application of this Policy is a shared responsibility 
of all employees. 

109. All employees are expected to perform their duties in a safe manner and shall: 

 Know, understand, follow and comply with this Policy and complete education 
provided by the workplace; 

 Report to work fit for work, up to standard, and remain fit for work for the duration of 
their shift or work hours; 

 Take responsibility to ensure their personal safety and the safety of others; 

 Use medications responsibly, be aware of potential unsafe side effects and risks of 
impairment; 

 Not use or possess any substance that may cause impairment while on duty, 
including but not limited to alcohol, cannabis, or narcotics; 

 Notify the employer if medications are causing side effects that may make it unsafe 
to work; 
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 Not distribute, transfer or offer sale of alcohol, drugs or drug paraphernalia while on 
municipal property or while working in any capacity for the Municipality; 

 Only possess medications that have been prescribed for you by a medical 
professional and are needed during your work day. Over-the-counter medications are 
permissible. Any medications in your possession must be stored in a secure area; 

 Bring forward to a supervisor or manager any concerns regarding employees who 
may be unsafe to work due to the use of drugs and / or alcohol; 

 Not operate a motor vehicle owned by the Municipality or use their vehicle for work 
purposes if taking medication that may impair their ability to drive safely; 

 Be aware of employer support through Staff Health and Wellness or Employee and 
Family Assistance, if concerned regarding dependency. 

110. As part of the shared responsibility for health and safety, the Municipality shall: 

 Ensure awareness of this policy; 

 Provide education to employees on the specifics of this policy, as well as the health 
and safety risks of substance abuse, with a focus on prevention and awareness; 

 As possible and practical, provide awareness of the indications of alcohol and drug 
use; 

 Take action on reported or suspected drug and alcohol use, appearance of 
impairment in the workplace; 

 Respect the employee’s confidentiality (except as required by law to report); 

 Offer support to any employee who asks for help due to a drug or alcohol dependency 
/ addiction; 

 Require proof of any prescription for the use of Medical Cannabis if used while at 
work. 

Building or Facility Closures / Delayed Openings  

Definitions 

111. Designated Services – Services determined by the Chief Administrative Officer to be 
essential or necessary in their nature (e.g., snow removal; operation of water / 
wastewater treatment facilities; emergency management operations during periods of 
activation or declared emergency). 

General 

112. Employees are expected to make every effort to report for work and continue to work 
during their scheduled working hours. With the exception of those employees who 
provide designated services as defined in this policy, employees should assess their 
own ability to get to and from work safely and consult with their supervisor / manager. 
Employees may make alternate arrangements with the approval of their immediate 
supervisor / manager including approval to take paid time off (lieu time or vacation).  

113. In the event that offices or worksites are closed due to extreme storm or hazardous 
conditions, employees who provide designated services are required to report to or 
remain at work, or be able to work from home or another safe location. 
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114. The decision to close municipal buildings or facilities will be the responsibility of the 
CAO (or designate). In recognition that weather and other conditions will differ from one 
location to another, it may be appropriate for worksites or facilities in one or more 
locations to close while others remain open. Factors that may contribute to the closure 
include: weather conditions or forecasts, pandemics, school or government office 
closures, road conditions, declared state of emergency and issuance of police / public 
health warnings. 

115. In the event a building or facility is closed pursuant to the preceding section there will 
be no loss of pay or other benefits.  

116. All employees shall be paid for their regularly scheduled hours of work during periods 
of office closures. 

117. Those employees that choose to remain at work during such building closures or that 
may be required to work at home are not eligible to receive incremental pay or 
accumulate overtime during regular work hours. 

Expense Reimbursement / Travel Allowances  

118. The Municipality shall reimburse employees for allowable expenses incurred that are 
associated with employees carrying out the responsibilities of their positions. All 
requests for reimbursement of expenses must be submitted on the prescribed form. 

119. Employees will be reimbursed for the cost of highway tolls, bridge tolls, airport parking 
fees, airport security fees, taxi fares, and public transportation fares while attending 
approved meetings, conferences, workshops, professional development sessions, or 
performing other required work activities. Receipts must be provided (except for tolls). 

120. The Municipality will pay directly the costs of overnight accommodations for employees 
attending approved meetings, conferences, workshops, and other professional 
development sessions when the timing of these sessions requires overnight 
accommodations. 

121. The spouse or one guest may accompany a municipal employee receiving an award, 
certificate or diploma at the annual conference of a municipal association and the 
employee will be reimbursed for additional conference registration fees, meal 
allowances and additional accommodation costs, if any.  Similarly, the spouse may 
accompany an employee authorized to attend an employer sponsored pre-retirement 
seminar (1 occasion only).  The employee will be reimbursed for additional seminar 
fees, meal allowances and additional accommodation costs, if any. 

122. Employees who register for conferences, courses, seminars or municipally related 
activities that result in fees / costs and do not attend shall be responsible for any and all 
costs incurred by the municipality except if attendance was not possible / practical for 
the following reasons: 

 illness (personal or immediate family); 

 weather conditions; 

 travel emergencies; 

 municipal emergencies / urgencies. 

123. The Municipality will pay a "mileage" rate (per kilometer) to employees that use their 
personal vehicles in carrying out their employment responsibilities. 
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124. The rate paid pursuant to the preceding section will be in accordance with the rate 
provided to councillors. 

125. The amount paid pursuant to the two preceding sections is intended to reimburse 
employees for all costs associated with the use of their vehicle for employment 
purposes. 

126. The reimbursement for meal expenses will be the lesser of either the amount identified 
on the meal receipt or the per diem allowance identified in the Employee Travel & 
Expense Claim Form.  

127. The amount of the meal allowance shall be equal to the amount provided to Council 
members. 

128. Employees will have the option to pay any costs directly as provided in a purchase card 
policy (and as may be amended from time to time). 

Problem Resolution and Complaint Process 

129. AM-2.8.9 Respectful Workplace Policy applies to all employees of the Municipality. Any 
employee who believes they have been subjected to harassment in the workplace is 
encouraged to use the procedure set out herein to resolve such problem and can do so 
without fear of recrimination. 

130. AM- 2.4.3 Whistleblower Policy applies to all employees of the Municipality. Any 
employee who believes any situation affecting them in the workplace is unjust or 
inequitable is encouraged to use the procedure set out herein to resolve such problem 
and can do so without fear of recrimination. 

Performance Review 

131. The Municipality is committed to supporting employees to perform and grow in their 
current and future roles through effective performance management. A key element of 
performance management is the alignment of individual and team goals with 
department business planning to support government priorities. 

132. Employee performance must be formally reviewed in relation to the employee’s goals 
and expected results. 

133. Each employee will have a performance planning and development review conducted 
annually, or on a change of position or appointment, or more frequently as required. 

134. A performance planning and development review must be documented using the 
Performance Planning and Development Form developed by Human Resources. This 
form establishes goals jointly by the supervisor and employee to provide a clear 
understanding of goals and expected results.  

135. Individual employee goals must be linked to department business plans and must 
include measurable goals.  

136. Employees must be given the opportunity in the formal review to discuss, comment, and 
sign the form according to this policy and applicable collective agreements. 

