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3. 
EMPLOYEE RELATIONS
3.1 
Alternative Work Site

Last updated: ________________

Applies to Management and Staff

Related policies: 

7.6
Equal Employment Opportunity / Affirmative Action

Supporting documents should include:


·  Alternative Work Site Agreement 
POLICY 

In recognition of the challenges employees may face in balancing the demands of the work place with personal needs, it is the policy of the __________ to support the creation of alternative work site assignments, of either short term or long term duration, as mutually agreed to by the individual employee, the Executive Directors and the Board of Directors. The Alternative Work Site Policy is established in consideration of technological advances and in recognition that some positions may be conducive to less traditional work site arrangements.
PROCEDURE

Eligible Employees 

Regular, full-time and part-time managers and staff in good standing with the __________ are eligible to be considered for this type of work arrangement.

Policy Provisions 

Definition - Alternative work site arrangements are defined as work performed at the employee's home or other off-site location that may be linked electronically (i.e., by computer and/or by telephone) to the Centre. 

Requests - Requests for alternative work site arrangements are subject to the approval of the Executive Director and Board of Directors based on the operational needs. Approvals may take into account the nature of the work involved, the duration of the assignment, and the suitability of the proposed work site. 

General Guidelines 

· The employee's duties, obligations, responsibilities and conditions of employment with the __________ remain unchanged when the agreement involves only a change in work location. Salary, retirement plan benefits, and sponsored insurance coverage will not change unless mandated by the number of hours worked. Job responsibilities, standards of performance, and performance evaluations remain the same as when working at the regular __________ work site. 

· Work hours, overtime compensation, and vacation schedule conform to applicable personnel policies. Requests to work overtime, schedule vacation, use sick leave, or in any other way alter the agreed upon schedule are subject to the approval of the same, as when working at the regular work site. 

· The employee remains obligated to comply with all pertinent __________ rules, policies and practices, and instructions that would apply if the employee were working at the regular work site. 

· The employee will report in person to their supervisor at predetermined times and dates as required for ongoing interactions and will participate in any required training, meetings, etc. as deemed necessary by management. 

· Use of equipment, software, data, supplies and furniture provided by the __________ for working in an off-site location is limited to authorized persons for the performance of business. The employee is responsible for ensuring all items are properly used and maintained. 

Application 

Request for Alternative Work Site Assignment 

· Application for an alternative work site arrangement is submitted in writing by an employee. When an agreement is reached between the employee, the Executive Director and the Board of Directors, an Alternative Work Site agreement, signed and dated by the employee, the Executive Director and the Board of Directors,  are filed in the employees personal file. 

· The Board of Directors reviews the request to ensure that the needs of the employee and the __________ are met. This process includes a review of the proposed work site, equipment, and any other factors as deemed appropriate.

Termination of Agreement 

Unless specifically stated in a signed alternative work site agreement, the agreement remains in effect until such time as either party wishes to terminate it. Appropriate notice of termination should be given by the requesting party to provide adequate time for any alternate arrangements that either party must make. Notification that an agreement has been terminated should be made in writing and filed. 

3.2 
ATTENDANCE
Last updated: _________________

Applies to Management and Staff

Related policies: 

3.12.3

Corrective Action - Managers

3.12.4

Corrective Action - Staff

Supporting documents should include:


· Normes du travail (http://www.cnt.gouv.qc.ca/en/home/index.html )
POLICY 

To maintain a safe and productive work environment that is respectful of all employees, the __________ expects employees to be reliable and punctual in reporting for scheduled work. Absenteeism and tardiness place an unnecessary burden on other employees and on the __________. During new employee orientation, the assigned manager should clearly communicate the expectations for attendance and punctuality. 

PROCEDURE

Notification 

When an employee cannot avoid being late to work or is unable to work as scheduled, the employee is expected to notify as soon as possible in advance of the anticipated tardiness or absence.  Specific call-in requirements have been established that are based on operational needs. Failure to report to work or reporting late to work without contacting the appropriate contact may result in corrective action, and failure to report to work for three (3) consecutive scheduled workdays without contacting the appropriate contact is considered a voluntary resignation.

http://www.cnt.gouv.qc.ca/en/home/index.html  

Working hours and break time schedules are to be respected. Lateness occurrences will be documented in the employees file and are subject to disciplinary measures if become chronic.

Punctuality is essential – lateness affects the service provided and inconveniences co-workers. In the even of lateness, Educators and assistants are required to make up the time during the course of the day or at the end of their shift, at the discretion of the Supervisor. For administrative staff, it is to the discretion of the Executive Director.

In recognizing that employees need time off work, the __________ provides pre-approved paid and unpaid time off for a variety of purposes. These include: personal days, vacation days, absences due to work-related injury, physician appointments, funeral leave, jury duty, and absences that have been approved as family and medical leave. http://www.cnt.gouv.qc.ca/en/not-covered/worker-not-covered-by-the-br-act-respecting-labour-standards/index.html 

Excessive Absence

The determination of excessive absence is made by the Executive Director and ultimately the Board of Directors.  Consideration is given to management schedules which often fluctuate with position demands and do not afford additional pay for hours worked in excess of a _37.50 hour week.  Managers are expected to be accessible and available whether on a day-to-day basis or in special circumstances and should report anticipated absences to their supervisor in advance.  Excessive absences by a manager are addressed through the Corrective Action Procedures – Managers, which may result in a warning or termination of employment.

Definition of occurrence 

· The first 3 instances of tardiness combined equal 1 occurrence. Each subsequent instance of tardiness counts as a single occurrence. 

· One full day or portion of a day of absence, including leaving early, counts as one occurrence.

For staff, (six) or more occurrences during a 12-month period are considered excessive and may subject the employee to commencement of the Corrective Action Procedures - Staff. Continued failure to meet attendance expectations after the initial corrective action may lead to further, progressive steps up to termination of employment. 

Reporting Absences

The reporting of variations from standard work schedules is necessary for maintaining accurate and timely records of employee absences and vacation banks and to ensure that employees are paid appropriately for work performed. Reporting procedures vary by group as follows: 

Managers 
Records of absences or vacation time for managers are maintained in the Administration Attendance Records binder.  Guidance on the appropriate reporting method may be obtained from the person responsible for the payroll. 

Staff 
Salaried 
Absences and/or overtime worked for salaried staff employees should be reported on the designated form.

Hourly 

Absences and/or overtime for hourly paid staff employees are reported on time sheets or through the electronic time keeping system, whichever is applicable. 

Access to information on staff absences and vacation bank balances and usage is available by contacting the person responsible for the payroll.

