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HR POLICIES
POLICY 1.0:  RECRUITMENT AND HIRING
POLICY

Schoolhouse Playcare Centres of Durham ensures the recruitment, assessment  and selection processes are equitable and consistent with respect to hiring qualified individuals for all positions within the organization.

1.1
RECRUITMENT

If there are vacant positions within the organization, they will be advertised using internal and external job postings to fill the positions. Job postings will be created using existing job descriptions where possible.

Internal job postings will identify the position to be filled, the qualifications required, the location of the position, any relevant dates related to the job posting including the date the job posting is first posted and the closing date, the application process and other information that may be needed to fulfill the recruitment process. Internal job postings will be distributed to each location within the organization.

External job postings will be used to recruit new staff for the organization if vacant positions exist.  External job postings may appear in newspapers, college bulletins and other advertising.

1.2
DEFINITION OF EMPLOYEE

There are different categories of employees within the organization which are defined as follows:

· Full Time describes an employee who regularly works a full shift of eight (8) hours per day.

· Part Time describes an employee who works less than a full shift of eight (8) hours per day.

· Permanent describes an employee who has been hired for an indeterminate amount of time.  A permanent employee may be either full-time or part-time.

· Contract describes an employee who has been hired for a specific time period.  A contract employee may be either full-time or part-time.

· Occasional describes an employee who is hired on an on-call basis, with no commitment to ongoing, continuous employment. 

· Twelve (12) month employee describes an employee who is scheduled to work for the full year (12 months), not including the employee’s vacation time.
· Ten (10) month employee describes an employee whose work schedule is consistent with the school calendar (10 months), but is not guaranteed work during school breaks (i.e. December Break, March Break, Summer Break), although work may be available during these times.

1.3 HIRING FAMILY MEMBERS OF STAFF

__________will hire family members of staff if that person meets the necessary qualifications and criteria for the position and has followed the same application procedures as other candidates.  However, in recognition of any possible conflict of interest, the selection and interview process of that candidate will not be conducted by the employee to whom the candidate is related.  

1.4
SELECTION PROCESS

The selection process to fill a vacant position involves the following steps:

· reviewing and screening résumés based on the criteria listed in the job posting

· identifying suitable candidates to be interviewed

· conducting the interview

· assessing candidates according to the criteria of the job posting, job description and fit within the organization

· short listing potential candidates

· conducting reference checks, and 

· selecting the most suitable candidate.

The selection process will involve an interview team that will consist of at least one (1) management staff member. If there is a vacant management position, the interview team will include the Executive Director or their designate.

Members of the interview team will rate all responses given by the candidate during the interview. Notes taken during the interview shall accurately reflect the actual responses made by the candidate. They should not be an interpretation of the candidate’s intended meaning. All interview materials will be retained at Head Office for one (1) year following an interview. 

Reference checks will be conducted as part of the interview process and are an integral part of the selection process.

If the selection process identifies more than one (1) qualified candidate for the position and their qualifications are considered relatively equal, preference for filling the position will be given to existing permanent staff over contract or supply staff.

1.5
INTERVIEW BRIEFING
Upon request, all candidates interviewed for the position are entitled to a briefing by a member of the interview team regarding their performance during the interview. The briefing will review the candidate’s strengths and weaknesses related to the position for which s/he interviewed.
1.6 GRIEVING THE INTERVIEW PROCESS

A candidate wishing to grieve the interview process should submit a letter identifying their concerns to a member of the selection team. This grievance should be submitted within thirty (30) days of the position being filled. A copy must also be given to the Executive Director. If the matter is not satisfactorily resolved, the candidate can submit a formal grievance to the Executive Director according to Step 3 of the Grievance Policy.

1.7
INTERNAL TRANSFERS

1.7.1
 Request for Transfer

An employee may request to transfer to another position and/or __________at any time. 

Internal transfers can depend on a number of factors:

· Vacancies within the organization

· Qualifications and experience of the applicant

· The circumstances leading up to the transfer request

· Disruption to programs and other considerations that may affect daily operations.

To be considered for a transfer, the employee must submit a Request for Transfer Form to Head Office. After the request is reviewed, the employee will be notified as to whether the transfer will be approved. If the transfer is approved, the employee will be notified of the date when the transfer will take effect. 

By submitting a Request for Transfer Form, the employee is not guaranteed a transfer. However, the transfer request will serve as notification that the employee wants to work in a different location or position.

If the transfer is not granted, the employee is encouraged to apply to job postings that satisfy the employee’s need to work in a different location or position. If the employee’s résumé meets the qualifying criteria outlined in the job posting, s/he will be interviewed. As the interview process will involve interviewing a number of candidates, the employee may not necessarily be the successful candidate.

1.7.2
Assigned Transfer

All employees are employed by the organization, Schoolhouse Playcare Centres of Durham. They are not employed by the individual centre where they work.

The Executive Director can transfer employees to other locations within the organization. Transfers are sometimes needed to meet the overall needs of the organization.

Transfers may be for a single day (or portion thereof), for a short-term temporary basis, or for a long-term permanent basis.  Advance notice will be given where possible when transfers are being made. Although assigned transfers may not be refused, the organization will make every effort to accommodate the employee’s needs. If a centre closes or downsizes, employees will be placed at alternate locations based on seniority.

1.8 
VOLUNTEERS

Volunteers are important to the organization. They may include students who need to complete community volunteer hours, students seeking to gain practical experience in a child care setting, or others interested in volunteering in their community.  __________works with community colleges, universities, Boards of Education and other community agencies in the placement of volunteers.  

All volunteers must be at least fifteen (15) years of age to be considered for a volunteer position.

Volunteers must go through an interview process with management staff. The skills and experience of the volunteer candidate will be evaluated during the interview process. After the interview, the interview team will determine if the candidate should be accepted as a volunteer and which location s/he will be assigned.

Volunteers will be provided with all the information needed to fully carry out their duties. They will need to complete or obtain certain documents as outlined in Section 2 of this manual. For example, if they are over the age of eighteen (18), they must undergo a Police Background Check including a Vulnerable Sector Screening.  
POLICY 2.0:  TERMS AND CONDITIONS OF EMPLOYMENT
2.1
COMMITMENT TO MISSION, VISION AND VALUES

All employees, students and volunteers of the organization must demonstrate an understanding and support of the organization’s Mission, Vision and Values which are as follows:

Our Mission: 

__________is committed to enhancing the quality of life for children and their families.

Our Vision:

We will be a building block to strong, diverse communities.

Our Values:

We believe in:

· Providing challenging and rewarding experiences in an environment that supports each child’s unique needs and strengths.

· Ensuring a safe, secure and nurturing environment.

· Educated, well-trained staff and supporting ongoing career development.
We also believe that:

· We are partners with parents in their children’s care.

· Children and their families should be treated with respect.

· Positive reinforcement and encouragement help children develop self-esteem, pride, respect and an understanding of both themselves and others.