137. Once the Performance Planning and Development Form is finalized, employees will be 
provided with a signed copy of the form. Managers / supervisors must file the original 
signed Performance Planning and Development Forms in the employee personnel 
record at the end of the performance cycle. 
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Repeal of Previous Policies 

138. This policy repeals and replaces the following municipal policies: 

 AM-2.1.1 Daily Work Schedule Policy 

 AM-2.1.2 Bereavement Leave Policy 

 AM-2.1.3 Statutory Holidays and Paid Holidays Policy 

 AM-2.1.4 Vacation Leave Policy 

 AM-2.1.5 Sick Leave Policy 

 AM-2.1.22 Inclement Weather / Unsafe Travel Conditions Policy  

 AM-2.1.23 Office Worksite Closures Policy 

 AM-2.2.3 Overtime Policy 

 AM-2 5 2 Employee Training and Development Policy 

 AM-3.2.1 Hiring Policy 

Effective Date 

139. This Policy is effective upon adoption. 

 

 Municipal Clerk’s Annotation for Official Policy Book 
I certify that this policy was approved by Municipal Council as indicated below: 

Seven (7) Day Notice ..................................................... PENDING June 13, 2022 
Council Approval  ........................................................... PENDING June 21, 2022 
 
 

                                                                  PENDING 
Municipal Clerk  Date 

At Annapolis Royal Nova Scotia 
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POLICY AND ADMINISTRATION MANUAL 

 
AM - 2.1.1 

 
Section 

Hours of Work and Leave 

 
Subject 

Daily Work Schedule 

 

 

Effective 95/02/21  Page 1 of 2 

 

1. APPLICATION 

This policy applies to employees in the Administration, Social Services, Recreation 

and Public Works Departments. 

2. AUTHORITY 
Municipal Act Section 74.  Municipal Council Approval 95/02/21. 

3. BASIC POLICY 
Municipal Council determines the hours within which service to the public is to be 

provided.  The Chief Administrative Officer and Department Heads are responsible 

for maintaining daily work schedules that: 

 conform to requirements for hours of service as approved by Council; 

 are most effective in ensuring the provision of services and programs; and 

 conform to requirements included in other human resource management 

policies, applicable collective agreements, and this policy. 

4. HOURS OF WORK 
Subject to approval by the Chief Administrative Officer, Department Heads may 

organize their staff to work hours for each work day commencing as early as 7:00 

a.m. and ending as early as 4:00 p.m. providing that: 

 arrangements are made to ensure continuous service to the public from 8:30 

a.m. to 4:30 p.m. each working day; and 

 each employee works his/her prescribed hours each week. 

Department Heads should ensure that arrangements are established that: 

 cause the least disruption; 

 provide for the delivery of service in the most efficient manner; 

 do not increase the cost of administration and delivery; and 

 do not require employees to constantly change their pattern of hours worked. 

Full-time employees are expected to work a minimum of 35 hours per week (40 

hours per week for Public Works employees).  An employee may be required to 

work in excess of this amount, depending upon the nature of the employee's work. 

5. LUNCH PERIOD 
Each employee is to be provided with a lunch period not to exceed 60 minutes and 

not less than 30 minutes. 
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Daily Work Schedule 

 

 

Effective 95/02/21  Page 2 of 2 

6. REST PERIODS 
Each employee is to be provided with a 15 minute rest period each morning and 

afternoon. 

7. RESPONSIBILITIES 
Municipal Council decides the hours during which service to the public is to be 

provided. 

Department Heads prescribe the hours of work and lunch period for employees, as 

well as the timing and duration of rest periods, within the above guidelines and 

subject to the approval of the Chief Administrative Officer for department-wide 

changes. 

Employees are responsible for adhering to the daily work schedule which applies 

to them.  For absences without prior authorization, employees must communicate 

the reason for the absence to the Department Head. 
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APPROVED 2007/01/16; Amended Dec. 2017 Page 1 of 2 

 

1. APPLICATION 

This policy applies to all non-unionized employees of the Municipality of the County of 

Annapolis. 

2. AUTHORITY 

Section 48, Municipal Government Act, as amended 

Section 60A, Labour Standards Code, as amended 

3. PURPOSE 

The purpose of this policy is to recognize and provide for paid and unpaid leave for employees 

in the event of the death of a family member. 

4. INTERPRETATION 

For the purpose of this policy, the following definitions apply: 

4.1 Immediate Family – The employee’s spouse or partner, parent, step-parent, brother, sister, 

grandchild, child (including those acquired through legal adoption); and the parent, step-

parent, brother, sister, grandchild or child of the employee’s spouse or partner; or any other 

person who at the time of their death resided with the employee. 

4.2 Other Family – The employee’s grandparent, aunt, uncle, niece, nephew, and the 

grandparent, aunt, uncle, niece, nephew, of the employee’s spouse or partner. 

4.3 Extended Family – Other relatives of the employee or employee’s spouse / partner not 

stated in Sections 4.1 and 4.2. 

5. BEREAVEMENT LEAVE 

5.1 Immediate Family– Paid leave of up to five (5) consecutive working days may be granted 

to an employee upon the death of an immediate family member. 

5.2 Other Family Members – Paid leave of up to three (3) consecutive working days may be 

granted to an employee upon the death of other family members. 

5.3 Extended Family Members – At the discretion of the Chief Administrative Officer, paid 

leave of up to one (1) working day shall be granted to an employee upon the death of 

extended family members. 

6. DISCRETIONARY LEAVE 

6.1 Discretionary Purposes – The Chief Administrative Officer may authorize an additional 

two (2) days paid leave to address additional circumstances (such as attending funerals out 

of Province). 

6.2 Unpaid Leave – In addition to paid leave pursuant to this policy, an employee may receive 

unpaid leave upon the recommendation of the Director or Manager and approval of the 

Chief Administrative Officer. 
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7. AUTHORITY AND RESPONSIBILITIES 

7.1 The Chief Administrative Officer is responsible for overall implementation of policy and 

making decisions regarding discretionary leave. 

7.2 Managers and Directors are responsible for ensuring that employees receive a copy of this 

policy and an explanation of the contents is provided to Supervisors and employees. 

Managers and Directors are also responsible for making recommendations regarding 

unpaid leave. 

7.3 Supervisors shall apply this policy in a fair and equitable manner. 

 

 

 

 

 

 

 

 

 

 

 

 
Effective Jan. 16, 2007 

Amended Dec. 19, 2017 

In Section 1 added “non-unionized” 

In Section 2 replaced “Sections 65” with “Section 48” 

In Subsection 4.1 Immediate Family: 

Replaced “mother, father” with “parent” 

After child added “(including those acquired through legal adoption)” 

Added “step-parent,” “grandchild,” and “or any other person who at the time of their death resided with 

the employee” 

Deleted Sub-section 4.2 Equivalent Status (and re-numbered subsequent sub-sections accordingly) 

In Sub-section 4.2 Other Family: 

Deleted “grandchild,” “step-parent,” “brother-in-law or sister-in-law;” “grandchild,” and “step-parent, 

brother-in-law or sister-in-law” 

In Sub-section 5.1 deleted “or Equivalent Status” and “or a relationship of equivalent status” 

In Sub-section 5.3 added “At the discretion of the Chief Administrative Officer” 

In Sub-section 6.2 replaced “manager or designate” with “Director or Manager” 

Municipal Clerk’s Annotation for Official Policy Book 

I certify that this policy was adopted by Municipal Council as indicated below: 

Seven (7) Day Notice .............................................................................  December 12, 2017 

Council Approval  .................................................................................. December 19, 2017 

 

____Carolyn Young___                      December 19, 2017 

Municipal Clerk  Date 

At Annapolis Royal Nova Scotia 
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Amended September 21, 2021 Page 1 of 3 

 

1. APPLICATION 

This policy applies to all non-union employees of the Municipality of the County of 

Annapolis. 

2. AUTHORITY FOR POLICY 

Section 65 Municipal Government Act, as amended.  

Sections 37 - 42 Labour Standards Code, as amended. 

