
[image: image1.jpg]HR TOOLKIT




TOOL:  Sample Personnel Policies
POSTED:  March 2012
[Insert your organization’s name here]
PERSONNEL POLICIES

Revised

September, 2010

NOTE:  The following applies to permanent full-time or permanent part-time employees unless otherwise specified.

ARTICLE 1.  DEFINITION OF TERMS OF EMPLOYMENT

1.01 PERMANENT FULL TIME

Employee classified as full-time shall work the normal work week as determined by the employer as outlined in Article 2.

1.02  PERMANENT PART TIME
Employees who consistently work less than the regular work week, but, work on a permanent, pre-determined schedule.

1.03   CASUAL/SUBS
Employees classified as casual shall work on an on-call basis.

1.04   TEMPORARY EMPLOYMENT

Temporary employee shall mean an employee who is hired to fill a position for a specified and pre-determined period.

1.05   CHANGE IN HOURS OF WORK

Hours of work will be assigned by the Employer and may be altered in consultation with the Director.  Request for alteration in work hours shall be submitted in writing to the Director, seven (7) days in advance to the change in hours of work.

1.06   SENIORITY

Shall be defined as the length of an employee’s continuous employment as computed from the date on which he/she commenced work.

An interruption in continuous employment by leave of absence or sick leave shall not negate an employee’s previous seniority.

Casual and temporary employment shall not be considered in determining seniority.

1.07   PROBATIONARY PERIOD

On commencement of employment, all permanent employees shall be on probation during the first five months of employment.  After completion of the probationary period, seniority shall be effective from the date of employment. 

At any time during the probationary period, the employer may terminate the employee’s employment by giving one week’s notice, or pay in lieu, except where an employee is being discharged for irregular conduct and/or violation of Day Care rules, in which case employee is required to give one week’s notice if the employee wishes to terminate employment.

NOTE:  In the following articles the masculine refers to the feminine and vice versa irrespective to how the terms are used.

ARTICLE 2. HOURS OF WORK

2.01   A full time shift shall be deemed as 7 ½ hours per day.

2.02   COMPENSATION FOR ADDITIONAL HOURS WORKED

Upon authorization of the Director, employees shall be paid at the rate of time and one-half for hours worked in excess of 7 ½ hours per day.

In lieu of overtime pay, at the request of the employee, and with the consent of the Director, the employee may take time off, calculated at the appropriate overtime rate.

2.03   RATE OF COMPENSATION

Attendance at Early childhood conferences, workshops, and required training as defined by the Board, shall be determined as hours worked.  The employee may take equivalent time off; provided such time off can be arranged to the satisfaction of the director and the employee.

Staff will be given time and half off for the attendance of staff meetings.

2.04  CONDITIONS OF TIME-IN-LIEU USE

Time-in-lieu can be accumulated to a maximum of 37.5 hours within any given fiscal year.

Time-in-lieu cannot be used in addition to annual vacation leave during the months of July and august, except at the discretion of the employer.

ARTICLE 3.  STATUTORY HOLIDAYS

3.01  The following shall be considered statutory holidays with pay:

	New Year’s Day
	Labour Day

	Family Day
	Thanksgiving Day

	Good Friday
	Remembrance Day

	Victoria Day
	Christmas Day

	Canada Day
	Boxing Day

	Saskatchewan Day
	


ARTICLE 4. ANNUAL VACATION
4.01  Vacation means annual holiday with pay.

4.02   Vacation year means the 12 month period commencing September 1 and concluding on August 31st of the following calendar year.

During the 1st and subsequent years, including the 10th year of continuous employment with the Day Care, permanent full-time employees shall earn vacation leave at the rate of 1 ¼ days for each month worked. (15 working days per year).

During the 11th and subsequent years of continuous employment with the Day Care, permanent full-time employees shall earn vacation leave at the rate of 1 ½ days for each month worked.  (20 working days per year). 

4.03   Based on the employee’s current rate of pay, vacation pay for permanent part-time employees shall be calculated on the basis of vacation entitlement as established above, at the regular hourly rate of pay, effective immediately prior to the taking of vacation: 5 years or less of service, 3/52 of gross annual salary; over 5 year of service, 4/52; over 12 years, 5/52.