2.2
JOB REQUIREMENTS

2.2.1
Police Background Check

As a condition of employment, __________requires all successful candidates to obtain a Police Background Check with Vulnerable Sector Screening. This requirement must be met for candidates of all positions, including occasional and part-time positions. Volunteers over the age of eighteen (18) must also meet this requirement. 

It is the responsibility of the candidate to incur all costs related to obtaining a Police Background Check. 

In its employment practices, __________does not discriminate against individuals who have been convicted of criminal offenses, unless specific exemptions apply as outlined in the Ontario Human Rights Code. A positive criminal record does not necessarily disqualify a person from being hired for a position within the organization.

All information will be maintained in personnel files, both in the centre and at Head Office and kept in strictest confidence unless written Consent to Disclosure is given by the employee.

Procedures:

The Supervisor must ensure that the following procedures are followed with respect to the Police Background Check:

Employees and Volunteers (over the age of eighteen (18)

· Police Background Checks are due before starting employment and every five (5) years thereafter.

· Police Background  Checks must include the Vulnerable Sector Screening

· Police Background Checks must be dated within six (6) months of the date of hire.

· Employees will be required to sign an Offence Declaration Form each year confirming that there have been no changes to their criminal record.

· For interruption of work situations (eg: leave of absence, returning summer students), the employee’s original Police Background Check is valid as long as it was issued within a five (5) year period, and an Offence Declaration form is signed by the employee upon her/his return to work.

· Police Background Checks for supply staff will also be valid for five (5) years, however an Offence Declaration form must be signed yearly in September in order to remain active on the supply list.  Failure to sign the declaration form will result in removal from the supply list.

E.C.E. Students

· Police Background Checks are due prior to all placements and observations.

· Police Background Checks must include the Vulnerable Sector Screening.

· Police Background Checks must be done within three (3) months of the start of the placement.

· Police Background Checks must be dated within six (6) months of the date of hire.

· A Police Background Check is valid for the duration of the course to a maximum of two (2) years, including any employment with the organization during that period.

· If the student’s involvement with the organization is interrupted (for example, the student is placed with another organization), the student must sign an Offence Declaration Form confirming that are no changes to the Police Background Check.

Under extenuating circumstances (e.g. significant delays related to the police department processing the documentation), it will be at the discretion of the Executive Director to accept an Offence Declaration Form, accompanied by a receipt that the Police Background Check has been completed, as temporary documentation until the final Police Background Check is completed.

2.2.2
Medical Requirements

When starting employment, each employee or volunteer must complete an Employee Health Assessment Form and will need to provide a personal record of immunization and tuberculin skin test. 

At minimum, immunization must include the DPTP vaccine, which must be updated every ten (10) years and a two-step TB skin test (or a clear chest X-Ray) upon being hired. Although tuberculin skin testing is not required on a routine basis, testing may be necessary if an active case of tuberculosis is identified in the child care centre.

Immunization must be kept current. If employees are required to have new vaccinations, the immunization information must be updated and submitted to their Supervisor so that personnel records are updated accordingly. 

2.2.3
Oath of Confidentiality

Each employee, student and volunteer must sign an Oath of Confidentiality and abide to it at all times.  

Matters of a confidential nature are not to be discussed outside of the workplace.  Employees should refrain from any such discussions with anyone unless a Consent to Disclosure has been signed by the parent or guardian authorizing discussions to be held about their child with other individuals and/or agencies as appropriate.  

Discussing matters of a confidential nature regarding other employees are strictly prohibited unless such discussions are necessary to manage human resources matters within the organization. Such discussions include any online communication such as personal emails, Facebook, My Space, Twitter, etc.  Gossip among staff is strongly discouraged and should be avoided by all employees.  

Breaches of the Oath of Confidentiality may result in disciplinary action and/or loss of employment.


2.2.4
Proof of Qualifications

For positions requiring a specific degree, diploma, or certificate (e.g. E.C.E. Diploma), the employee must provide the original document that shows s/he has obtained the qualification.  A copy of the original degree, diploma or certificate will be placed in the employee’s personnel file and the original document will be returned to the employee.  Newly hired employees will not be eligible to start work until the original qualification document has been provided. 

2.2.5
College of Early Childhood Educators

In order to be a practicing Early Childhood Educator (E.C.E.) in the Province of Ontario, all E.C.E.’s must be registered members of the College of Early Childhood Educators.  

An E.C.E. must maintain current membership while using the designation of Early Childhood Educator (E.C.E.) and/or while working within the scope of the Early Childhood Education profession.  Regardless of the position held within the organization, all employees with E.C.E. qualifications are required to maintain 

current membership with the College of Early Childhood Educators.  Failure to comply with this requirement will result in termination. 

The employee is responsible for all costs associated with obtaining and renewing membership with the College.

2.3
EMPLOYEE ORIENTATION

All new employees, students and volunteers will receive an orientation to the centre and the organization when starting employment.  

Orientation will include a review of Human Resources policies and procedures and other information. For more details, refer to the organization’s Orientation Manual.

New employees, students and volunteers are responsible for ensuring that they understand and will adhere to all of the policies, procedures and items received at the time of orientation. They must seek clarification and guidance as necessary to perform their job duties effectively.

New employees, students and volunteers must sign a form indicating they have read, understood and will follow all applicable policies related to their employment with the organization.  

2.4 
PROBATION

A six (6) month probationary period for new employees will determine the suitability of the person to the position.  

New employees will meet with their Supervisor on a regular basis to discuss their progress during the probationary period.  The Supervisor will advise the Programme Director about the employee’s performance during this time in order to determine the employee’s suitability for the position.  

In the case of the Supervisor, the Executive Director and the Programme Director will review and appraise performance during the first six (6) months of employment.  

In the case of Head Office staff, the Executive Director will review and appraise performance during the probationary period and regularly thereafter.  

All probation matters will be discussed with the employee. Any changes or decisions that affect an employee’s probation will be confirmed in writing to the employee.

At the end of the six (6) month period, a formal written appraisal will be conducted by the employee’s direct Supervisor using the Completion of Probation Form.  A recommendation to either maintain or terminate the employee’s employment will be 

forwarded to the Executive Director after which the employee will receive written confirmation of employment or termination.

2.5  
WORKING DAY

In accordance with the Employment Standards Act, __________grants a minimum thirty (30) minute unpaid break to all employees who work six (6) continuous hours or more.

2.5.1
Regular Hours

The standard full-time shift is eight (8) hours per day with a one (1) hour unpaid break.  Shifts may vary within the operating hours of the centre and will be assigned by the Supervisor as necessary to meet the ratios required by the provincial licensing authorities.  

Shifts are not limited to straight hours. They may include ‘split shifts’ in which the shift is divided into a morning and an afternoon portion.  Part-time shifts will also be used to meet ratios while maintaining financial and operating objectives.

2.5.2
Meetings

All employees are required to attend staff meetings, parent interviews and evening workshops as determined by their Supervisor.  Attendance at these meetings is considered a part of the employee’s paid position and no additional overtime or lieu time will be granted.

2.5.3 Staff Development and Training

__________strongly advocates employee growth and development through continuous, lifelong learning which also supports the evolving needs of the organization. 