3. STATUTORY HOLIDAYS 

3.1 The following holidays are defined in the Labour Standards Code: 

 New Year’s Day 

 Nova Scotia Heritage Day  

 Good Friday 

 Canada Day 

 Labour Day 

 Christmas Day 

3.2 Except as otherwise provided in this policy or any Act of the Legislature, the 

Municipality shall grant each employee a holiday with pay on each statutory 

holiday falling within any period of employment. 

3.3 Except as otherwise provided in this policy or any Act of the Legislature, when a 

statutory holiday falls on a day that is a non-working day for an employee, the 

Municipality shall grant the employee a holiday with pay on the working day 

immediately following the statutory holiday. 

3.4 When the CAO, director, manager or coordinator requires an employee to work on 

a statutory holiday, the Municipality shall pay that employee an amount equal to 

the amount that would have otherwise been paid for that work day. In addition, the 

employee shall be paid one and one-half times the regular rate of wages for the 

actual time worked on that day. 

3.5 An employee shall be paid for a statutory holiday in accordance with the Labour 

Standards Code. 

4. PAID HOLIDAYS 

4.1 In this section, “paid holidays” means: 

 Easter Monday 

 Victoria Day 

 Natal Day 

 National Day for Truth and Reconciliation 
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 Thanksgiving 

 Remembrance Day 

 Christmas Eve 

 Boxing Day 

4.2 Except as otherwise provided in this policy, the Municipality shall grant each 

employee a holiday with pay on each paid holiday falling within any period of 

employment. 

4.3 When Remembrance Day falls on a day that is a non-working day for an employee, 

the Municipality shall grant the employee a day off from work with pay on the next 

working day immediately following Remembrance Day. 

4.4 When Boxing Day falls on a day that is a non-working day for an employee, the 

Municipality shall grant the employee a holiday with pay on the working day 

immediately following the day granted for Christmas Day under Section 3. 

4.5 When Christmas Day falls on a Wednesday, Thursday, Friday or Saturday, the 

Municipality shall grant each employee one-half day holiday with pay on Christmas 

Eve.  When Christmas Day falls on a Tuesday, the Municipality shall grant each 

employee a full day holiday with pay on Christmas Eve. 

4.6 When the CAO, director, manager or coordinator requires an employee to work on 

a paid holiday, the Municipality shall pay that employee an amount equal to the 

amount that would have otherwise been paid for that holiday. In addition, the 

employee shall be paid one and one half times the regular rate of wages for the 

actual time worked on that day. 

4.7 An employee shall be paid for a holiday provided under Section 4 if the employee 

has received or is entitled to receive pay for at least 15 days during the 30 calendar 

days immediately preceding the holiday provided under this Section and the 

employee has worked on the employees scheduled day immediately preceding and 

immediately following the holiday(s). 
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Amendments: 
Effective 2000/11/01;  

Amended Dec. 21, 2010; 

January 20, 2015: 
- Added “Nova Scotia Heritage Day” to the list of paid holidays in Subsection 4.1 

November 21, 2017: 
- In Section 3 replaced “General” with “Statutory” in all places that it appeared; 

- In Sub-section 3.5 deleted “if the employee has received or is entitled to receive pay for at least 
15 days during the 30 calendar days immediately preceding the general holiday and the 
employee has worked on the employees scheduled day immediately preceding and immediately 
following the holiday” and replaced with “in accordance with the Labour Standards Code.” 

- In Sub-section 4.3 deleted “The Municipality shall grant each employee a holiday with pay only 
when Remembrance Day falls on a day that is a working day for employees.” and replaced 
with “When Remembrance Day falls on a day that is a non-working day for an employee, the 
Municipality shall grant the employee a day off from work with pay on the next working day 
immediately following Remembrance Day.” 

September 21, 2021: 
- In Section 1 replaced “direct” with “non-union” 

- Added “National Day for Truth and Reconciliation” to the list of paid holidays in Subsection 4.1 

60 of 83 2022-06-13 Special COTW Agenda Package



 
MUNICIPALITY OF THE COUNTY OF ANNAPOLIS 

POLICY AND ADMINISTRATION MANUAL 

 
AM - 2.1.4 

 
Section 

Hours of Work and Leave 

 
Subject 

Vacation Leave 

 

Approved June 16, 2020  Page 1 of 5 

1. APPLICATION 

1.1 This policy governs vacation leave for non-bargaining employees of the 
Municipality of the County of Annapolis. 

2. AUTHORITY 

2.1 The Municipal Government Act, as it is amended. 

3. DEFINITIONS 
3.1  Permanent Full-Time Employee - A permanent full-time employee is hired 

for an indefinite period of time and is normally scheduled to work thirty-five 
(35) hours per week.  Appointment is continuous, subject to satisfactory 
performance and availability of funding.  

3.2  Permanent Part-Time Employee - A permanent part-time employee is hired 
for an indefinite period of time and is scheduled to work (on average) less 
than thirty-five (35) hours per week.  Appointment is continuous, subject to 
satisfactory performance and availability of funding.  

3.3  Term / Temporary / Seasonal Employee - A term, temporary or seasonal 
employee is hired (full-time or part-time) into a position that is designated to 
run for a defined period of time (generally six (6) months or less). 

3.4  Casual Employee - A casual employee is hired on an as needed basis for 
casual employment.   

4. INTENT OF VACATION LEAVE 

4.1  The intent of vacation leave is to provide a reasonable annual period of rest 
from work for personnel and is intended to be taken during the year in which 
it is earned. 

5. ELIGIBILITY FOR VACATION LEAVE 

5.1  Permanent Full-Time Employees earn paid vacation leave in accordance 
with service (per Section 6). Permanent full-time employees must take 
vacation leave. In the case of a newly-hired permanent full-time employee in 
the first year of employment, this entitlement is calculated on a pro-rata basis 
from the employee’s start date to the last day of the fiscal year. 

5.2  Permanent Part-time Employees are eligible for paid vacation leave pro-
rated according to their hours worked and in accordance with their years of 
service (per Section 6).  In the case of a newly-hired permanent part-time 
employee in the first year of employment, this entitlement is calculated on a 
pro-rata basis from the employee’s start date to the last day of the fiscal year. 

5.3 Term / Temporary / Seasonal Employees are only entitled to vacation leave 
and vacation pay as provided by the Labour Standards Code and its 
Regulations unless specifically stated otherwise in his / her employment 
agreement. 
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5.4 Casual Employees are only entitled to vacation pay in lieu of paid vacation 
leave, in the amount as provided by the Labour Standards Code and its 
Regulations. 

6.  VACATION ENTITLEMENTS 

6.1  The municipality’s vacation year begins April 1st and ends March 31st of the 
following year. 

6.2 Full-time Employees shall earn vacation with pay at the following rates: 
 
Years 0 – 10 years’ service one and one-quarter days per month to 

a maximum of three (3) weeks 
After 10 years’ service one and two-thirds days per month to a 

maximum of four (4) weeks 
After 20 years’ service one additional day per year of service to 

a maximum of ten (10) additional days 
(ie., five (5) weeks after 25 years, six 
(6) weeks after 30 years) 

After 30 years’ service one additional day per year of service to 
a maximum ten additional days (i.e., 
seven (7) weeks after 35 years, eight (8) 
weeks after 40 years) 

 

6.3  When an employee has exhausted his / her earned vacation entitlement for a 
fiscal year, additional vacation may only be scheduled anytime following the 
last day of the fiscal year in which the required service anniversary falls. 