3.3 
EMPLOYEE FILE
Last updated: _________________

Applies to Management and Staff

Related policies: 

Supporting documents could include:


·   Protection of personal information law 

http://emploiquebec.net/protection-renseignements-personnels_en.asp
POLICY 

The Executive Director is responsible for the maintenance of records for __________ employees in keeping with the Act respecting access to documents held by public bodies and the protection of personal information. Personnel files are maintained for each employee containing records related to employment, compensation, benefits, Performance Evaluations, corrective action, retirement, and other pertinent documentation. All information contained within the file must be work related and factual. 

PROCEDURE

3.3.1 
Access to Employee Files 

Current employees have the right to review the material contained in their personnel file. Employees wishing to review their file should schedule an appointment with the Executive Director. 

The employees file may include:

· Application for employment and/or curriculum vitae

· Copies of Certificates of completion of studies

· Copy of current first aid training certificate

· Confirmation of completion of Police Verification

· Copies of performance evaluations

· Any correspondences or notices exchanged between the __________ and the employee

· Reports/certificates pertaining to the employee’s state of health

· Documents pertaining to the employees registration in the __________’s group insurance policy

· Any documents pertaining to disciplinary measures

3.3.2 Changes in Information 

It is an important responsibility of each employee to promptly notify the Management of any changes in personal data such as: legal name, personal mailing address, home telephone number, individual(s) to contact in case of emergency, and any other personal information needed for income tax, benefits, or other employment purposes. This notification should occur within 30 days following the change. 

3.3.3 Confidentiality 

The __________ respects individual rights to privacy and, to the extent possible, preserves confidentiality of employment information. 

3.3.4 Release of Information on Current/Former Employees 

The information contained in personnel records is used to respond to inquiries from third parties about former or current employees (such as credit and prospective employment references). The Executive Director is responsible for providing responses to these types of requests and will only confirm dates of employment, wage rate, and positions held. Release of more specific information may be provided as required by law or upon receipt of a detailed written release signed by the employee. 

3.4 
DISCRIMINATION COMPLAINT PROCEDURE FOR EMPLOYEES
Last updated: _________________

Applies to Management and Staff

Related policies: 

Supporting documents and annexes:


·   http://www.cdpdj.qc.ca/en/home.asp?noeud1=0&noeud2=0&cle=0 (English)

· 
http://www.cdpdj.qc.ca/fr/guides/emploi-droits.asp?noeud1=2&noeud2=19&cle=59 (French)

·   Procedure for Handling Complaints and accompanying form 

POLICY 
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All human beings possess intrinsic rights and freedoms that ensure their protection and development - and all human beings are equal in worth and dignity. These are the opening words of the Charter of Human Rights and Freedoms. The object of the Youth Protection Act is to safeguard similar rights for young people.

However, these ideals are sometimes threatened by discrimination, harassment, exploitation, exclusion and, for children in difficulty, deficiencies in the services to which they are entitled.

The mission of the Commission is to see that human rights are promoted and respected in Québec. The Commission’s website provides an overview of the current situation and describes the recourses available to people whose rights have been infringed.

The __________ prohibits discrimination on the basis of race, color, national or ethnic origin, sex, disability, or age in the administration of any of its educational programs, and administered programs or in employment.


The __________ provides this complaint procedure because it is critical that all staff members and management (collectively referred to as “employees” in this policy) are treated fairly and receive prompt responses to problems and complaints concerning discrimination.  

Purpose

The procedure outlined below should be used if an employee feels that she/he has been discriminated against based on her/his race, color, national or ethnic origin, sex, disability, or age.  In addition, an employee should use this policy if she/he has been retaliated against for exercising their rights under this policy or any other __________ policy that prohibits discrimination.  If the problem involves Discriminatory Harassment, Psychological Harassment, and/or Sexual Harassment, reference to those policies should be made to initiate a complaint. 

Discrimination and harassment: 

http://www.cdpdj.qc.ca/en/human-rights/discrimination-harassment.asp?noeud1=1&noeud2=3&cle=2  

http://www.cdpdj.qc.ca/fr/guides/index.asp?noeud1=2&noeud2=19&cle=0 

PROCEDURE

Step One (Informal Resolution):   
Discuss complaint with the accused individual 

The __________ encourages informal resolution of complaints. If appropriate, an employee should feel free to first discuss the complaint directly with the individual against whom the complaint is made. The conversation should occur within ten (10) business days of the alleged discrimination, whenever possible.  If the complaint is not resolved as a result of this discussion, or if the employee does not wish to proceed informally, she/he should proceed to Step Two. 
  

Step Two (Formal Resolution):   
Submit Written Complaint to the Board of Directors 

An employee may submit a formal written complaint to the Board of Directors for investigation.  A written complaint should include the name, address, telephone number, of the employee; a detailed description of the conduct that the reporting party alleges to be discriminatory; name(s) and contact information of the person against whom the complaint is made.

  

The reporting party should make every effort to submit the written complaint within thirty (30) business days of the alleged conduct.  

The Board of Directors will investigate the complaint.  Depending on the nature of the allegations, the investigation could include interviews with the reporting party, the accused individual, and/or witnesses; review of written documentation and relevant policies; and any other steps necessary to thoroughly investigate the allegations.  The Board of Directors will make every effort to conclude the investigation within thirty (30) business days.  If the investigation cannot be completed in that time period, the Board of Directors will contact the reporting party and provide a time frame in which the investigation will be completed.  

At the conclusion of the investigation, the Board of Directors will notify the reporting party whether any __________ policy was violated.  Please note that, in many situations, the Board of Directors cannot provide information about the sanctions assessed (if any) because of the privacy rights of the accused individual.

Step Three (Appeal):
Reporting party may appeal the decision of the Board of Directors in certain circumstances.

If the Board of Directors determines that no __________ policy was violated, the employee may proceed with the complaint within ten (10) business days of receipt of the Step Two decision by submitting the formal written complaint from Step Two and any additional information to the appropriate authorities.  

http://www.cdpdj.qc.ca/en/human-rights/complaints.asp?noeud1=1&noeud2=3&cle=4. 

General Information:
The time limits above are subject to modification on a case-by-case basis due to operational requirements, in-depth investigations, etc.  The President of the Board shall have final authority to resolve any disputes regarding the implementation of this Complaint Procedure, including determination of the appropriate decision makers. 

3.5 
EMPLOYEE RECOGNITION
Last updated: ________________

Applies to Management and Staff

Related policies: 

Supporting documents should include:


· Annual Performance Evaluation process   

·  Chart of years of service & recognition dates

POLICY 
The __________ values and recognizes the diverse contributions made by management and staff to its continued success. 

Reward and Recognition programs create a positive work environment, improve employee morale and motivate high performance.

PROCEDURE

Supervisors are encouraged to recognize employees for their achievements whether through day-to-day positive feedback or through more formalized means of recognition for a 'job-well-done,' as well as through the Performance Evaluation process. 

