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Good Afternoon,

I am writing to you with regard to the vacation policies of the company. Kindly note that the vacation policies have changed effective 1st December 2017. Take note of the following

First notices to take a given vacation shall be presented to the supervisor in charge a week before the vacation. This will be in order to give the company time to get temporal help in order to ensure that while on the vacation the operations of the company continue as normal.

Each full-time employee is entitled 20 days of vacation per year and this can only apply to 4 months of working with the company for new employees.  Part-time employees, on the other hand, will have 10 days of vacation in a year. 

Vacation days will only be accrued over two years. This means after 3 years, the maximum number of days one will take for vacation will be 42days, less off days. If an employee will not have gone on vacation for more than two years, their vacation days will be maintained for 42 days.

The vacations shall be paid. An extension of the vacation period shall, however, attract a reduction of the salary in the amount equivalent to a day’s salary for each of the day.

Members of the same department shall not take a vacation at the same time. This will enable keep the company running. In a scenario where two employees have applied for vacation from the same department at the same time, their supervisor will be in charge to choose which one to approve and which one to carry forward.

Please cooperate with the new policy.

Kind regards,