6.4  Permanent part-time employees are eligible for vacation with pay on a pro-
rata basis in accordance with the schedule above. To clarify, vacation 
entitlements for permanent part-time employees are to be calculated using the 
following formula: 

 Actual number of hours paid    vacation entitlement according 
   in the year   x  to years of service  

 Number of full-time hours in a year (i.e. 1820)      

6.5 Probationary employees may not take vacation until the successful 
completion of the probationary period. 

7. VACATION ACCRUAL DURING LEAVES OF ABSENCE 

7.1 Vacation leave shall not accrue during unpaid leaves of absences, including 
leaves of absence where an employee receives workers’ compensation and/or 
disability benefits. 
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8. GRANTING OF LEAVE 

8.1 Vacation leave of 3 days or more must be requested and approved by the 
employee’s supervisor at least 5 working days in advance and should be 
scheduled in such a way that the work routine is disrupted as little as possible.  
However, an employee’s preference for vacation time is important and should 
be taken into account as much as operational requirements permit subject to 
approval by both the supervisor and service group manager. 

8.2 Employees should directly communicate vacation dates to co-workers to 
ensure customer needs are met and job duties and responsibilities are 
adequately covered during vacations. 

8.3 Vacation of two (2) days or less may be granted on short notice at the 
discretion of the supervisor or service group manager. 

9. CARRY OVER / ADVANCE OF VACATION 

9.1 Vacation leave must be taken during the fiscal year in which it is earned, 
unless carry over had been approved as provided in this Policy. 

9.2 At the discretion of the Chief Administrative Officer, approval may be given 
in extraordinary circumstances for carry-over of up to five vacation days or 
to advance up to five vacation days from the next fiscal year. 

10. OVERDRAWN VACATION LEAVE 

10.1 Employees who receive paid vacation leave prior to earning their vacation 
leave entitlement, and who subsequently separate from their employment 
with the Municipality for any reason, are required to repay any overdrawn 
leave. The amount owing for overdrawn leave is calculated at the employee’s 
regular rate of pay received immediately prior to separation and is recovered 
from the amount owing to the employee on his / her final paycheque. 

11. UNUSED VACATION LEAVE  

11.1 Upon separation of employment for any reason, unused, earned vacation 
leave owing to an employee is to be paid at the regular rate of pay the 
employee received immediately prior to separation. 

12. ILLNESS OR BEREAVEMENT 

12.1 Illness during the period an employee is on approved vacation leave may be 
charged to sick leave. However, the employee must provide the notices and 
proof of illness as required in the Municipality’s sick leave policy. 

12.2 Bereavement during the period an employee is on approved vacation leave 
may be charged to bereavement leave. However, the employee must provide 
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the notices and proof of bereavement as specified in the Municipality’s 
bereavement leave policy. 

13. STATUTORY AND PAID HOLIDAYS 

13.1 Statutory and paid holidays that occur during an employee’s vacation leave 
are not deducted from an employee’s vacation leave entitlement. 

14 RESPONSIBILITIES 

14.1 Employees must complete appropriate on-line, electronic vacation leave 
requests in advance to ensure an up-to-date record of all vacation leave used. 

14.2 Directors shall ensure adherence to all relevant policies and standard 
operating procedures. 

14.3 Service Group Managers shall be aware of all vacation leave requests and 
ensure adherence to all relevant policies and standard operating procedures. 

14.4 Supervisors must approve all on-line, electronic requests and ensure 
compliance with this Policy. They are responsible for ensuring that adequate 
vacation leave exists, that the leave requested will not unduly interfere with 
work schedules, and that internal department notification procedures are 
followed. 

14.5 The Chief Administrative Officer, or someone designated or delegated to act 
on her / his behalf, has discretionary authority to: 

 determine the time that vacation leave will be granted; 

 approve carry over of vacation leave entitlements (no more than five days); 
and 

 recognize acceptable equivalent service in determining the accumulation of 
vacation leave entitlement of directors and managers and such 
determination shall be explicitly stated in the employment agreement.  
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Approved Dec. 20/11-Effective Apr. 1/12 

Amendments: 
June 20, 2017 
In sub-sections 3.3 and 5.3 added the words “unless specifically stated otherwise in his / 
her employment agreement” 

June 19, 2018 
Summary of Amendments: 

 “Cleaned up” wording for clearer intent 

 No changes to vacation entitlements 

 New section clarified that vacation leave shall not accrue during unpaid leaves of 
absences 

 New wording clarified classification of employees (e.g., permanent part-time, casual) 

June 16, 2020 
Summary of Amendments: 

 Increased vacation rates to provide an additional day of vacation each year for 
employees who have attained 30 years or more of service 
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1. APPLICATION 
This policy governs sick leave for all non-unionized employees of the Municipality of the 
County of Annapolis. 

2. AUTHORITY 
Section 30, Municipal Government Act as amended 

3. DEFINITIONS 
3.1  Permanent Full-Time Employee - A permanent full-time employee is hired for an 

indefinite period of time and is normally scheduled to work thirty-five (35) hours per 
week.  Appointment is continuous, subject to satisfactory performance and 
availability of funding.  

3.2  Permanent Part-Time Employee - A permanent part-time employee is hired for an 
indefinite period of time and is scheduled to work (on annual average) less than thirty-
five (35) hours per week.  Appointment is continuous, subject to satisfactory 
performance and availability of funding.  

3.3  Term / Temporary / Seasonal Employee - A term, temporary or seasonal employee 
is hired (full-time or part-time) into a position that is designated to run for a defined 
period of time (generally six (6) months or less).  Term / temporary / seasonal 
employees are entitled to only those benefits as provided by the Labour Standards 
Code and Regulations. 

3.4  Casual Employee - A casual employee is hired on an as needed basis.  Casual 
temporary employees are entitled to only those benefits as provided by the Labour 
Standards Code and Regulations. 

4. POLICY INTENT 

4.1  The intent of sick leave is to provide permanent employees with some protection 
against loss of earnings during short-term periods when, due to illness, they cannot 
perform their assigned duties.  Participation in the long-term disability program is a 
condition of employment for permanent employees.  However, there is a 119 day 
waiting period for receiving long-term disability benefits.  Accumulated sick leave is 
intended to bridge this waiting period.  Typically, a full-time employee using only 1 
sick day per year will only reach the maximum sick leave accumulation (120 days) 
after about 7 years of continuous employment. 

5. EARNING SICK LEAVE 
5.1  Permanent Full-Time Employees shall earn sick leave credits at the rate of one and 

one-half days per month of service to a maximum accumulation of one hundred 
twenty (120) days (840 hours for employees working a 35 hour work week / 960 
hours for employees working a 40 hour work week).   

5.2  Permanent Part-Time Employees shall earn sick leave credits on a pro rated basis 
of twelve (12) hours per 173 hours worked (or ten and one-half [10.5] hours per 
151.66 hours worked).  The maximum accumulation will be one hundred twenty 
(120) days (hours pro-rated to 120 working days). 
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5.3  Term / Temporary / Seasonal / Casual Employees shall be entitled to three (3) paid 
sick days per year. 

5.4  There shall be no accumulation of sick time for standby or overtime hours. 

5.5  Employees shall not earn sick leave credits while on any form of leave without pay 
or during a period of unpaid suspension. 

5.6  Earned sick leave shall be reduced by the amount of sick leave taken by the employee.  
If earned credits for the current fiscal year are insufficient to cover the period of leave, 
the additional time shall be deducted from the employee’s accumulated sick leave of 
previous years. 

5.7  At the end of each fiscal year, an employee’s unused earned sick time shall be 
credited to the carry-forward accumulation to the 120 day maximum. 

5.8  The employer shall notify an employee of his / her total accumulated sick leave 
credits as of March 31st in any year by June 1st of each year. 