3.6
EMPLOYEE SEPARATIONS
Last updated: _________________

Applies to Management and Staff

Related policies: 

3.12
Performance Management 

Supporting documents should include:


·  Annual Performance Evaluation process   

·   Chart of years of services & recognition dates

POLICY 
3.6.1
Layoff   

The Board of Directors should be contacted when the need to eliminate an administrative or staff position is identified, whether due to lack of funding, restructuring, or other operational reasons.  In determining positions to be eliminated and employees affected, consideration should be given to the: 

· Specific skills or qualifications 

· Demonstration of superior performance 

· Years of service

Specific skills and/or superior performance must be clearly documented to ensure that the __________ does not discriminate, intentionally or unintentionally, based on race, color, sex, age, national origin, or disability. 

Advance notice of layoff should be given as early as possible to provide ample time for employees to seek other employment. Generally, at least a 60-day notice is preferred, and may be required in some cases. 

PROCEDURE

The __________ should provide written notification to affected employees indicating the specific reason for the layoff, effective date of the layoff, last day to be worked, and contact information for the employee regarding possible placement elsewhere and the status of their benefit programs. Employees who are laid off are entitled to all accumulated vacation time up to the point of separation as per the "Act Respecting the Labor Law”. 

(http://www.cnt.gouv.qc.ca/en/end-of-employment/layoff-permanent-layoff-br-dismissal-and-resignation/index.html)

3.6.2
Involuntary Termination 

Involuntary termination generally refers to those based on an employee's unsatisfactory performance or behavior on the job. Terminations are most often the final step when previous attempts to correct the performance or behaviors have failed to produce the desired improvements. The __________ follows and documents unsatisfactory performance through Corrective Action Process for employees, and the Problem Solving Procedure for managers.

When an involuntary termination of a manager or employee is considered, the Executive Director must notify the Board of Directors before such action is taken. 

The __________ may terminate an employee’s employment with notice or salary in lieu of notice as follows:

· Less than 3 months of uninterrupted service  -  No notice

· 3 month to 1 year of uninterrupted service   - 1 week

· 1 to 5 years of uninterrupted service  - 2 weeks

· 5 – 10 years of uninterrupted service  - 4 weeks

· 10 years and more of uninterrupted service  - 8 weeks

3.6.3
Voluntary Resignation or Transfer 

A minimum of a 2 week written notice of resignation for employees and 4 weeks for managers is generally expected when an employee voluntarily ends employment with the __________. This notice period may be modified by mutual agreement between the parties.  

"What notice must an employee give his employer when he quits his job?
While there is no mention of any requirement that an employee give his employer notice under the Act respecting labor standards, article 2091 of the Civil Code of Québec stipulates that a reasonable notice must be given by an employee who resigns. The reasonable notice must notably take into account the nature of the job, the particular circumstances under which this job is carried out, as well as the duration of the work."

http://www.cnt.gouv.qc.ca/en/end-of-employment/notice-of-termination-of-employment/index.html 

3.7
FIREARMS AND OTHER WEAPONS
Last updated: _________________

Applies to Management and Staff

Related policies: 

3.12
Performance Management

Supporting documents should include:


POLICY 
Firearms, explosives, flammable substances and other weapons of any kind are not allowed on __________ property. This includes, but is not limited to rifles, shotguns, pistols, BB guns, pellet guns, bows and arrows, stun guns, knives, and martial arts weapons. 

PROCEDURE

Possession of any firearm or other weapon on __________ property, including in an employee's automobile, is cause for corrective action up to and including termination.

3.8
INCLEMENT WEATHER
Last updated: _________________

Applies to Management and Staff

Related policies: 

3.2
Attendance

Supporting documents should include:


POLICY 
The __________ recognizes that adverse weather conditions can impact __________ operations. While every attempt is made to maintain normal operations and services for the benefit of employees and its families, it may occasionally be necessary to close the __________ when extreme weather conditions occur. In such circumstances, any decision to close operations is made by the Executive Director with support from the Board of Directors, if required.

PROCEDURE
3.8.1
Communication of Weather-related Closures 

Communication of any decision to close the __________, whether during standard office hours or non-standard hours (evenings, weekends or holidays), is initiated by the Executive Director  utilizing sources such as: local media; voice mail and e-mail messages to members; telephone calls to key employees; and announcement via the web site home page, if applicable. 

When a decision to close the __________ occurs while employees are at work, individuals will be notified.

3.8.2
Compensation 

__________ Closure - Limited Staffing Mode 

When a limited staffing mode of operation is implemented during weather-related closure of the __________, employees designated as critical to continuing operations are expected to make every reasonable effort to report to work. The Executive Director will determine which positions are designated as critical and will communicate this designation to employees. The __________ may elect to provide transportation to critical employees who are unable to report. 

Employees who report to work during a "limited staffing mode" will be paid according to the standards set forth by the “Act Respecting Labor Standards”

Management employees who report to work during "limited staffing mode" will be paid their regular pay amount and are not entitled to additional pay. 

__________ Closure - Limited Staffing Mode - Extended Shifts 
In circumstances where inclement weather conditions require limited staffing mode employees to remain at centre between regular or extended work shifts, the following compensation practices will apply: 

· Employees who work an extended shift during a limited staffing mode will be paid for all hours actually worked. Hours paid will not include hours spent sleeping or eating. Only hours actually worked will be counted in the calculation of overtime. 

· Employees who have met the 40 hours worked requirement for overtime while working when the __________ is closed will be paid the regular overtime rate of one and one-half times their base rate for all hours worked beyond 40 in that workweek. 

__________ Closure - All Others 
When the __________ is closed at the beginning of the day or shift, employees who are scheduled but not required to report will receive straight time pay for the hours scheduled to work. 

Employees who report to work because of a late announcement of closure by the __________ (i.e., an announcement made less than one hour before the start of the shift) will receive an amount equivalent to three hours of straight time pay in addition to their regular straight time pay in consideration of their having reported. This three hour payment is not counted as hours worked for overtime purposes. 

Employees not scheduled to work due to planned vacation, personal days, and leaves of absence will not be compensated for the closure of the __________ due to inclement weather. 

Weather-related Absences when the __________ Remains Open 

Employees are expected to make every reasonable effort to report to work during adverse weather conditions. Employees who are unable to report to work because of adverse weather conditions when the __________ remains open may use personal time to receive pay for the absence. 

If adverse weather conditions develop during the work shift, but the __________ remains open, an employee may request a voluntary early release from their manager. If the manager approves an early release, the employee may choose to take the time without pay or to use personal time. The __________ is responsible for completing the appropriate forms regarding the absence. Unpaid absences in these circumstances are considered occurrences under the __________ policy on attendance.