It is expected that all staff participate in internal and external professional development opportunities that will enhance their skills in developing and administering quality programmes for children. 

All employees are required to participate in all mandatory training established by the organization. Mandatory training includes, but is not limited to:

· CPR/First Aid – every two (2) years; and

· Any networking sessions provided to groups such as infant staff, toddler staff, preschool staff, school-age staff, dietary managers, Supervisors, etc.

All permanent employees must participate in a minimum of eight (8) hours of additional training per year. The employee is responsible for finding relevant training opportunities over the calendar year that will enhance their skills and meet specific goals as established through the performance appraisal process. The employee’s Supervisor can assist with identifying suitable training opportunities.

Online training, committee involvement and other forms of professional development will be considered for this training requirement. Examples of professional development opportunities include, but are not limited to:

· Durham Region Child Care Forum workshops or conferences

· Other child care organizations’ training sessions (e.g. AECEO, Hincks-Dellcrest)

· Community college courses related to E.C.E., and

· Job shadowing or visits to other programmes as approved by the Supervisor

If the employee identifies a relevant training opportunity which s/he would like to pursue, s/he must inform their immediate Supervisor. Professional training opportunities must be approved by the employee’s Supervisor and/or Executive Director to ensure they are meeting the employee’s specific training goals.

Supervisors must record each staff member’s professional development activities, using the Record of Staff Professional Development Form. This form must be submitted to the Executive Director annually in June.  Programme Directors must record the professional development activities of the Supervisors. The Executive Director must record the professional development activities of all Head Office staff.

If mandatory training or the additional eight (8) hours of training are taken during non-work hours, lieu time or overtime will not be granted as this is a job related requirement.

Reimbursement Criteria

In an effort to support the employee’s individual growth and the organization’s need for knowledgeable and competent staff, __________will reimburse up to 100% of training costs, which will be dependent upon the type of training and the organization’s financial capacity to supplement such training.  Each request will be reviewed and approved based these variables and using the following guidelines:

	Type of Training
	Reimbursement
	Conditions

	Workshops (e.g. DRCCF)

< $40.00
	100%
	None

	Full day workshops, conferences, training, etc.

$40.00 - $200.00
	100%
	Reimbursement will be conditional upon the employee’s ongoing employment with __________for six (6) months following the date of the workshop

	Ongoing educational courses

$200.00 - $500.00

2 courses and fewer
	50%
	Reimbursement will be conditional upon the employee’s ongoing employment with __________for twelve (12) months following the date of the workshop

	Ongoing educational courses

$200.00 - $500.00

3 – 6 courses
	50%
	Reimbursement will be conditional upon the employee’s ongoing employment with __________for twenty-four (24) months following the date of the workshop

	All other training requests
	At the discretion of the Executive Director


2.5.4
Overtime/Lieu Time

If an employee is required to work overtime hours, the extra time worked will be reimbursed to the employee based on his/her regular rate of pay to a maximum of 44 hours per week.  

There may also be times when employees are required to participate in work-related activities such as some mandatory training, for which lieu time will be received.  When lieu time is granted to an employee, it will be authorized and tracked by the Supervisor, with an expectation that it be used within a six month period following the date that it was earned.  

In recognition of the ongoing and anticipated inconsistencies in the workloads of management and head office staff, a pre-determined number of lieu days will be granted to the following positions:

Executive Director and Programme Director:

The Executive Director and Programme Director positions are granted twelve (12) lieu days per school year (September-August).

Supervisors:

The Supervisor positions are granted eight (8) lieu days per school year (September-August).  No more than two (2) days can be taken during the months of July and August, with the remaining six (6) days are to be taken any time between September and June.  

Administrative Assistant:

The Administrative Assistant is granted six (6) days per school year (September-August).

Lieu days are not cumulative. They must be used within the school year (September-August) in which they are accumulated and cannot be carried forward.  All use of lieu time must be approved, in advance by the employee’s immediate Supervisor using the Request For Time Off Form.

2.6
PUNCTUALITY AND ATTENDANCE

Employees are expected to arrive at work on time each day. They must ensure planned absences (e.g. use of lieu time, vacation) are approved by their immediate Supervisor prior to the absence.

Employees’ punctuality and attendance will be monitored by their immediate Supervisor and employees will be advised if there are concerns and/or if improvement is required.  

Consistent lateness without permission or good cause is not permitted. Unauthorized or excessive absence from work is also not permitted. These situations are contraventions of the organizations’ Human Resources Policy   Manual and will be subject to disciplinary action.

2.7
CODE OF CONDUCT 

2.7.1
Adherence to Policies
All employees are required to follow the policies and procedures of __________as outlined in the manuals.  

All employees are also required to adhere to the guidelines and practices of the Durham District School Board pertaining to the school or building in which the centre or office is located.  Some examples include, but are not limited to: 

· skateboarding on school property which is prohibited 

· the use of name badges which must be worn in all school buildings 

· parking limitations or restrictions which must be followed

· smoking  which is prohibited in or on Durham District School Board property

Employees are required to wear their name badges while participating in work-related activities including, working in the centre, participating in centre outings and field trips, attending meetings, etc.    

2.7.2
Use of Work Time

Personal visitors and telephone calls are acceptable as long as they do not disrupt the programme and/or the employee’s work responsibilities.  

No long distance telephone calls are permitted without permission from the Supervisor.  Approved calls must be recorded in the telephone log book and paid  by the employee. 

Personal cell phones (or other communication devices) must be turned off during an employee’s work hours unless s/he has authorization from their Supervisor or it is being used for work purposes (e.g. field trips).  

Computers in the centres are the property of __________and are not intended for personal use.  Please refer to the Internet and Email Usage Policy for additional information.  

The use of personal music devices such as iPods and/or any other equipment requiring the use of earphones is strictly prohibited during work hours.

2.7.3
Dress Code

The dress code requires that employees are to be suitably dressed to demonstrate a professional appearance, to ensure ease and safety of supervision and to reflect the spirit of the organization.  

The following guidelines apply to all employees: 

· Dietary Managers must have their hair pulled back from the face and wear a hat or hair net when preparing and serving lunch and snacks

· Aprons and disposable gloves are available for employees to wear when changing children’s soiled clothing and diapers and/or for messy activities

· Closed heel and closed toe shoes and shoes that allow the ability to move safely on uneven ground, climb equipment etc., must be worn while participating in outdoor play and field trips, and with food preparation 

· Sandals or opened heel shoes may be worn in the playrooms (not the kitchen) as long as they do not detract from the employee’s ability to safely interact and supervise the children, and

· Uniform type sweatshirts that display the __________logo and dress jeans are acceptable to wear in the programme.