6. GRANTING OF LEAVE 

6.1  Sick leave may be used and accumulated in half (½) hour increments. 

6.2  Employees shall inform their supervisor as soon as possible when using sick leave.  
The supervisor shall designate the manner in which such notification is to be 
provided. 

6.3  Employees who are ill shall endeavour to notify their supervisor of the expected 
duration of the illness as early as possible and shall endeavour to provide as much 
notice as possible of the anticipated date of return to work. 

6.4 If an employee is sick on a statutory holiday, the employee shall be paid for the 
holiday and no sick leave shall be deducted. 

6.5 The employer shall permit an employee to re-schedule vacations if an employee is 
seriously ill prior to or during her / his scheduled vacation and submits a claim for 
sick leave in place of vacation entitlement. 

6.6 In order to be entitled to paid sick leave, an employee may be required to sign a 
statement or produce a certificate from a medical practitioner for any illness in excess 
of five (5) working days, certifying that he / she was unable to carry out his / her 
duties due to illness. Any costs associated with such certification requirements are 
the responsibility of the employee. 

6.7 In the case where an employee is considered to be using an habitual, unusual or 
excessive amount of sick time, the municipality reserves the right to require written 

reports from the employee and a physician. 

6.8 An employee shall be granted up to three (3) days leave with pay in any one year to 

attend routine dental or medical appointments.  Such leave shall be charged against 

and only used to the extent of available earned or accumulated sick leave. 
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6.9 If a permanent employee has a dental or medical appointment required for treatment 

of an on-going or serious illness or condition, the employee shall be entitled to use 

earned or accumulated sick time to attend such appointments. However, an employee 

may be required to sign a statement or produce a certificate from a medical 

practitioner for such absences. At the employee’s option, this information may be 

disclosed only to the Director of Human Resources or Chief Administrative Officer. 

At the request of the employee, written information shall be placed in a sealed 

envelope in the employee’s personnel file. 

6.10 It shall be the responsibility of the employee to make arrangements for the needs 

during illness or injury of a person dependent on the employee for care.  When no 

one other than the employee can provide these needs an employee shall be granted 

up to five (5) days leave with pay in any one fiscal year for such purposes.  Such 

leave shall be charged against and only used to the extent of available earned or 

accumulated sick leave.  The employee also has the option to use vacation leave for 

such purposes. 

6.11 A permanent employee shall be granted up to three (3) days leave without pay in any 

one year where the leave is required due to illness, the illness of an immediate family 

member or for medical, dental or other similar appointments during working hours.  

6.12 Sick leave will not be granted in any of the following circumstances: 

 illness or injury resulting from paid employment with the Municipality where 

Workers’ Compensation or other benefits apply; 

 illness or injury resulting from paid employment of any kind other than 

employment with the Municipality; and 

 intentionally self-inflicted injury. 

6.13 No payment shall be made for accumulated sick leave upon retirement or if an 

employee separates for any reason. 

6.14 Abuse of sick leave benefits shall be considered serious misconduct entitling the 

employer to take appropriate action, up to and including termination. 

7. OTHER MATTERS 

7.1 Advance of Sick Leave:  At the discretion of the Chief Administrative Officer, 

special sick leave may be granted up to a maximum of 15 working days if an 

employee has insufficient accumulated sick leave to cover the period of illness, but 

can reasonably be expected to be able to return to work within a short time.  Sick 

leave advanced in this manner must be deducted from credits earned subsequently by 

the employee upon return to work, before any further accumulation can take place. 

7.2 Overdrawn Sick Leave:  Overdrawn leave must be recovered if an employee 
separates for any reason.  The value of overdrawn sick leave is to be calculated at the 
employee’s rate of pay in effect immediately prior to separation and is to be deducted 
from sums owed to the employee.  If overdrawn leave exceeds the amount owed to 
the employee, such excess may be repaid in instalments over a period of not more 
than six months. 
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7.3 Leave Without Pay:  In circumstances where an employee has insufficient 

accumulated sick leave credits to cover the period of illness, leave without pay may 

be granted at the discretion of the Chief Administrative Officer. 

8. RESPONSIBILITIES 

8.1 Supervisors ensure conformance with this policy, determine that adequate 

accumulated sick leave exists, obtain medical certificates as required, and decide on 

each application for sick leave within the scope of authority delegated to them.  They 

are also responsible to ensure sick leave is appropriately documented and such 

documentation is placed in the employee`s personnel file. 

8.2  The Employee (or someone on the employee’s behalf) notifies the supervisor 

immediately of the need for sick leave and the reason for the absence.  The employee 

must also provide any proof of illness required by this policy or otherwise requested 

by the person authorized to grant sick leave within five (5) working days or upon 

return to work whichever comes first. 

 

 

 

 

 

 

 

 

 

 

 

 
Amendments 
 

December 20, 2011 

Amended by: 

- Correcting statutory references 

- Adding definitions for classifications of employees 

- Extending sick leave benefits to all permanent employees (full time and part time) 

- Allowing up to 3 cumulative days of sick leave for routine medical or dental appointments 

- Allowing up to 5 cumulative days of sick leave to care for a person dependent on the employee for care 

- Providing (Labour Standards Code) up to 3 days of unpaid sick leave for all employees 

June 20, 2017 

Amended by adding three (3) paid sick days per year for Term / Temporary / Seasonal / Casual Employees 
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Subject 

Inclement Weather / Unsafe Travel 
Conditions 

1. APPLICATION 
This policy applies to all unionized (in accordance with collective agreement) and non- 
union personnel who are directly employed by the Municipality of the County of 
Annapolis. 

2. AUTHORITY 
Section 65, Municipal Government Act, as amended. 

3. PURPOSE 
This policy establishes procedures to be followed by the County in a circumstance of 
hazardous travel conditions. 

4. DEFINITIONS 
Unless otherwise defined herein, terms used in this policy shall have the same meanings 
as those defined in the Municipal Government Act. 

4.1 Designated Services – Services determined by the Chief Administrative Officer to 
be essential or necessary in their nature (e.g., snow removal; operation of water / 
wastewater treatment facilities; emergency management operations during periods 
of activation or declared emergency). 

5. PROVISIONS 
5.1 Employees are expected to make every effort to report for work and continue to work 

during their scheduled working hours. With the exception of those employees who 
provide designated services as defined in this policy, employees should assess their 
own ability to get to and from work safely and consult with their supervisor / manager. 
Employees may make alternate arrangements with the approval of their immediate 
supervisor / manager including approval to take paid time off (lieu time or vacation).  

5.2 In exceptional circumstances, a decision may be made by the Chief Administrative 
Officer to close some or all offices or worksites due to extreme storm or hazardous 
conditions. Only in these situations and at the discretion of the Chief Administrative 
Officer will employees be granted leave with pay for their regularly scheduled work 
hours. 

5.3 In the event that offices or worksites are closed due to extreme storm or hazardous 
conditions, employees who provide designated services are required to report to or 
remain at work, or be able to work from home or another safe location. 
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1. APPLICATION 

This policy applies to all non-union personnel who are directly employed by the Municipality of the 
County of Annapolis. 

2. AUTHORITY 

Sections 65, Municipal Government Act, as amended. 

3. PURPOSE 

It is the County’s intent to ensure municipal services are provided wherever and whenever reasonably 
possible without jeopardizing the safety of employees. 