3.9
ISSUE RESOLUTION
Last updated: _________________

Applies to Management and Staff

Related policies: 

3.10.1 Employee Grievance procedure 

Supporting documents should include:
·   http://www.cnt.gouv.qc.ca/en/search-results/index.html     

· 
http://www.cnt.gouv.qc.ca/en/interpretation-guide/part-i/act-respecting-labour-standards/recourses-sect-98-to-135/recourse-against-dismissals-not-made-for-good-and-sufficient-cause-sect-124-to-135/124/index.html   

· 
http://www.cnt.gouv.qc.ca/en/documentation-centre/publications/our-publications/index.html#p1542 

POLICY 
The __________ values an environment that is open and respectful of all. It is extremely important that employees are treated fairly and that they receive prompt responses to issues or complaints that may arise in the course of their employment. Employees and managers are expected to make every reasonable attempt to work together in resolving problems. 

PROCEDURE 

3.9.1
Managers

When issues arise between a manager and his or her supervisor, it is ideal if resolution can be reached directly by the parties involved. When this is not possible, the issue may be raised with the next level of management. When necessary, a final response will be provided by the Board of Directors.

3.9.2
Staff

It is important that employees are treated fairly and receive prompt responses to problems and concerns.  For this reason, the __________ provides a grievance procedure to promote prompt and responsible resolution of issues raised by staff and managers.   This procedure may be used freely without fear of retaliation. 

3.9.3
Harassment 

For staff and manager issues involving allegations of Discriminatory Harassment or Sexual Harassment, refer to:


●
Discriminatory Harassment Policy


●
Sexual Harassment Policy

http://www.cnt.gouv.qc.ca/en/interpretation-guide/part-i/act-respecting-labour-standards/recourses-sect-98-to-135/recourse-against-psychological-harassment-sect-1236-to-12316/12310/index.html 

3.9.4
Mediation

Both the employee and the supervisor must agree to voluntary mediation and be willing to enter into a voluntary mediation agreement. The employee can also contact the “Normes du Travail” and the Board of Directors to initiate mediation.  In this case, the “Commission des normes du travail” will arrange for a facilitator for the mediation process.  It is on a voluntary basis.

 (Refer to : http://www.cnt.gouv.qc.ca/en/documentation-centre/publications/our-publications/index.html#p1666 under section Mediation to order pamphlets.) 

Prior to mediation all persons who will participate in the mediation process must agree that all matters disclosed and documents produced in the mediation shall remain confidential. The mediation will not be open to the public.  Statements made and documents produced in the mediation shall be considered settlement negotiations and shall not be used for any purpose in any subsequent proceedings concerning the mediated dispute.  

Normally, mediation sessions will involve only the employee, the Executive Director and the mediator. While the employee may obtain advice from anyone of his or her choosing before or after mediation sessions, the mediation sessions will be closed. Only the mediator may include additional parties if he or she feels it is appropriate. The parties will have 30 calendar days to work with the mediator to resolve the dispute. Exceptions to the 30 calendar day’s limitation will be granted on a case-by-case basis depending on the recommendation of the mediator.  For the mediation process with the “Normes du Travail”, refer to: 

http://www.aubasdelechelle.ca/vos-droits-au-travail-loi-normes-harcelement-psychologique-recours-non-syndiquees.html 

If mediation is conducted and the parties reach an agreement, the mediator  will prepare a formal written document outlining the terms of the agreement and will secure the appropriate signatures. If a signed agreement is reached through mediation the dispute is considered ended.

If the mediator finds that the parties are unable to voluntarily resolve their dispute, then the dispute resolution process is considered ended and no further actions may be taken by the employee.

The staff dispute resolution process is completed at the conclusion of the mediation and no further options are available through this process. 

Regardless of the outcome of this process, an employee shall not be retaliated against for raising concerns of this nature brought forward with a good faith belief that a legitimate problem exists.

Note: The __________ has the right to modify stated deadlines and the general procedures when, in its sole discretion, it deems such modifications appropriate. 

3.10
EMPLOYEE PROCEDURE FOR HANDLING COMPLAINTS
Last updated: _________________

Applies to Staff

Related policies: 

3.15
Corrective Action Procedures – Staff

3.16
Performance Evaluations

7.11
Psychological Harassment

Supporting documents should include:


·   Record of Complaint Form & Follow-up Form

·    Annex 1 – Procedure for Handling Complaints

POLICY 
It is important that employees are treated fairly and receive prompt responses to problems and concerns.  For this reason, the __________ provides a procedure for handling complaints to promote prompt and responsible resolution of issues raised by staff and management.  

PROCEDURE 
It is important that employees are treated fairly and receive prompt responses to problems and concerns.  For this reason, the __________ provides a procedure for handling complaints to promote prompt and responsible resolution of issues raised by staff and management.   This procedure may be used freely without fear of retaliation. The process outlined below should be used if an individual disagrees with a supervisor's action including any disciplinary action.  If the problem involves Discriminatory Harassment, Sexual Harassment and/or Discrimination, reference to those policies should be made to initiate a complaint. 
3.10.1
Step One:   

Discuss Complaint with Immediate Supervisor. 

The __________ encourages informal resolution of complaints. Employees should first discuss the complaint with their immediate supervisor within three (3) business days of the situation whenever possible.  If the complaint is not resolved as a result of this discussion, or such a discussion is not appropriate under the circumstances, proceed to Step Two. 
3.10.2
Step Two:   

Prepare and Submit the Employee Procedure for Handling Complaints Form to the Executive Director. 
If the employee feels the complaint was not resolved in discussions with his/her immediate supervisor, they may prepare and submit a formal written complaint for review by the person, to the Executive Director within seven (7) business days of the Step One discussion. The Executive Director will then review the complaint, and schedule a meeting with both parties to discuss the complaint. The meeting will ordinarily be held within five (5) business days of the receipt of the form. The Executive Director will issue a written decision, generally within five (5) business days of the meeting.  If the complaint is not resolved to the employee's satisfaction, they may proceed to Step Three. 
3.10.3
Step Three
Submit Employee Procedure for Handling Complaints Form to the Board of Directors. 
If the employee is not satisfied with the Step Two decision, they may proceed with the complaint within five (5) business days of receipt of the Step Two decision for review.  

General Information

The time limits above are subject to modification on a case-by-case basis due to operational requirements, in-depth investigations, etc. The Board of Directors shall have final authority to resolve any disputes regarding the implementation of this Procedure for Handling Complaints, including determination of the appropriate decision makers.

3.11
ORIENTATION PERIOD
Last updated: _________________

Applies to Staff
Related policies: 

Supporting documents should include:


·  Employee Orientation Package  

POLICY 
A newly hired employee's first few months on the job are critical. Supervisors invest valuable time and effort into finding the best-qualified individual for their needs. For the new hire this is a time of learning about the __________, about the expectations, and about the duties of their new position. Training and feedback on progress and performance are crucial to a new employee's success. 