The following types of clothing are considered inappropriate for the organization’s work environment:

· Abbreviated tops that expose the midriff

· Tube tops, halter tops and tops with spaghetti straps (tops must have a shoulder of approximately two (2) inches or five (5) cm or more)

· Abbreviated shorts, skirts or dresses that do not allow bending without exposing what would be viewed by others (parents, children, visitors, colleagues) as inappropriate 

· Low cut pants that expose the midriff and/or the buttocks

· Bikinis (for swimming excursions)

· Leggings and/or tight fitting exercise clothing (e.g. bicycle shorts)

· Jeans that are ripped/torn (including jeans that have rips across the buttocks/upper leg and/or the knees), and

· Exposed undergarments (e.g. pants worn below underwear)

Supervisors are responsible for monitoring the dress code and ensuring all staff are in compliance. If the Supervisor determines that the dress code has been contravened, the Supervisor may send the employee home to dress appropriately.  The employee will not be paid for the period of time that s/he is absent in order to return to the centre with the appropriate clothing.

2.8
PERFORMANCE APPRAISALS

Each employee will be appraised before the end of the probationary period and annually thereafter by their immediate Supervisor.  

The performance appraisal will provide feedback for the employee and will help ensure the best possible care for the children of Schoolhouse Playcare Centres of Durham. It will also enable the employee and their Supervisor to set goals and plan for professional development and training opportunities which will enhance the employee’s skills and growth.  

Each employee will participate in the appraisal and sign the appraisal document.  A copy will be retained in the employee’s file.  Any concerns or grievances related to the performance appraisal may be taken to the Executive Director for resolution.  

The Programme Directors and the Executive Director are jointly responsible for the appraisals of the Supervisors. The Executive Director is responsible for the 

appraisals of administrative employees and Programme Directors.  The Executive Director will be appraised by the Board of Directors in accordance with the Board’s policy pertaining to monitoring the Executive Director’s performance.

2.9
PERSONAL RECORDS

All employees have a personnel file that contains, but is not limited to the following:

· __________Employee Information Sheet

· Copy of Employment Confirmation Letter
· Oath of Confidentiality

· Record of Qualifications
· Notice with Respect to the Collection of Personal Information (Freedom of Information and Protection of Privacy Act – provincial and municipal)

· Résumé

· Copy of degree, diploma and/or other certificate (original must be verified)

· Proof of membership in the College of Early Childhood Educators

· Employee Health Assessment and any other medical documentation

· Evaluations and performance appraisals

· Copy of Police Background Check report, including Vulnerable Sector Screening (original must be verified)

· Letters pertaining to employment, personal requests, grievances etc.

· Direct deposit banking information

· Other pertinent documentation (e.g. benefits information, professional development, etc.)

If an employee is assigned to work at an alternate location on a temporary basis (e.g. summer), their original file will be transferred to the new location by either the employee or their immediate Supervisor for the duration of the work assignment. 

If an employee is transferred to an alternate location on a permanent basis, the employee will be required to complete new employee forms (e.g. Employee Information Sheet, Oath of Confidentiality, Record of Qualifications, Notice With Respect to the Collection of Personal Information, etc.).  Copies of other documents (e.g. Police Background Check, Health Assessment Form, etc.) will be made for the employee’s new file. The original employee file will be archived at the original centre. 

To assist in maintaining personnel records on site for all staff, occasional staff who work at multiple locations will be issued a portable file in which a copy of their personnel records will be maintained.  It will be the responsibility of the occasional staff member to ensure that this portable file is on site for the duration of their shift.  Failure to arrive to work with the file will result in a cancellation of the shift.  

Occasional staff are required to show the file to the Supervisor at the beginning of the shift, and are encouraged to submit their file to the Supervisor for safe-keeping until the end of the shift.    

Personnel records are available to the employee, the Supervisor, the Executive Director, the Board of Directors and the Ministry of Children and Youth Services.  Personnel records are filed with Head Office and the centre in which the employee works.

__________adheres to a Privacy Policy with respect to the collection and storage of personal information.  Please refer to the Privacy Policy for details.

2.10
GRIEVANCES

A grievance may be an individual complaint or a group complaint that specifies perceived unfair or inequitable treatment in the workplace and/or in relation to the policies and procedures of Schoolhouse Playcare Centres of Durham.
It is imperative that there is open and ongoing communication among employees and Supervisors at all times.  Fair and positive conflict resolution strategies must be used to address and resolve any conflicts.  However, if a conflict cannot be resolved between an employee and their Supervisor, the following procedures should be followed:

Step 1: Informal Complaint
If an employee has a disagreement with their Supervisor, s/he will bring their complaint to the Supervisor of the centre. For example, the disagreement may relate to unfair or inequitable treatment in the workplace as outlined in the policies and procedures of the Schoolhouse Playcare Centres of Durham.

The Supervisor and employee are expected to have a conversation together to try to resolve the issue, while ensuring the policies and procedures of __________are followed.  

If the employee determines the issue has not been resolved, or if it is not being addressed by the Supervisor, s/he may proceed to Step 2.

Step 2: Formal Complaint

The employee will describe their complaint in writing and will submit it to the Supervisor of the centre. The employee will also provide a copy to the Executive Director for information purposes. The Supervisor must provide the employee  with a written response within ten (10) working days, with a copy given by the Supervisor to the Executive Director. 

If the employee finds the response unsatisfactory, or if a response is not forthcoming within the timeframe identified, s/he may proceed to Step 3.

Step 3: Formal Appeal

The employee will describe their appeal in writing, to the Executive Director for a resolution of their grievance.  The Executive Director must respond in writing within fifteen (15) working days.  Should the employee find the response unsatisfactory, or if a response has not been forthcoming within this timeframe, s/he may proceed to Step 4.

Step 4: Appeal to the Board

The employee will describe in writing, to the Board the issues in dispute with an explanation of their position.  An Ad Hoc Committee of the Board will review the issues with the employee, the Supervisor and Executive Director, and  will then present a summary and recommendations to all Board members at the next available Board meeting date.  Resolution of the issue will be by all Board members at an in-camera session. The decision will be communicated to the employee in writing thereafter.  

Every effort will be made by the Board to issue a decision within a two (2) month timeframe. If these steps are not followed by either the employee with a grievance or 

the Supervisor, the resolution process will revert to the appropriate step before proceeding.

2.11 WORKPLACE SAFETY

__________is committed to providing a safe, healthy workplace that will promote the highest level of job satisfaction and a respectful, collegial atmosphere.  Additional details can be found in the following policies:

· Harassment Policy

· Occupational Health and Safety Policy

· Protecting Personnel from Violence in the Workplace Policy

POLICY 3.0:  WAGES, COMPENSATION AND BENEFITS
3.1 SALARIES

All employees of __________will have their salaries confirmed in writing upon confirmation of employment.  

Salaries will be based on the current salary grid as established annually during the organization’s budget process. Salaries will reflect both position and experience.  

Salaries for all employees include the base salary and any wage supplements that have been provided through other funding sources.  Wage supplements depend on funding contracts with Durham Region Children’s Services (and other funding agencies where applicable).

According to the organization’s pay equity plan, positions receiving pay equity are identified on the salary grid.  

Salaries for all employees will be based on the following criteria and considerations:

· External experience that is determined to be consistent with the job for which the employee is being hired will be credited by 50%, whereas internal experience will be credited by 100%.