4. CLOSURE OF BUILDINGS 

4.1 In exceptional circumstances, a decision may be made to close some or all county offices or 

worksites, due to: 

 storms (such as heavy snowfall, hurricane or blizzard conditions) 

 hazardous and other unsafe conditions (such as floods, fires, power outages, advisories from 

the Department of Transportation and Infrastructure Renewal on the use of public highways, 

and/or advisories from police, Emergency Management Office or other agencies) 

 exceptional circumstances (such as funeral of a current or former councillor / employee,  or a 

declared state of emergency or conditions deemed by the employer to be sufficiently 

dangerous or disruptive to require the closure of offices or discontinuance of normal business) 

4.2 The decision to close municipal buildings will be the responsibility of the CAO (or designate).  

In recognition that weather and other conditions will differ from one location to another, it may 

be appropriate for offices or worksites in one or more locations to close while others remain 

open.  Factors that may contribute to the closure include: weather forecasts, operation of transit 

buses, school/government office closure, road conditions, and issuance of RCMP / police 

warnings. 

5. DELAYED OPENING 

5.1 The decision to delay the opening of municipal buildings due to extreme storm or hazardous 

conditions will be the responsibility of the CAO (or designate).  If the CAO (or designate) has 

delayed the opening of offices and the storm subsides, the CAO (or designate) can make a 

decision to open the offices.  It is the responsibility of the employee to check the front desk 

voice message or the county’s web site for status reports.  If a decision is made to open the 

office(s), employees shall either report to work or notify their supervisor immediately for 

approval of alternate arrangements. 
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6. CLOSURE / DELAY NOTIFICATION 

6.1 When a decision is made to close or delay the opening of offices, notification may be provided as 

follows: 

Before Normal Working Hours (by 7:15 a.m.)  
Notification will be provided via: 

 radio stations (AVR 97.7 FM, Magic 94.9 FM, K-Rock 89.3 FM, CBC 106.5 FM,                   

CBC 101.5 FM St. John NB, 97.3 The WAVE / 94.1 Country St. John NB); 

 television (Breakfast Television Halifax); 

 County of Annapolis web site (www.annapoliscounty.ns.ca); 

 recorded voicemail messages at county offices. 

The announcement will indicate if the closure is for the whole day or whether it is just a delay of 

opening.  If a delay of opening, it shall also indicate by what time a further decision will be made 

as to whether the offices will be opened. 

 

During Normal Working Hours (8:30 a.m. to 4:30 p.m.)  
If office closures occur during normal work hours, employees will be notified by their manager / 

supervisor. Notification will also be provided to the public via: 

 radio stations (AVR 97.7 FM, Magic 94.9 FM, K-Rock 89.3 FM, CBC 106.5 FM); 

 County of Annapolis web site (www.annapoliscounty.ns.ca); 

 recorded voicemail messages at county offices. 

5. ACCOUNTABILITY 

5.1 Supervisors / managers are responsible for ensuring that employees are informed of this policy 

and for ensuring its fair and consistent application. 

5.2 All employees shall be paid for their regularly scheduled hours of work during periods of 

office closures. 

5.3 Leave of absence banks will be unaffected by periods of office closures. 

 

 

Municipal Clerk’s Annotation for Official Policy Book 

I certify that this policy was adopted by Municipal Council as indicated below: 

Seven (7) Day Notice ...............................................................................  February 8, 2011 

Council Approval  ..................................................................................  February 15, 2011 

 

 

Carolyn A. Young                          February 15, 2011 
Municipal Clerk  Date 

At   Annapolis Royal  Nova Scotia 
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1. APPLICATION 

This policy shall apply to all non-unionized employees of the County of Annapolis. 

2. AUTHORITY 
Section 30, Municipal Government Act as amended 

3. POLICY 
The scheduling and assignment of work by supervisors shall, in so far as is possible, 

be during the regular work hours.  When it is necessary to schedule overtime work, it 

shall be assigned in a manner which ensures the work is completed as economically 

and efficiently as possible.  Time off in lieu of overtime pay shall be used to the 

greatest extent possible. 

4. GUIDELINES 

General 
Management and employees should be mindful of the need to reduce and contain 

costs while striving to maintain and improve the quality and effectiveness of services. 

Accordingly, it is incumbent upon all staff to first question the necessity of overtime, 

while exercising critical judgement concerning the issues of productivity, cost and 

customer service. 

An employee is required to complete the work he or she is required to do each day 

whether or not, on occasion, his or her work hours extend a reasonable period beyond 

the regular time of leaving.  However, for overtime in excess of this reasonable 

period, employees in classifications eligible for overtime are to be granted time off in 

lieu of overtime pay at the rate of one hour off for each hour worked. 

Overtime hours shall be accumulated and granted in ½ day or full day increments at 

the discretion of the Chief Administrative Officer or someone delegated to act on his 

behalf.  Time off shall be granted within sixty days from when the overtime was 

incurred and shall not be for more than three days at one time. 

An employee in a classification eligible for overtime may under extraordinary 

circumstances apply to the Chief Administrative Officer to take compensation for 

overtime at the employee's hourly rate rather than time off.  The Chief Administrative 

Officer shall have discretionary authority of approval. 
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5. RESPONSIBILITIES 

The employee obtains approval for overtime from his or her supervisor prior to the 

performance of that service, completes and signs a statement indicating the date on 

which the overtime was worked, the reason for it and the amount of time involved, 

and forwards this together with a request for time off or payment, as may be 

applicable, to the supervisor. 

The Supervisor has discretionary authority to give prior approval to the performance 

of overtime service and subsequently approves time off or payment for the overtime 

worked pursuant to this policy. 

 

Municipal Clerk’s Annotation for Official Policy Book 

I certify that this policy was adopted by Municipal Council as indicated below: 

Seven (7) Day Notice ...................................................................................................  May 14, 2019 

Council Approval  .......................................................................................................  May 21, 2019 

 

Carolyn Young                                                         May 21, 2019 

Municipal Clerk  Date 

At Annapolis Royal Nova Scotia 

 
May 21, 2019 

Amended by: 

 Changed the title of the policy from “Overtime Pay Policy” to “Overtime Policy;” 

 Under APPLICATION deleted “This policy applies to employees in the Administration, Social 

Services, Recreation and Public Works Departments.” and replace with “This policy shall apply 

to all non-unionized employees of the County of Annapolis.”; 

 Under AUTHORITY updated to “Section 30, Municipal Government Act as amended;” 

 Under POLICY deleted “department heads and;” 

 Under GUIDELINES deleted second heading “Administration, Social Services and Recreation;” 

 Deleted section entitled “Public Works;” 

 Under RESPONSIBILITIES, in first paragraph deleted the words “department head or unit;” 

 Under RESPONSIBILITIES, in second paragraph deleted the words “Department Head or;” 

 Under RESPONSIBILITIES, deleted paragraphs three and four. 
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1. APPLICATION 

This policy applies to all employees of the Municipality of the County of Annapolis. 

2. AUTHORITY 

Sections 65A, 65B, 65C and 65D, Municipal Government Act, as amended 

3. PURPOSE 

The County of Annapolis wishes to promote an environment which recognizes the importance 
of staff training and professional development for all employees. This development, including 
both formal and informal learning opportunities, should be ongoing for the duration of 
employment with the Municipality. 

4. DEFINITIONS 

In this Policy words and phrases have the same meaning as in the Municipal Government Act 
or as provided below: 

(1) Council - means the Council for the Municipality of the County of Annapolis; 

(2) Employee – means any employee of the Municipality of the County of Annapolis; 

(3) Municipality - means the Municipality of the County of Annapolis; 

(4) Training – includes courses, seminars, workshops and conferences. 

5. OBJECTIVES 

(1) The objectives of this policy are to: 

(a) ensure continuous growth in the skills and abilities of Municipal employees so that 
employees are capable of initiating and utilizing the most appropriate best practices 
and techniques to improve corporate productivity, efficiency and effectiveness; 

(b) provide a consistent and equitable method of meeting the training, development, 
and professional needs of employees in accordance with current and anticipated 
Municipal requirements.  