The first (90) calendar days of employment for new staff employees are considered the Orientation Period. This is intended to provide new employees the opportunity to determine whether the position meets their expectations and to demonstrate their ability to achieve a satisfactory level of performance. Either the employee or the employer may end the employment relationship at any time during the Orientation Period, with or without advance notice. 

Applies to: 

· Newly hired, regular staff employees; 

· Rehired, regular staff employees; and 

· On-call and temporary employees hired into regular staff positions 

PROCEDURE 
3.11.1
Orientation Performance Evaluation 

The first 90 calendar days of employment serve as an orientation period for staff employees. Management should communicate regularly with new employees to assist in their transition and to assess their progress in learning the job duties. This communication sets the basis for the formal documented Orientation Review process which includes a review on or around the 45th day of the Orientation Period followed by another on or around the 80th day. 

The __________ reserves the right to terminate the employment of a probationary employee at any time during the Orientation period.

3.11.2
Extending the Orientation Period 

Occasionally a supervisor may need to extend the Orientation Period beyond the original 90-calendar day period. Examples when an extension might be warranted include: 

· the need for an extended period of absence during the first 90 day period, 

· job complexities that typically require longer than a 90 day training and evaluation period, or 

· the inclusion of holiday breaks in the Orientation Period where no work is performed. 

In such cases, the maximum extension is 90 calendar days and the extension must be communicated to the employee prior to the end of the first 90-calendar day period.

3.12
PERFORMANCE MANAGEMENT
Last updated: _________________

Applies to Management and Staff

Related policies: 

3.6
Employment Separations

3.12
Performance Management

Supporting documents should include:


·    Coaching  Procedures

·    Corrective Action Procedures – Management

POLICY 
The __________ values the contributions of all employees and strives to provide an environment where those contributions can be acknowledged. To that end, regular and open communication between employees and supervisors is necessary to provide the necessary information and tools to ensure that each employee has the opportunity for success on the job. 
PROCEDURE
3.12.1
Performance Expectations

The __________ expects a high level of performance, professionalism, and accountability from staff and management. Communication between the Executive Director and or the Supervisor and the employee regarding performance-related issues should occur on a regular basis and a formal Performance Evaluation, including a plan for employee development, should be conducted annually.    

3.12.2
Coaching 

Employees are encouraged to ask questions and request guidance from their supervisors whenever needed, and, through coaching, supervisors are encouraged to provide regular feedback to employees on their performance and on their continued development. 

When performance falls below expectations, supervisors may use a more formal approach to address the performance issue. All approaches should be documented in writing and kept in the supervisor's files for future reference. 

Coaching Procedures

3.12.3
Corrective Action - Managers

When a manager fails to meet communicated expectations and coaching and development plans fail to assist the manager in achieving the expected level of performance, resolutions up to and including termination of employment may occur.  

3.12.4
Corrective Action - Staff    

When coaching and development plans fail to assist an employee in achieving the expected level of performance, or when behavior or conduct is severe enough to require immediate corrective action, the __________ follows a policy of progressive discipline for employees consisting of a four-step process: 

· First Level Warning 

· Second Level Warning 

· Suspension without Pay 

· Termination 

Disrespectful, argumentative and confrontational behaviors with management, co-workers, parents and children will not be tolerated and will be subject to disciplinary measures.

The Executive Director must contact the Board of Directors before any termination of employment occurs. 

3.13
COACHING - PROCEDURES
Last updated: _________________

Applies to Management and Staff

Related policies: 

3.12
Performance Management 

3.14
Corrective Action Procedures – Management

3.15
Corrective Action Procedures - Staff

Supporting documents should include:


POLICY 
The __________ encourages open communication between employees and supervisors. It is the role of the supervisor to communicate job performance expectations to the employee. This communication exchange starts with the initial orientation and training of the new employee. As the employee performs the various job functions, it is essential for the supervisor to provide verbal feedback concerning the quality of work. 

PROCEDURE
Coaching is the ongoing process whereby the supervisor directs the development of the employee through regular performance feedback. If the employee is meeting the supervisor's expectations, positive feedback can be used to reinforce performance and further motivate the employee to even higher levels of performance. 

Further coaching occurs when there are performance problems to assist the employee in achieving a satisfactory level of performance prior to initiating any more formal resolution for managers or any Corrective Action for staff. In such cases, the supervisor should meet with the employee to clarify performance expectations and determine what obstacles are impeding the employee's ability to perform to standard. The problem could be a lack of clear instructions, a need for training, the lack of tools/resources, or the impact of another employee's behavior. Whatever the cause, it is supervisor's role is to minimize the barriers to acceptable performance and provide clear expectations for the employee. The job description can be a valuable tool for this purpose. 

The following may be helpful in preparing for a coaching meeting: 

· Before the meeting - Review relevant documentation. 

· During the meeting - State the problem in terms of expected performance vs. actual performance; allow the employee to respond; and jointly develop a solution. 

· After the meeting - Document the meeting, and, most importantly, follow-up. 

The counseling meeting should be viewed as developmental rather than punitive. For staff, the supervisor should stress that coaching is not part of the corrective action procedure, but that corrective action may result if the employee does not change the job behavior. Written documentation pertaining to the coaching meeting is not kept in the employee's personnel file, but it should be kept in the manager’s working file.

3.14
CORRECTIVE ACTION - MANAGERS - PROCEDURES
Last updated: _________________

Applies to Management and Staff

Related policies: 

3.13
Coaching Procedures

3.12
Performance Management 

3.15
Corrective Action Procedures - Staff

3.16
Performance Evaluations

Supporting documents should include:


POLICY 
The __________ expects a high level of performance, professionalism, and accountability from each manager. Managers are expected to maintain a routine work schedule, however, due to the nature of the work being performed hours and work schedules may vary. Communication regarding performance and attendance/punctuality issues should occur on a regular basis between a manager and the Executive Director. There is a formal, annual Performance Evaluation process that is designed to reinforce success and address specific areas for improvement. 

PROCEDURE
Communication of performance and attendance/punctuality problems should be documented in writing as a resource for future reference if needed. Failure to meet communicated standards and expectations, or any kind of gross misconduct by a manager, may result in discipline up to and including termination of employment. Depending on the particular circumstances, termination may occur for a first offense. 

Managers should discuss issues and concerns that arise throughout the year with their immediate supervisor and, if unresolved, with the next level of management and upward, as appropriate.  The Staff Employee Corrective Action Procedure and the Grievance Procedure do not apply to management.