· All employees will start working at Level 1 of the salary grid and will remain at Level 1 until they have completed their probationary period.  After completing their probation,  employees will then move to the grid level that reflects any previous related experience.

· Following an employee’s initial move up the salary grid upon completion of the probationary period, and if previous experience is being recognized, all grid increases will occur in February following the completion of  the budget and will stay in effect until January 31st of the following year.

· Any employee who holds a contract position will remain at Level 1 of the salary grid and will not be eligible for grid level increases until permanent employment is acquired.

· Any employee who has obtained E.C.E. qualifications and maintains a current CECE membership, but is not working in an E.C.E. position, will have their qualifications recognized by receiving remuneration for Level 1 of the E.C.E. category (instead of the category in which they are employed, for example, Assistant).This remuneration level will include the wages subsidy and Best Start wage improvement but excludes pay equity. These employees will not move up the E.C.E. grid yearly, but will remain at Level 1.

· If an employee who is E.C.E. qualified but employed in an Assistant’s position, is requested by his/her Supervisor to fill in for an absent E.C.E., he/she will receive remuneration that reflects base E.C.E. salary, including pay equity.

· Any employee who moves laterally from one position to another equal position will not receive a change in salary in the new position.

· Any employee who receives a promotion and moves to a position with a higher pay rate will have their salary changed to reflect the new position.

· A move from Site Supervisor to Supervisor is considered a lateral move (in terms of grid level placement and experience), even though the pay scale is different.  

All employees are paid on a semi-monthly pay schedule using direct bank deposit.  Pay periods and deposits are based on the following schedule:

Pay Period


Deposit To Employee’s Bank Account
1st – 15th of each month
22nd day of the month or Friday before weekend/holiday

16th – 31st of each month
7th day of the month or Friday before weekend/holiday

As required by Ontario laws, all mandatory taxes and/or garnished payments will be deducted from each pay cheque.  

The organization will not reduce any mandatory taxes for any employee, however additional taxes can be deducted if written instructions are provided by the employee. 

With written authorization using the Direct Deposit Adjustment form, employees may also have their pay cheques deposited into two separate accounts. This practice will be implemented on an ongoing, consistent basis, and will only be amended or cancelled with five days advance written notification.  

Each employee will receive a T4 statement for income tax purposes which identifies all earnings and deductions made during the calendar year.  T4’s will be distributed by the end of February following the year for which the T4 is required.  

3.2 HOLIDAYS AND VACATION

3.2.1
Vacation

Vacation allowance is acquired based on a percentage of earnings.  This means that if an employee’s earnings change throughout the year, the vacation earnings will change accordingly.

Vacation allowances are as follows:

Executive Director, Programme Director:


8% (approximately 4 weeks per year)

Administrative Assistant, Financial Assistant:


6% (approximately 3 weeks per year)

Supervisor, Assistant Supervisor, Programme Staff, Dietary Manager:

6% (approximately 3 weeks per year)

Employed Student, R.F.E.C.Y. Program Assistant:

4% (approximately 2 weeks per year)

Upon starting employment, vacation will be accrued and paid to the employee as it is used, for all positions with the exception of R.F.E.C.Y Program Assistants, all part time positions of fifteen (15) hours per week or less, and all short term contract positions (six (6) months or less).  These positions will have vacation earnings paid out with each pay cheque.  Those employees accumulating vacation are paid to a maximum of the vacation pay that has been accumulated to date.  Additional time off will be unpaid.  

Once a permanent employee has acquired ten (10) years of employment in a permanent capacity, s/he will receive an additional 2% vacation, which will take effect on February 1st following the employee’s ten (10) year anniversary from their date of hire.  

The vacation policy is implemented as follows:

· An employee can make a vacation request using the Request for Time Off Form or by completion of the Summer Vacation Schedule which is done every year in May, and often during the December break.

· Employees must submit written requests for vacation to their Supervisor and must receive approval in order for the vacation to be considered valid.

· Although every attempt will be made, circumstances may prevent all vacation requests from being approved. The Supervisor, Programme Director and/or the Executive Director have the authority to deny a vacation request if/when necessary.

· Given the physical, emotional and mental demands of working with children, it is expected that all employees will plan to use their accumulated vacation allotment yearly before September.  Vacation will be handled as follows:

Twelve (12) Month Employees

· Employees will be required to use any unused, accumulated vacation time during the December Break if/when they are not scheduled to work.

· Summer vacation planning will be coordinated through Head Office with efforts being made to accommodate all requests; some vacation requests may be denied and/or alternate dates may be recommended where staffing requirements demand.

· Any employee who has more than three (3) days of unused vacation allotment by September yearly is required to submit a written request to the Executive Director to carry over any unused days.  This request should identify the employee’s plans for when the vacation time will be used. 

Ten (10) Month Employees 

· Employees may accumulate and use vacation throughout the year up to June 30th yearly.

· Employees are not guaranteed work during the school breaks, and as such may choose to use accumulated vacation during these times.

· Employees will be required to use any unused, accumulated vacation time during the December Break if/when they are not scheduled to work.

· Any unused vacation time accumulated as of June 30th yearly will be paid out on the June 16th – 30th pay period.
Part Time Employees Working Fifteen (15) Hours or Less Weekly

· Vacation will be paid out with regular pay cheques; vacation will not be accumulated.
· Short Term Contract Employees (less than six (6) months, including R.F.E.C.Y Program Assistants)
· Vacation will be paid out with regular pay cheques; vacation will not be accumulated.

3.2.2
Statutory Holidays

All employees will be paid for the following statutory holidays when __________and Head Office are closed:

New Year’s Day
Victoria Day

Labour Day

Boxing Day

Family Day

Canada Day

Thanksgiving



Good Friday

Civic Holiday

Christmas Day

All employees are also entitled to Easter Monday as a paid holiday, however because the centre may be open, some employees will be required to work that day. Employees who are required to work Easter Monday will be given an alternate day off with pay which must be pre-arranged with the Supervisor, and must be taken before June 30th of the same year.  

3.2.3
Religious Holidays

Employees who celebrate non-Christian holidays may request up to three (3) paid days per calendar year to observe their own religious holidays. 

It is the employee’s responsibility to notify the Supervisor at least five (5) working days in advance of the day to obtain approval of the day off.  The Supervisor will confirm that the requested day is a recognized religious day using the Durham District School Board’s list of observances and/or other resources as necessary.

3.3 SICK LEAVE

Paid sick leave for all permanent and contract full-time employees will include one and one-half (1 ½) days per month.  Paid sick leave for all permanent and contract part-time employees will be pro-rated based on hours worked.  

All sick leave is accrued from the start of permanent employment. 

Sick leave days are cumulative but are not “refundable” when the employee resigns. If an employee has accumulated sick days and needs to use more than one and one half (1 ½) days in any given month, the accumulated days can be used so that the employee does not lose any of their regular earnings.  

If an employee is sick, s/he must inform their immediate Supervisor if s/he is unable to report to work. The Supervisor must be informed at least one and one half (1 ½) hours before the beginning of the shift. An employee’s failure to inform the Supervisor of their inability to report to work could result in loss of pay, disciplinary action and/or termination.

