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(ENTER date)
(ENTER Employee Name)





Delivered by hand
(ENTER Employee Title)
(ENTER Employee Department)
Dear (ENTER Employee Name):

RE: Substitute Day for Working on a Public Holiday

This letter will confirm our recent discussions and agreement that you will work on (ENTER Public holiday date), (ENTER name of public holiday) which is a designated public holiday as per the Employment Standards Act, 2000.

Further to our discussion, we have agreed that you will be able to take off another working day as a substitute, and for this substitute day you shall be paid public holiday pay. The substitute day shall be (ENTER date)
. 

Thank you for your continued dedication and contributions to Lakehead University.

Sincerely,

(ENTER Supervisor Name)
(ENTER Supervisor Title)
(ENTER Supervisor Department)
Cc: 
HR File

�This date should be within 3 months from the holiday date. It can be longer with agreement, however not longer than 12 months.
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