6. RESPONSIBILITIES 

(1) The Council will:  

(a) approve the Employee Training and Development Policy; 

(b) determine the preferred or required qualifications for the CAO's position. 

(2) The Management Committee will review and recommend changes to the Employee 
Training and Development Policy for adoption by Council. 
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(3) The Director of Human Resources will: 

(a) ensure that proper records are established and kept up to date with respect to 
participation in training / education activities; 

(b) monitor the effectiveness of training, education, and professional development  
programs and make recommendations for consideration by the Management 
Committee; 

(c) administer the budget for any cross-organizational training initiatives undertaken 
by the Municipality; 

(d) assist Directors in the development and implementation of a planned approach 
to their departmental training activities. 

(4) Directors will: 

(a) ensure that the training is linked to Council's strategic plans and directives, core 
and service group business competencies, succession planning needs, and 
performance development plans; 

(b) ensure that employees who participate in training or educational related 
programs which will benefit the Municipality;  

(c) ensure that employees are provided with appropriate recognition for training 
undertaken and completed. 

(5) Managers will: 

(a) be responsible for ensuring the procedures established by this policies and / or 
standard operational procedures are followed; 

(b) plan for sufficient funds to be included in the budget so as to ensure that 
Municipal employees within their respective departments can take advantage of 
various training opportunities which will benefit the Municipal organization; 

(c) ensure that programs provide employees with the necessary skills to meet 
current and future job demands and schedule training for any deficiencies noted; 

(d) assist the Directors in monitoring the effectiveness of the training, education, and 
professional development programs; 

(e) ensure that all courses of training and professional development taken are 
recorded on the appropriate employees' personnel files; 

(f) emphasize the need for the ongoing development of staff and ensure that staff 
development is undertaken in a planned and comprehensive fashion; 

(g) ensure that employees in their departments are made aware of training and 
development opportunities; 

(h) create a positive environment that promotes training and development of the 
employees. 

(6) Employees will: 

(a) make productive use of the staff training and development opportunities available; 
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(b) take personal responsibility and initiative for their professional development in order 
to maximize their contributions to present and future job assignments; 

(c) as appropriate or required, complete an evaluation  report  on  any  training / 
development  activity  and forward it to the department head; 

(d) bring to the attention of their manager their long-term career training and 
development interests. 

7. PROCEDURES 

(1) Employees must receive prior approval in writing from their manager / director to 
participate in training and development courses where funding by the Municipality and / 
or where time off from the workplace is required. 

(2) Decisions as to whether training should be provided should be based on 
considerations such as the following: 

(a) a thorough and realistic assessment of the requirements for training; 
(b) an analysis of expected costs and benefits, including the possible consequences of 

not providing the training; 
(c) the cost effectiveness of training as a solution by comparison with other options; 
(d) identification of municipal and individual needs; 
(e) whether candidates possess the necessary prerequisites. 

(3) When considering training and development that involves a long-term course of study that 
will result in the employee obtaining a degree, license or credential, two factors must be 
considered: 

- What is the gap, if any, between the employee education and training and the 
minimum required for the position; and 

- an assessment of the need and the eventual benefit to the municipality of 
upgrading the employee through the proposed training and development. 

(5) It is recognized that courses leading to professional designations, Bachelor Degrees, 
Master’s Degree or other similar designations are expensive and while they should 
enhance our employee performance, the measurement of such improvement may be 
difficult to quantify. As such, approval for these courses of study must be approved in 
advance by the CAO in consultation with Service Group Director and Director of Human 
Resource. Particular attention should be paid to the anticipated benefit to the municipality 
and budget limitations. 

(6) It is also recognized that a lengthy work record demonstrating superior performance and 
good decisions should be considered equivalent to a degree or professional designation. 
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(7) On an annual basis, each Director should evaluate their staff complement and determine 
the staff strengths and weaknesses for their departments and develop a plan to address 
current and future staff requirements. It should be determined if the requirements can be 
met through staff development or if it will be necessary to hire from outside of the 
organization. If it is determined that existing staff are suitable and are interested in 
development, then consideration should be given to the type of training required. 

(8) Consideration should be given to both internal and external training opportunities. 
Internal training could include, but is not limited to, on the job training and course 
development by County staff. 

(9) The overall cost of training will be determined by budget as approved by Council. If the 
requests for funding exceed the overall budget, then the CAO will determine the priorities 
and determine which amounts will be funded. 

(10) When an employee commences a long-term training program such as a Bachelor's 
Degree or a Masters' program, funding or cost sharing will be offered for no longer than 
twelve months at a time. An annual review will be required for further funding or cost 
sharing. The annual review will take into consideration the employee's progress in the 
program, the continued expected value to the County, current budget demands and other 
urgent priorities. 

(11) Approval for tuition funding must be received prior to registration and commencement of 
the course. 

(12) An employee who fails to complete OR attain a passing grade in a course that has been 
previously funded by the Municipality will be granted twelve (12) months to complete the 
course at their own expense. If the employee fails to successfully complete the course 
at that time, the employee will be required to refund the total cost of tuition via payroll 
deduction. 

(13) Based upon the determination of the CAO, where proposed training activities are based 
primarily on an employee's request and there is no requirement for the training, financial 
support will not be provided. In such cases, the employee may wish to request leave 
without pay. 

(14) Educational leave and assistance is not a reward for service or a benefit to which every 
employee is automatically entitled. 

(15) If leave and/or financial assistance is granted, the amount(s) will be specified and will be 
based upon management's assessment of the relative costs and benefits to the individual 
and the organization. The amount may range from unpaid leave and no cost sharing of 
expenses to fully paid leave and full cost sharing of expenses. 
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 (16) Granting of educational leave and assistance to any employee is at the 
discretion of the Municipality. The fact that an individual may comply with the 
eligibility requirements and qualify for the program does not mean that any 
leave or assistance will be granted to any given employee at any given time 
and the Municipality reserves the right to use its absolute discretion in 
awarding such leave. 

(17) Based upon the decision of the employee’s service group director, 
enrollment, registration and course fees may be paid in advance by the 
Municipality or reimbursed subject to providing receipts for all expenses 
incurred and upon proof of successful completion of the course (if applicable). 

(18) Travel, meals, accommodation, and other miscellaneous related costs for 
courses, workshops, seminars and conferences will be reimbursed at 100% 
in accordance with the County’s applicable travel policies. 

(19) Employees will be required to sign a Return of Service Agreement Form 
Agreement, when financial assistance including travel expenses in excess of 
$1,499.00 is provided by the Municipality. Return of Service will be as follows: 

 12 months financial assistance provided of $1,499+ 

 18 months financial assistance provided of $2,999+ 

 24 months financial assistance provided of $4,999+ 

(20) A Return of Service Commitment will not be required for mandatory training 
(training employees require to fulfill their daily job). 

8. REPEAL 

(1) AM-2.5.2 Education Leave & Assistance Policy (1995) is hereby repealed upon 
coming into force of this policy. 
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1. APPLICATION 

1.1  This policy applies for both existing and new non-unionized positions in the 

organizational structure and to all managers and supervisors having responsibility / a 

role in regard to recruiting and selecting personnel to fill a non-unionized vacancy in 

the Municipality of the County of Annapolis (hereafter referred to as “the County”). 

2. AUTHORITY 

2.1  Sections 31, 32, 46, 48 and 65 Municipal Government Act 

3. DEFINITIONS 

3.1 Employee – For the purposes of this policy, an employee is any person who has agreed 

to perform specified services for the County in exchange for compensation. 