An employee absent for four (4) or more consecutive working days will need a certified statement from a doctor upon returning to work. The Supervisor may request that the employee submit a doctor’s medical certificate verifying illness as  s/he deems necessary.  

If an employee becomes ill during a scheduled vacation day or lieu day, the original request will remain, and the day will not be changed to a sick day.  If extraordinary circumstances arise related to a serious or lengthy illness during a vacation or lieu day, a request to change any pre-scheduled time off should be submitted in writing, to the Executive Director who has the authority to honour the request at their discretion.  

In keeping with the policy pertaining to health, illness and absence of children with Schoolhouse Playcare Centres of Durham, the following policy applies to all staff and volunteers within the organization:

All staff members or volunteers who display the following symptoms during work hours must remain away from the centre while they are infectious:

· Frequent diarrhea

· Frequent vomiting

· High fever

· Conjunctivitis (pink eye)

· Head lice and/or nits, or

· Any diagnosed contagious illness.

The Supervisor may ask an employee or volunteer to go home early if signs of infection are present.  

The Supervisor may also request a letter from the employee’s doctor confirming that the employee is no longer contagious.  

If an employee or volunteer has been off sick with an infectious illness, the organization expects the individual to be no longer contagious upon their return to work.

In the event of an outbreak, employees are asked to refrain from returning to work until they are free of symptoms for forty-eight (48) hours.  This requirement is consistent with the procedures that the organization follows with ill children.

3.4 LEAVES OF ABSENCE

3.4.1
General Policy

Any requested leave of absence for more than five (5) consecutive days is considered an unpaid leave of absence. All requests for leaves of absence will be considered on an individual basis, and either approved or disapproved. The employee will be notified of the decision in writing.  

If an unpaid leave of absence is required, the employee will send a letter requesting the leave to their Supervisor and Executive Director with as much advance notice as possible. The letter should state the reason for the leave, the length of the leave and the dates that the employee will be returning to work.  

An employee’s benefit coverage (if applicable) during an unpaid leave can be continued by pre-paying the benefit premiums at six (6) month intervals.  If benefit coverage is not required during the leave of absence, the employee will be required to sign a waiver and benefits coverage will be cancelled. Reinstatement of the benefit package upon the employee’s return to work will be subject to all conditions outlined by the benefit provider.  

3.4.2
Other Types of Absences

Other types of unpaid leaves that are requested for extenuating circumstances and/or for which paid sick time is not granted and/or not available (e.g. family medical leave, personal emergency leave) will be granted according to the guidelines of the Employment Standards Act.  

__________will not be responsible for time off due to court subpoena, unless the subpoena is related directly to the employee’s position at Schoolhouse Playcare Centres of Durham.  

3.4.3 Leave of Absence – Inclement Weather

If inclement weather prevents an employee from getting to work, the following policies apply:
a) If the Durham District School Board closes all schools and administrative offices: all Schoolhouse Playcare locations will be closed and staff will receive their regular wages.

b) if the Durham District School Board schools and administrative offices are open: all Schoolhouse Playcare locations will be open and staff that are unable to get to work will be required to take the day off as vacation, lieu or unpaid leave.

3.5 PREGNANCY AND PARENTAL LEAVE

3.5.1
Entitlement

In accordance with the Employment Standards Act, pregnant employees have the right to take Pregnancy Leave of up to seventeen (17) weeks of unpaid time off work. 

The Employment Standards Act states that:

New parents have the right to take Parental Leave, which is unpaid time off work when a baby or child is born, or first comes into their care (for example, through adoption).  Birth mothers who take pregnancy leave are entitled to up to thirty-five (35) weeks of parental leave.  Birth mothers who do not take pregnancy leave and all other new parents are entitled to up to thirty-seven (37) weeks of parental leave. 

Parental leave is not part of pregnancy leave; therefore a birth mother may take both pregnancy and parental leaves.  In addition, the right to a parental leave is independent of the right to a pregnancy leave.  For example, a father could be on parental leave at the same time the birth mother is on either her pregnancy leave or parental leave.
3.5.2
Notification of Requirements

According to the Employment Standards Act, the employee is responsible for  submitting a minimum of two (2) weeks written notice to the Supervisor and the Executive Director before starting the pregnancy leave.  Although not required by law, the organization would prefer receiving a minimum of four (4) weeks written notice in order to provide adequate time for identifying the employee’s replacement.  Such written notice can be submitted using the “Maternity Leave Request and Approval” form. 

Before starting pregnancy leave, if the employee is unable to work due to illness or complications caused by the pregnancy, sick time may be used. The employee will be required to provide a medical certificate describing the employee’s inability to work.  In this situation, the employee’s pregnancy leave will begin no later than the date of the birth.  

If an employee wishes to change the start date of the pregnancy leave and/or the parental leave (either earlier or later), s/he must provide another written letter to the Supervisor and the Executive Director, providing a minimum of two (2) weeks notice.

If an employee would like to change the end date of the pregnancy leave and/or the parental leave (either earlier or later), s/he must provide another written letter to the Supervisor and the Executive Director, providing a minimum of four (4) weeks notice.    

3.5.3
Reinstatement
Upon completion of the pregnancy and/or parental leave, all permanent employees of __________will return to either the same position or a comparable position within the organization.  For example, a full- time E.C.E. returning from pregnancy/parental leave will be placed in a full-time E.C.E. position, however, depending on the overall staffing for the organization s/he may be placed at a different location, if necessary.  

3.5.4
Benefits

If the employee is enrolled in the benefit package when the pregnancy/parental leave begins, s/he will continue to be eligible for the benefits. Premiums will continue to be paid by the organization.  

If a wage increase is implemented during an employee’s pregnancy/parental leave, the employee will be entitled to that same increase upon their return to work.  

Employees who are on pregnancy/parental leave continue to earn credits in terms of length of employment, and will not be penalized for the leave.  

3.5.5 
Resources

For additional information on pregnancy and parental leaves, eligibility for Employment Insurance (EI), etc. please refer to the following resources:

· Ministry of Labour website, http://www.labour.gov.on.ca

· Your local EI Office
3.6 BEREAVEMENT

In the event of a death of a member of the immediate family, the employee is entitled to up to three (3) working days paid leave:

Immediate family includes: spouse, children, step children, parents, step parents, parent in-law, grandparents, brothers and sisters.

All other requests for bereavement leave will be at the discretion of the Executive Director.  

3.7 JURY DUTY

Leave with pay is granted to any employee who is called for jury duty.  

Any fees earned as a result of jury duty must be returned by the employee to the organization upon receipt.  

3.8 MOVING DAY

Every employee is entitled to one (1) paid day per calendar year for their own moving.  This day must be confirmed, in advance, with the employee’s Supervisor  to ensure there is appropriate staff coverage. 

If the moving day occurs on any other scheduled day off (for example. leave of absence, holiday, etc.), no alternate day will be provided.  

3.9  
BENEFIT PACKAGE
3.9.1
Criteria

__________offers a benefit package to all permanent employees who work a minimum of twenty-five (25) hours per week.

Contract or occasional employees are not eligible for benefits.