3.15  
CORRECTIVE ACTION - STAFF - PROCEDURES
Last updated: _________________

Applies to Management and Staff

Related policies: 

3.13
Coaching Procedures (refer to point 3.12.2)
3.14
Corrective Action Procedures – Managers (refer to point 3.12.3)
3.16
Performance Evaluations (refer to point 3.11.1)
Supporting documents should include:


POLICY 
The __________ expects a high level of performance, professionalism, and accountability from staff. Employees are expected to maintain a routine work schedule, however, due to the nature of the work being performed hours and work schedules may vary. Communication regarding performance and attendance/punctuality issues should occur on a regular basis between a staff member and the Executive Director. There is a formal, annual Performance Evaluation process that is designed to reinforce success and address specific areas for improvement. 

PROCEDURE
Corrective Action Steps   

The __________’s policy of corrective action consists of four steps which are generally administered in progressive order. However, in some cases, the seriousness of the infraction or performance issue may warrant skipping one or more steps in the process. To assist supervisors in determining the appropriate level of corrective action in a particular situation, and to promote consistency in the application of the corrective action process (infractions and appropriate action steps). 

First Level Warning 

The first level warning is a formal method of informing an employee of a relatively minor violation of the __________ rules or of failure to perform job duties in an acceptable manner. Generally a first level warning occurs after an employee has received counseling from their supervisor related to the issue(s), and it is intended to encourage the employee to change the behavior. 

Second Level Warning 

The second level warning is used when performance and/or attendance problems persist or when action more severe than a first level warning is warranted. 

Suspension without Pay 

A suspension without pay of three or more scheduled working days is issued when performance and/or attendance problems persist or when the offense is so serious that a first and/or second level warning is not appropriate. Before an employee is suspended, _____________________________________

Termination 

If all prior disciplinary actions do not resolve the situation, or if the nature of the violation is so serious that a first or second level warning or a suspension is not appropriate, the employee is subject to termination. The supervisor must consult with a __________________________ before an employee may be terminated. 

Multiple Corrective Action Tracks 

Performance or behavioral issues are generally treated in one track of Corrective Action and attendance issues in a separate track. For example, an employee who has been issued a first level warning for a performance or behavior-related issue would receive another, separate first level warning for an attendance problem that warrants corrective action. If attendance is corrected but the performance continues to be sub-standard, a second level warning for performance may be warranted. 

Length of Time Corrective Action Remains Active 

Corrective action is active for a period of two years. Therefore, if there is cause for further corrective action within two years, the next level of corrective action normally will be taken. If it is more than two years, but less than five years, from the last similar corrective action, the same level of corrective action generally should be applied. If it has been five or more years since the last corrective action, no reference should be made to the previous corrective action. 

Corrective Action Memo Contents 

Any corrective action taken must be supported by appropriate documentation. When corrective action is initiated it should be documented in a written memo from the supervisor to the employee. The employee and the supervisor receive and retain a copy of the corrective action memo for their records while the original is forwarded to the _________________________________  for placement in the employee's personnel file. The corrective action memo should include the following: 

· The action being taken (i.e., first level warning, second level warning, suspension, or termination.) 

· The specific violation or problem for which the action is being issued. (e.g., performance, behavioral issues, or attendance) 

· Specific instances of problem behavior or violations including dates and times. 

· Review of past counseling discussions or corrective action steps, if any. 

· Description of the impact of employee's behavior on organization or work group. 

· Statement of expectations and established time frame to be achieved. 

· Description of consequences (e.g., if this step fails, you may be subject to further corrective action up to and including termination of employment.) 

· Reference to the Complaint Procedure for Staff (Non-exempt) and to the Employee Assistance Program, if appropriate, and how to access each. 

· Supervisor's signature. 

· Employee's signature (including the following statement: "Employee signature does not necessarily indicate their agreement, but only that they have received this memo.") If the employee declines to sign it, this should be noted on the memo. 

The corrective action memo should include vocabulary which can be easily understood by the employee and be stated in a factual and objective manner. 

Planning for the Corrective Action Meeting 

Before the Meeting 
· Conduct a thorough investigation of the incident or issue including interviewing the employee or any individuals who witnessed the incident or have firsthand knowledge of the performance problem. Be aware that if requested by the employee, a co-worker may be present during any investigatory interview. 

· Review any notes you have made regarding the problem, including supporting documents such as copies of previous Corrective Action memos, if applicable, memos, attendance records, or informal notes on counseling sessions. 

· If suspending or terminating the employee, review your plans with ______________________ and a _______________________________. 

· Prepare a draft of the corrective action or termination memo and an outline of the points you need to cover during the meeting. 

· Anticipate questions that the employee will likely ask and be prepared with answers or a commitment to get back to the employee if the answer is not known. 

· Arrange with the employee to meet with you in your office or other private area. Time the meeting when the employee is least likely to be confronted by co-workers, especially if a suspension or termination is being done. Most often, the end of a work day and end of a work cycle are preferred. 

During the Meeting 
· State the specific problem in terms of desired job performance as compared to actual job performance. 

· Review previous counseling sessions or corrective action steps that have been taken. 

· Give the employee a chance to respond and explain. 

· Describe for the employee the specific change in job performance you expect. 

· Ask the employee to confirm his/her understanding of your expectations. 

· Tell the employee the corrective action step you are taking (i.e., First Level Warning, Second Level Warning, Suspension without Pay, or Termination). 

· Indicate your confidence in the employee's ability to perform properly in the future, if appropriate. 

· Review the corrective action procedure and the consequences if stated expectations are not met. 

· Refer to the Complaint Procedure for Staff (Non-exempt) and the Employee Assistance Program, if appropriate, and how to access. 

· Give a copy of the signed corrective action memo to the employee. 

After the Meeting 
· Briefly summarize the meeting in writing for your files with factual comments and examples of what occurred. 

· Forward the original corrective action memo to the _________________________________. 

· Monitor the employee's performance and maintain open communication to provide the employee with the opportunity and support for correcting the problem.   

Terminations 

Termination of employment is the final action when all other appropriate steps have failed to achieve desired improvements. In addition to the guidelines previously stated in this document, there are additional considerations when the termination of an employee becomes necessary. For example: 

· It may be advisable to have a management witness present and/or security personnel on standby during the termination meeting. 

· Obtain information from the ______________________________________ in advance concerning such issues as benefits, insurance, and final pay. 

· Remember to confirm the employee's current address and telephone number. 

· Collect all __________ property in the employee's possession (keys, ID card, parking decal and access card, gate opener, pagers, cell phones, tools, manuals, etc.) 

Most importantly, take advantage of the support network that exists to assist in the various stages of Corrective Action. 

Infraction Guidelines 

The following list is intended as a general guideline. Individual circumstances are evaluated in consultation with the Executive Director when considering corrective action. Therefore, a fully inclusive listing of all the reasons that will justify corrective action and/or termination is not possible. Infractions are merely unacceptable conduct that could result in corrective action or discharge. 