3.2 Temporary Employee – For the purposes of this policy, a Temporary Employee is 

any person who has agreed to perform specified services for the Municipality in a 

Temporary Position in exchange for compensation. 

3.3 Temporary Position – A temporary position is any employment position which is 

offered for a limited time period of one year or less. A temporary position is not a 

permanent employment position. Once the limited time period for a temporary position 

comes to an end, that temporary position will cease to exist. 

3.4 Councillor – A member of Municipal Council. 

3.5 Relative – A relative includes any person who is a spouse, child, grandchild, sibling, 

parent, grandparent, or fiancée of an employee or councillor.  This definition shall 

also include a person with whom an employee or councillor resides, or a relative (as 

above) of a person with whom an employee or councillor resides. 

3.6 Conflict of Interest - Any situation in which an employee or councillor, either for 

himself / herself or some other person(s), attempts to promote a private or personal 

interest which results in the following: 

a) An interference with the objective exercise of his or her duties; 

b) A gain or advantage by virtue of his or her position. 

3.7 Vacancy – A vacancy occurs when a new position is created or a staff person resigns 

from a position which the CAO determines will need to be filled. 

4. POLICY INTENT 

4.1 To ensure a process that is transparent, consistent and complies with all legislative 

requirements.  

5. SPECIFIC REQUIREMENTS 

Public Competition for Vacancies 

 5.1 An open, publicly-advertised employment competition is a mandatory part of the 

selection process. 
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5.2 Notwithstanding the foregoing, when Municipal Council has approved a substantial 

administrative restructuring, the Chief Administrative Officer may re-assign, 

transfer, second, or promote current employees to new or re-developed positions 

(temporary or permanent). 

 5.3 When a vacancy occurs or a new position is created, the County shall post notice of 

the position on all bulletin boards for a minimum of one week. 

Executive Search and Placement Consultants 

 5.4 The municipality recognizes that it may be necessary to rely on the services of outside 

management consultants to assist in the identification and referral of candidates for 

certain positions.  Outside consultants may be retained by the municipality for: 

a) senior managerial positions, including the Chief Administrative Officer, where it 

has been determined that a consultant may be better able to attract well-qualified 

candidates; 

b) professional or specialized technical positions where it has been determined that 

suitably qualified candidates with specialized skills cannot be attracted by more 

conventional and traditional approaches to recruitment. 

5.5 Use of consultants will be subject to review and approval of the Chief Administrative 

Officer. 

5.6 If recruiting is for the position of Chief Administrative Officer, Municipal Council with 

the support and advice of the Director of Human Resources, will be responsible for the 

selection and retention of outside consultants for the selection process. The consultant 

may be hired to conduct the recruitment, short list and pre-interview process and to 

make appropriate recommendations. 

5.7 Municipal Council will conduct final interviews for the position of Chief 

Administrative Officer.  Any offer of employment shall be provided in writing and 

approved by the Municipal Council. 

Hiring of Relatives 

5.8 Relatives may be employed only where: 

a) they will not be working directly for or supervising a relative; and 

b) there are no other circumstances which might lead to potential conflict among the 

parties or conflict between the interests of one or both parties and the best interests 

of the municipality. 

5.9 Employees shall not be transferred into a reporting relationship described in the 
paragraphs above.  Exceptions will be made for situations which were in effect at the 
time of initial issuance of this policy. 
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5.10 An employee or councillor who is related to a candidate for employment must declare 
an interest and shall not be involved in any aspect of the recruiting process so as to 
avoid any conflicts of interest or allegations of preferential treatment. 

5.11 In circumstances where a conflict of interest or potential for conflict arises, even if 

there is no supervisory or familial relationship involved, the parties may be separated 

by reassignment, if possible, at the sole discretion of the CAO. 

Interview Process  

5.12 Interview panel members are required to disqualify themselves as participants in the 

selection process when: 

a) their objectivity would be compromised, or is likely to be perceived to be 

compromised; 

b) a candidate is a relative of the employee. 

5.13 Any misrepresentations, falsifications, or material omissions in any data requested 

on the Employment Application or data requested during the hiring documentation 

process shall result in the exclusion of the individual from further consideration for 

employment or, if the person has been hired, termination of employment for cause, 

without notice or compensation in lieu of notice.  This includes agreeing to and 

providing information necessary to complete a current criminal background check 

which shall be mandatory for all new employees.  Additionally, any employee 

working with children shall be required to provide a current child abuse registry 

check. 

5.14 The County checks the employment references of all final candidates for 

employment.  Offers of employment are contingent upon obtaining satisfactory 

reference checks.  In order to protect an applicant's privacy and so as not to jeopardize 

his or her current employment, reference checks with a candidate’s current employer 

are not made unless the candidate’s permission is obtained. 

5.15 Employees whose work requires operation of a motor vehicle must present and 

maintain a valid driver's license and a driving record acceptable to the County’s 

insurer. 

Temporary Positions 

5.16 The Municipality, under the discretion and authority of the CAO, may create 

temporary positions and hire temporary employees. Temporary positions are to be 

used for a specific need or purpose of the Municipality and must have a pre-

determined end date. Temporary positions shall not exceed twelve (12) months in 

length. 

5.17  The creation of a temporary position or the hiring of a temporary employee are 
exempt from subsections 5.1 and 5.3. 
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6. RESPONSIBILITIES 

6.1 Chief Administrative Officer - In accordance with the Municipal Government Act, the 

CAO is the head of the administrative branch and is responsible to the council for the 

proper administration of the affairs of the municipality in accordance with the County’s 

by-laws and policies.  He / she has the authority to appoint, suspend and remove all 

employees of the municipality, with power to further delegate this authority.  It is the 

function of the Chief Administrative Officer to maintain order, discipline and 

efficiency, and to hire, promote, transfer, classify and reclassify employees.  This 

includes the right to discipline, suspend, lay-off, demote, or discharge any employee.  

Further, the Chief Administrative Officer has the authority to adopt a system of 

classification and to determine salaries and wages for municipal officers and 

employees. 

Director of Human Resources – The Director of Human Resources must review and 
approve / initial all job descriptions, hiring plans, and offers of employment prior to 
being given to the Chief Administrative Officer for final approval. 

6.2 Other staff responsibilities are in accordance with Standard Operating Procedures as 
approved by the Chief Administrative Officer. 

 

 

 

 

 

 

 

 

 

 
Effective 96/06/18, Amended 97/05/20 Amended 2009/03/17 

97/05/20 Amendment - Section 6.6 added, former Section 6.6 renumbered as 6.7 and Section 2 updated 

09/03/17 Amendment to unify hiring processes for both new and vacant positions, all positions will be open to 

public competition 

Repealed and Replaced 2012/08/21 

2014/12/16 Amended to add the following section: 

Notwithstanding the foregoing, when Municipal Council has approved a substantial administrative restructuring, the 

Chief Administrative Officer may re-assign, transfer, second, or promote current employees to new or re-developed 

positions (temporary or permanent). 

2015/05/19 Amended to add the word “non-unionized” in Sub-section 1.1 

2017/05/16 Amended as follows: 

Added Sub-sections 3.2 and 3.3 (Re-numbered subsequent sections accordingly); 

Added Sub-sections 5.16 and 5.17. 

2020/11/17 Amended as follows: 

Deleted Sub-sections 5.8 b) and c) 

“b) they will not be working directly above or for the relative's immediate superior; and 

c) they will not be working directly for the relative's immediate subordinate; and” 

Added header before Sub-section 5.12 “Interview Process” 
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