3.9.2
Benefit Options

All employees who meet the above-mentioned enrolment criteria will receive the following mandatory benefits: 

· Life Insurance

· Accidental Death & Dismemberment

· Long Term Disability

Employees may also opt for one or both of the following optional benefits:

· Dental Coverage


· Extended Health (which includes medical expenses, prescription expenses, eyeglasses coverage, hospitalization etc.)

Employees may opt into either single or family coverage.

3.9.3
Payment

__________pays 100% of the benefit premiums for all employees enrolled in the benefit package.  

As required by law, the premiums paid on life insurance must be included in payroll as a taxable benefit. The semi-monthly expense is nominal and must be paid by the employee regardless of which benefit options are received by the employee.  

There is an annual deductible of $25.00 (for single coverage) or $50.00 (for family coverage) that is deducted directly by the Insurance Provider from the employee’s first claim of the year. 

3.9.4
Enrolment

Employees of __________become eligible for enrolment in the benefit package upon completion of the probationary period.

Enrolment and re-enrolment forms can be obtained from the Centre Supervisor or the Administrative Assistant who is the Plan Administrator for the organization.

Completed Enrolment/Re-Enrolment forms must be submitted to the Plan Administrator for processing within thirty (30) days to avoid monetary penalty or risk of decline.

Coordination of benefits is available should the employee and/or their dependents be covered through their spouse’s coverage.

3.9.5
Resources

Upon enrolment in the benefit package, each employee will receive a copy of the benefit handbook.  

Each centre has a copy of the benefit handbook available to their employees.  Employees may also register online at www.manulife.ca.  This is a secure site for plan members to obtain information on coverage, the status of their claims submitted, or to print forms. 

Employees may contact the Plan Administrator for any questions not addressed in the handbook or online at 905 666-8080 ext. 5193.

Employees can also contact the Manulife Help Desk at 1-800-268-6195.  The employee should have their plan number and certificate number available.

3.9.6
Claims

Employees enrolled in the benefit package will receive a membership card that is to be used at the pharmacy when filling prescriptions.

The employee is responsible for submitting all claims to the Insurance Provider.  Most extended health claims and dental claims are submitted electronically at source. Should this option not be available by the health care practitioner, completed extended health and/or dental claim forms accompanied by receipts must be mailed directly to the Insurance Provider for reimbursement.

Approved expenses will be reimbursed from the Insurance Provider as outlined in the benefit booklet.

3.9.7
Changes to Coverage

The employee is responsible for notifying the Plan Administrator of any personal changes which would impact benefit coverage (such as  change of name, address, addition or deletion of a dependent, addition or removal of coordination of benefits, divorce, or change of beneficiary) as soon as s/he becomes aware of the change. Monetary penalties for late notification are the responsibility of the employee.

All changes must be submitted to the Plan Administrator (__________Administrative Assistant).

The Insurance Provider deals directly with the Plan Administrator. Submissions made directly to the Insurance Provider may be returned and could result in delays in processing. 

3.10 RETIREMENT SAVINGS

Although __________does not sponsor an employee’s pension plan, employees can make contributions to a retirement savings plan through regular payroll deductions through Mackenzie Financial.

The organization will arrange for an agreement between the employee and Mackenzie Financial and will administer the payroll deductions. Enrolment in this plan is coordinated with the Administrative Assistant and any changes to the initial plan (such as changes to deductions, withdrawal from the plan, etc.) must be submitted in writing to the Administrative Assistant.  __________does not make any financial contributions to the employees’ retirement savings investment.

For all decisions concerning the retirement investment package, the employee will deal directly with a representative from Mackenzie Financial.  __________does not assume responsibility for decisions made by Mackenzie Financial with respect to the retirement investment package. Mackenzie Financial is an independent company that manages all aspects of the employees’ investments, with the exception of the payroll deduction.  

3.11 CHILD CARE DISCOUNTS

All permanent and contract employees of the organization who have their children enrolled in any of the __________will receive a twenty (20)% reduction of their regular child care fees.  Employees with children enrolled in __________are required to adhere to all policies and guidelines outlined in the Parent Manual including items such as fees, deposits, outstanding fees, health requirements, etc.  

3.12 MEALS

As employees are encouraged to sit with the children at snack and lunch, they are welcome to eat the meals provided by the child care centre. If employees prefer to bring their own food for lunch, they must eat their food during their own lunch break. 

Staff are required to adhere to the policies of the centre as they pertain to allergies (life threatening and others), and refrain from bringing any such food into the centre.  

All Schoolhouse Playcare locations attempt to be nut free.  Meals and snacks prepared in the centre are done so without nut products, therefore employees are asked to refrain from bringing any nut products into the environment.

3.13 INSURANCE

__________holds a comprehensive insurance policy that also includes coverage for staff, students and volunteers. 

Employees are strongly discouraged from transporting children in their own cars. However, in a situation where a staff member needs to transport children in their own car, any accident with a related insurance claim will be submitted through the staff member’s own insurance policy. The staff member’s policy is the primary insurance policy and Schoolhouse Playcare Centres of Durham’s policy is the secondary policy. All claims will go through the primary policy first.   

POLICY 4.0:  PROGESSIVE DISCIPLINE AND TERMINATION OF EMPLOYMENT
4.1 JOB PERFORMANCE

__________believes that the quality and commitment of its staff is critical to the success of the organization.  In support of this belief, all employees will be given adequate opportunities and resources to fulfill the requirements of their job in order to support the Mission, Vision and Values of the organization.  This includes, but is not limited to the following:

· A thorough orientation to the organization

· Clear expectations of job responsibilities

· Regular feedback (verbal and written) on job performance

· Opportunities for self-assessment (through the formal performance review procedures)

· Access to resources and/or training to enhance and/or improve performance

In an effort to promote a professional environment, it is our expectation that all employees demonstrate the following behaviours in their daily performance:

· Respect for all children, families, visitors and colleagues, and the diversity of those individuals.

· Open and positive communication with a goal to work collaboratively with others while demonstrating openness to conflict resolution when necessary.

· Willingness to learn and grow as a professional.

· Commitment to fulfilling the Mission, Vision and Values of the organization.

4.2 DRUG AND ALCOHOL DEPENDENCY

__________is a drug and alcohol-free environment.

If an employee’s performance is affected by drug and/or alcohol abuse, the employee may be suspended and/or terminated.  
Employees who are dependent on drugs or alcohol and need help are encouraged to speak to their Supervisor or the Executive Director. All discussions will be held in strict confidence.  

4.3 RESIGNATION

Employees must advise the Supervisor and the Executive Director in writing, at least two (2) weeks prior to their desired date of leaving the organization. However, it is preferred that the employee give more than two (2) weeks notice if possible, which will help minimize programme disruption.

All items belonging to the organization, such as keys and cards must be returned to the Supervisor immediately upon resignation or on the last day of employment, depending on the circumstances.  