3.16
PERFORMANCE EVALUATIONS
Last updated: _________________

Applies to Management and Staff

Related policies: 

3.11
Orientation Period

Supporting documents should include:


POLICY 
Performance Evaluations are a critical component of performance management and are most successful when managers and supervisors clearly define job performance expectations, recognize individual accomplishments, and identify specific areas for development. 

PROCEDURE
3.16.1
Annual Performance Evaluation 

Managers and or supervisors are responsible for ensuring that Performance Evaluations are completed at least once every twelve months. 

3.16.2
Orientation Performance Evaluation 

 Staff 
The first 90 calendar days of employment serve as a formal Orientation Period for employees. During this period the supervisor should be in regular communication with the new employee about their progress in learning and performing the position requirements. An Orientation Period Performance Evaluation should be conducted on or about the 45th day of employment and followed by another on or about to the 80th day of the Orientation Period. Supervisors should submit these Performance Evaluations to the Executive Director. 

3.17
ANNUAL PERFORMANCE EVALUATION - PROCEDURES
Last updated: _________________

Applies to Staff

Related policies: 

Supporting documents should include:


·    Staff Performance Evaluation form 

·     Performance Evaluation Process Checklist

POLICY 
Performance Evaluations are a critical component of performance management and are most successful when managers and supervisors clearly define job performance expectations, recognize individual accomplishments, and identify specific areas for development. 

PROCEDURE
Due Dates 

Performance Evaluations can be prepared at any time throughout the year and should be conducted for each employee at least every 12 months. 

Supervisor's Role 

Supervisors should provide guidance, coaching, and feedback to their staff throughout the year on job duties and responsibilities, performance goals and expectations, appraising the performance and future development opportunities. 

At least once a year, the supervisor should summarize these discussions in writing. The goal of the Performance Evaluation is to provide managers and staff with feedback on their performance and accomplishments for the previous year. As a result of this process, employees should have an understanding of their job responsibilities and supervisor's performance expectations. Also, through this process specific action plans are determined which will allow the employee to achieve established performance goals. 

Planning for the Performance Evaluation 

Before the Meeting 
To assist in ensuring timely and complete preparation for the review process, refer to the following suggested information: 

· Advise the employee that Performance Evaluations are being completed.  Set and communicate the dates of the planned reviews, and communicate how the Performance Evaluation process will be conducted. 

· Provide employees with their current job description, and direction on completing a self-review. 

· Complete a draft review taking note of items in the personal file, including: 

· Documentation or notes of previous discussions 

· Last year's Performance Evaluation 

· Performance expectations and job description 

· Goals and objectives for the previous year 

· Letters of commendation or complaint 

· Any other information relevant to the staff member's performance 


· Review the employee's performance and prepare the appropriate Performance Evaluation form, focusing on the entire year, not just recent events. 

· compare the employee's actual performance to established expectations 
and the job description 

·  Include any additional input, suggestions, and/or comments. No signatures at this time. 

· Finalize the draft Performance Evaluation. This should include any changes to the position description, rationale for ratings, goals and expectations, and development plan ideas. 

During the Meeting 
Meet with the employee to conduct the Performance Evaluation discussion on the predetermined date. This should be a two-way conversation starting with the discussion of the position description and ending with the employee's comments. This meeting should also include: 

· Any additional comments added to supervisor's copy of the review as appropriate which can be handwritten or included in a final draft; 

· Discussion of expectations for the upcoming year; 

· Joint determination of the development plan; 

· Employee comments and signature to the final version; 

· Your signature to the review as the supervisor. 

After the Meeting 
· Notes are recorded and passed on to the Executive Director to be filed in the employees personnel file.

3.18
PROFESSIONAL DEVELOPMENT AND LEARNING
Last updated: _________________

Applies to Management and Staff

Related policies: 

Supporting documents should include:


POLICY 
The __________ supports employees in their efforts to grow both professionally and personally. Managers are encouraged to approve employee requests to participate in development programs offered by the __________ whenever possible. Participation can result in the development or enhancement of skills necessary for success in present or future positions. 

Professional development and learning programs are offered throughout the year and at various times of the day. Employee development planning is designed to be a collaborative effort between an employee and supervisor. 

Training 

All Professional Development should facilitate training to meet specific needs and learning objectives of the __________. 

PROCEDURE

Requests to attend professional development activities must be submitted, in writing, to the Executive Director at least two weeks prior to attending the professional development event.

On the occasion where the __________ closes for a specific event, should a staff member refuse to participate, it will be duly recorded in his/her employee file and that employee will lose a personal day or the equivalent in salary.

3.19
PROFESSIONAL IMAGE
Last updated: February 24, 2010

Applies to Management and Staff

POLICY 

Each employee represents the __________ when interacting with families, visitors, and other employees. The __________ expects employees to report to work clean, neat, and dressed appropriately for their job. 

PROCEDURE

The __________ may establish additional appearance standards based on operational needs and should communicate these standards to employees. Factors to consider may include the work location, the physical requirements of the job, and health/safety practices. 

All employees should be neat, well-groomed and dressed in job-appropriate, safety-conscious attire.

It is to the discretion of the Executive Director and or the Coordinator to decide on the appropriateness of the attire for the work environment.

Standards include:

· No crop tops, miniskirts, short shorts, strapless tops, low rise pants.

· Ill fitting clothing, over-revealing attire or excessive cleavage.

· No midriff showing – front and back.

· No clothing with inappropriate logos, designs or expressions.

· Wearing proper footwear at all times. (Consider the safety implications of flip-flops, wedge and high heals.)

· Body piercing – no hoops allowed to be worn.

Earring and Necklaces – In order to consider the safety aspects of the work environment, it is strongly recommended that:

· Staff should be especially mindful of their choices in earrings and necklaces depending on the age group they are working with.

· Choices should include: studs, small hoops or “short” dangling earrings that are securely fastened to the ears, and all other jewelry that is non-hazardous to staff and children (eg. choking hazard), and is also securely fastened.

· It is to the discretion of the Executive Director and or the Coordinator to decide on the appropriateness of the jewelry for the work environment.

3.20
PROPERTY REMOVAL
Last updated: _________________

Applies to Management and Staff

Related policies: 

Supporting documents should include:


·   Form

·   Authorization for Removal of Non-Property  

POLICY 
The __________ has established the following procedures with regard to property and its removal from the centre.

PROCEDURE

Property 

· Disposal of any furniture or equipment considered capital assets must be authorized in writing by the Executive Director. 

· In all cases, prior written supervisory approval is required for the removal of any __________ property by an employee. 

· If approved, __________ property must be removed in an authorized manner with attention given to appropriate safety and property protection measures. 

Other Property 

Any property of __________ visitors or others may not be discarded or removed from __________ premises without written permission of the Executive Director.