An employee’s final pay cheque after resignation will include:

· All unused vacation

· Lieu time earned to date

· A Record of Employment (for Employment Insurance (EI) purposes).

4.4 REQUESTS FOR REFERENCE

4.4.1
Requests By Employee

For an employee leaving the organization, __________will provide them with the following documentation if requested either in person or in writing by the employee:

· Letter of employment confirming position(s) held, job responsibilities, length of service, etc.

· Copies of previous performance appraisals and/or letters of recognition.

The request for these items must be made through the Executive Director or a Programme Director.

4.4.2
Requests by Others

If the employee would like to have employment information released to a third party or external organization, s/he must sign a Consent to Disclosure Form which identifies the person and/or organization to which the information may be released.

This request must be made through the Executive Director or a Programme Director.  

After a Consent to Disclosure Form has been signed by the employee, __________will release copies of the employee’s performance appraisals, letters of recommendation and will provide verbal confirmation of employment to the third party or external source. 

4.5 TERMINATION OF PROBATIONARY EMPLOYMENT

An employee on probation may be dismissed, or may resign at any time during the probationary period without notice or severance pay.  All decisions regarding a dismissal or resignation will be documented and kept in the employee’s personnel file.  

4.6 SHORTAGE OF WORK

If the operational circumstances of a centre determine a reduction in staff; an employee may be required to either reduce their hours or be laid off.  

All attempts will be made to accommodate the employee in another location of the organization. Lay offs will always be a last resort and will be determined by seniority. 

One (1) week’s written notice of any impending lay off shall be given by the Executive Director to the employee involved.  If the lay off is short-term (under three (3) months), seniority rights and grid placement will be advanced as if the employee worked through this period.  

4.7 PROGRESSIVE DISCIPLINE

__________is committed to providing quality child care through ensuring that all employees adhere to the expectations of the organization on a consistent basis. Every reasonable effort will be made to assist an employee in improving their performance or conduct before corrective action is taken. 

4.7.1 Process for Progressive Discipline

In the event that an employee’s performance does not meet the expectations of the organization, the Process for Progressive Discipline will be followed.  Failure to meet the ongoing expectations of the organization includes, but is not limited to the following:

a) Consistent failure to carry out the job  as outlined in the job description

b) Consistent unsatisfactory performance on performance appraisals

c) Persistent personality conflicts with other staff members

d) Persistent refusal to carry out the directions of the Supervisor, Programme Director and/or Executive Director

e) Persistent disregard for the property, facilities and equipment of the child care centre

f) Persistent negative attitude

g) Persistent complaints from parents about the employee

h) Persistent absenteeism or tardiness without valid reason

i) Breaches in the Oath of Confidentiality (as defined in Section 2.2.3)

If the employee’s job performance improves during any of the stages of the Progressive Discipline process, the entire process need not be completed.  All documentation will be retained in the employee’s personnel file. The Progressive Discipline process may be initiated again if the employee’s performance deteriorates and becomes an ongoing concern to the organization.  In this situation, the employee’s performance will be reviewed cumulatively and more aggressive expectations will be established by the organization.

Process and Steps

Step  1:  Informal Meeting

Step 1 involves a two (2) month period during which the employee is given the opportunity to rectify areas of concerns related to their job performance. 

Initially, an informal meeting will take place between the employee and the Supervisor to bring to the employee’s attention the areas in which improvement is required to meet the expectations of the organization. 

If an employee is lacking in key competencies, further training (such as attending workshops and courses) may be suggested and/or mandatory.  

The Supervisor will provide regular feedback to the employee during this two (2) month period after which time the employee will be given a written performance appraisal.  The Programme Director and the Executive Director will be given copies of the performance appraisal and any other related documentation. Copies will be placed in the employee’s personnel file.  

Step 2:  1st Formal Meeting (Two (2) Months)

If there has been insufficient improvement in the employee’s performance at the end of the two (2) month period, a formal meeting will be held between the employee and the Supervisor.

During the first formal meeting, the employee will be informed there has been insufficient improvement is their performance. The employee will be advised that continued inadequate performance will place their job in jeopardy.

A written work plan will be developed with the employee, clearly outlining measurable goals, procedures and completion dates.  A copy of this work plan will be submitted to the Executive Director and placed in the employee’s personnel file.  

Step 3:  2nd Formal Meeting (Four (4) Months)

If there has been insufficient improvement in the employee’s performance at the end of four (4) months, the Supervisor, Programme Director and Executive Director will meet to review the employee’s performance.  

During the second formal meeting, the employee will be advised of the areas where s/he is not meeting the organization’s objectives. The employee will also be informed that failure to improve their performance will result in the termination of their employment.  Copies of all documentation of this meeting will be placed in the employee’s personnel file.

In areas where the employee has not improved, s/he will be informed that s/he has two (2) additional months to continue working on improving their performance.

The employee may need to take further training to achieve the required skills.

Step 4:  Final Interview (Six (6) Months)

If there has been insufficient improvement in the employee’s performance at the end of six (6) months, the Supervisor, Programme Director and Executive Director will meet to review the employee’s performance.  

If the employee has failed to meet the performance standards and expectations of the organization, the employee’s position with __________will be terminated.  All notices of dismissal will be given in writing.

If the employee feels that s/he has been terminated unfairly, s/he can appeal the decision to the Executive Director and Board of Directors within three (3) business days after the termination notice has been issued.

4.7.2
Suspension and Dismissal

Although a process for progressive discipline will be followed when dealing with ongoing performance challenges, in the event of significant unacceptable conduct, the following forms of corrective actions may be taken:

a) Verbal reprimand

b) Written reprimand

c) Suspension with or without pay

d) Dismissal/Termination

Automatic and immediate suspension may occur in the following circumstances:
a) Failure to comply with the directions of Supervisors (e.g. perform work assignments, accept shifts, accept location transfers, etc.)
b) Failure to comply with __________policies and procedures

c) Investigation by the Children’s Aid Society as a result of an allegation of abuse

d) Failure to report any witnessed acts of abuse to children

e) Unauthorized use of, or damage to Schoolhouse Playcare Centres of Durham’ property

f) Violation of regulatory requirements (e.g. fraud, falsification of records and qualifications, etc.)

Automatic and immediate dismissal may occur in the following circumstances:

a) The employee commits a criminal action related to their duties and responsibilities with Schoolhouse Playcare Centres of Durham

b) The employee deserts children in their care

c) The employee endangers the health and/or safety of the children or other staff members

d) The employee uses corporal punishment (e.g. spanking), or other forms of punishment or mistreatment that are not acceptable

e) After appropriate investigation, an allegation of abuse verified by the Children’s Aid Society

f) The employee is guilty of gross incompetence (e.g. being under the influence of drugs and/or alcohol while performing duties)

In these cases, the suspension or dismissal/termination will be given verbally by the Executive Director and/or Programme Director followed by a written letter to the employee.

Schoolhouse Playcare Centres of Durham agreed to share this document as a resource for the CCHRSC’s HR Toolkit. Resources are provided for reference only. Always consult current legislation in your jurisdiction to create policies and procedures that meet the needs of your organization.
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