3.21
BREAKS AND MEAL PERIODS
Last updated: _________________

Applies to Staff

Related policies: 

Supporting documents should include:

·   http://www.cnt.gouv.qc.ca/en/wages-pay-and-work/work-schedule/index.html 

POLICY 
To promote a productive and safe work environment, the __________ provides rest and meal periods using the following criteria: 

Employees Who Work At Least Eight (8) Hours: 
· Two paid, scheduled 10 minute rest periods per workday. 

· One unpaid meal period per workday. 

Employees Who Work At Least Six (6) Hours:
· One paid, 20-minute rest period per workday. 

· One unpaid meal period per workday. 

Employees Who Work at Least Four (4) Consecutive Hours: 
· One paid, 15-minute rest period per workday. 

PROCEDURE

Supervisors determine and advise employees of the rest period length and schedule. To the extent possible, rest periods are provided in the middle of work periods (e.g., mid-morning and mid-afternoon for 8-hour per day employees; after 2 hours of work for 4-hour per day employees). 

Meal periods are scheduled by supervisors to accommodate operating requirements. Employees are not compensated for this time, so they must be relieved of all active responsibilities and restrictions during meal periods. 

Employees should not be absent from their work stations beyond the allotted rest or meal period time and cannot forego rest or meal periods and apply this time to paid time off. Unless approved by the supervisor, employees may not forego rest or meal periods to leave work earlier than usual or combine rest periods with meal periods so as to extend the meal period.

Breaks

All employees are deemed to be at work during their breaks therefore cannot leave the premises.

For safety reasons, hot beverages are not permitted in the classroom or communal areas unless in a thermal mug with a secure lid. Plastic cups are permitted in the classrooms for cold beverages.

3.22
SAFETY
Last updated: _________________

Applies to Management and Staff

Related policies: 

4.18
Worker’s Compensation

Supporting documents should include:


· Refer to « Mutuelle de Prévention » http://www.csst.qc.ca/portail/fr/prevention/mutuelles/mutuelles_prevention_formation 

· Influenza Policy of the __________.  

http://www.pandemiequebec.gouv.qc.ca/fr/actualites/actualites.aspx 

http://www.msss.gouv.qc.ca/sujets/prob_sante/influenza/index.php?accueil 

http://www.cnt.gouv.qc.ca/fileadmin/pandemie/index.html 

POLICY 
Establishment and maintenance of a safe work environment is the shared responsibility of the __________ and employees at all levels. It is important that supervisors consistently enforce all rules and regulations associated with safety and be aware of any unsafe working conditions. Managers are also responsible for ensuring that each employee demonstrates safe working practices. Employees are responsible for following safe work practices as outlined by their supervisors and the __________, as well as for reporting immediately any unsafe situation to the proper authorities. Unsafe conditions should be corrected as promptly as possible. 

PROCEDURE

Supervisors should become familiar with and instruct employees on proper procedures and safe operating methods, including: 
· the potential hazards of equipment and/or chemicals they work with; 

· the hazard of the equipment or materials used or stored; 

· when and how to use personal protective equipment; 

· the proper reporting procedures for injuries, accidents, hazardous conditions or other safety concerns; and 

· the assessment of the physical surroundings to ensure work with equipment and chemicals can be safely performed. 

Managers are also expected to ensure that employees injured on the job receive proper medical attention. 

3.23
SEARCHES OF PROPERTY / PERSONAL BELONGINGS
Last updated: _________________

Applies to Management and Staff

Related policies: 

Supporting documents should include:


POLICY 
The __________ strives to provide a safe, pleasant, and secure environment for all members of the centers’ community. In an effort to provide such an environment, it may be necessary, on occasion, to search __________’s property such as lockers, desks, offices, computers and information stored in computers, data storage devices, and file cabinets. The __________ reserves the right to conduct such searches as appropriate. In most cases, the employee will be present during the search. 

PROCEDURE

In cases of suspected possession of illegal or unauthorized drugs, alcoholic beverages, firearms, weapons, or stolen property, or in cases otherwise involving some risk of harm, the __________ reserves the right to search an employee's personal belongings that are on __________ property. Such belongings might include but are not limited to articles of clothing, purses, briefcases, bags, and vehicles. 

Management normally conducts searches with a third party witness present; the employee's presence for the search depends on the reason for and nature of the search. The __________ will in most situations obtain employee consent prior to searching. If requested, employee consent to such a search is required as a condition of employment. Refusal to consent will result in corrective action, up to and including termination. 

3.24
UTILITIES EMERGENCIES
Last updated: _________________

Applies to Management and Staff

Related policies: 

Supporting documents should include:


·   Risk Management policies 

POLICY 
In the event of a power failure, water emergency, or serious telecommunications disruption, the __________ maintains all services that can function safely and reasonably. If it is necessary to close any part of the __________ during such emergencies, it is the __________ policy to reopen areas when three or more work hours remain after the utility is restored. 

PROCEDURE 
3.24.1
Communication of Utilities Emergencies 

The __________ recognizes the importance of communication to staff on all shifts when unexpected and extended outages occur. Therefore, announcements are made in as timely a manner as possible based on the particular circumstances involved. If the utility emergency results in the decision to close the __________, whether during standard office hours (Monday through Friday) or non-standard hours (evenings, weekends or holidays), communication is initiated by the Executive Director. Communication will be made as appropriate through the use of local media, voice mail and e-mail messages, telephone calls to key employees and announcement via the web site home page if applicable.  

Utility Emergencies Where Adequate Lighting Exists 

· Staff working in these areas should shift to duties that are non-utility dependent. 

· Work should continue only as safe work practices permit. Daylight, flashlights, or emergency light sources may be used. CANDLES, OIL LANTERNS, OR OTHER FLAMMABLE LIGHT SOURCES ARE NOT TO BE USED. 

3.24.2
Compensation 

Refer to the Normes du Travail (http://www.cnt.gouv.qc.ca/en/home/index.html )

Employees who are released from work during a utility emergency will be paid their regular straight time pay for hours worked and for hours scheduled, whether or not they are asked to return to work for the remainder of a shift if the utility is restored. Scheduled hours not worked do not count in the calculation of overtime for employees. Employees who do not report to work when called and those who cannot be reached will not be paid for hours remaining in the work day.

3.25
STAFF REPRESENTATIVE WITH THE BOARD OF DIRECTORS
Last updated: _________________

Applies to Staff

Related policies: 

Supporting documents should include:


·   Staff Representative Role with the Board of Directors

POLICY 
The Board of Directors welcomes, a duly elected representative from the staff, to sit on the Board in a volunteer, non-voting position.

PROCEDURE 
Internal elections are held and the board is informed of the outcome of such.

The designated Staff Representative is required to attend a Board Orientation training session. 

CPE Lachine 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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