4.04   Annual vacation shall be regulated on a mutually agreed rotation plan.  The initial placing of employees in the rotation plan will be according to seniority beginning with permanent full-time and the permanent part-time; therefore, the rotation will take place in accordance with the agreed procedures established between the employees and the Director.

4.05   Where possible, vacation leave must be requested at least one month in advance and will be scheduled by mutual agreement with the Director.

4.06   Cut-off date for request of summer holidays will be May 31st. 

4.07   A maximum of 3 employees can be on vacation leave at any given time during the months of July and August, except at the discretion of the employer.

4.08   The vacation entitlement contained herein will be taken annually by all employees.  In exceptional circumstances and employee may make application for the carry-over of a maximum of 5 working days of vacation entitlement.  Such application must be made in writing and forwarded to the Director by August 31st, of the current year.

4.09  If a statutory holiday falls during an employee’s annual vacation period, the vacation period may be extended by 1 day at the discretion of the Director.

ARTICLE 5. LEAVE OF ABSENCE
5.01  Leave of absence without pay may be granted to the employee provided the employee furnishes valid reasons for requiring such leave and provided the employer can arrange for appropriate replacement should this be necessary.  All requests for leave of absence must be submitted in writing to the Director one month in advance.

5.02  For all leaves of absences without pay for a duration of 1 month or longer, written notice of intention to return to work or request for change of length of the leave, must be forwarded to the Director 30 days prior to the expiration of the original and/or subsequent leaves.

5.03  When leave of absence without pay is for 1 month or more, no sick leave or seniority will be accumulated for the entire period of absence and a new anniversary date will be established for increment periods. 

5.04  Request by employees for educational leaves of absence without pay must be submitted in writing to the Board.  At the Director’s and Board’s discretion and employee may be given educational leave in the child care field and the guarantee in writing of his/her job when they return.

The employee must give 30 days notice prior to leave commencement.

To qualify for educational leave, an employee must have been continually employed with the Day Care for a period of not less than 1 (one) year, unless special approval is granted by the employer.

Upon the employee’s return from educational leave, the employee will guarantee, in writing, to remain in continuous employment with the Day Care for a period of not less than one (1) year, unless otherwise specified by the employer.

5.05  An employee who has been employed by the Day Care for more than twelve (12) consecutive months shall be entitled to Parental leave without pay.  Notice in writings is required 30 days prior to taking the said leave.  A doctor’s certificate may be requested. Parental leaves of absence may be extended to a maximum of 12 months.  30 days notice is required prior to the extension of such leave.

5.06  Employees who adopt a child while employed with the Day Care for 12 months shall be eligible for adoption leave without pay for up to 12 months.  The employee shall give the Day Care notice of the possibility of adoption upon determination of eligibility.  Such leave will be granted with assurance that the employee will resume employment in the same position and at the same range of pay occupied prior to the granting of the leave.  30 days written notice is required beyond initial request.

5.07  Subject to the approval of the Director, bereavement leave with pay to an employee may be granted for death in an employee’s immediate family.  Such leave shall not exceed 5 working days in a fiscal year and shall not be chargeable to the employee’s sick pay credits.

5.08  Immediate family shall mean wife, husband, child, mother, father, sister, brother, sister-in-law, brother-in-law, mother-in-law, father-in-law, grandparents, grandparent-in-law of the employee.

ARTICLE 6. JURY DUTY
6.01  When an employee is subpoenaed for jury duty or as a court witness, such employees shall not suffer any loss of salary or wages while so serving.  The amount paid by the employer shall be the difference between the employee’s normal salary and the indemnity paid by the court. 

ARTICLE 7. SICK LEAVE


7.01  Sick leave means the period of time an employee is absent from work by virtue of being sick or disabled or because of an accident not covered by Workers’ Compensation.

7.02  Sick leave credits shall accumulate from the day of employment, on the basis of 1 working day sick leave credit per month for full-time and part-time employees, to a maximum of 12 working days per year.  A maximum of 5 unused sick days per employee will be allowed to be carried forward into the following fiscal year.

7.03  Leave of absence with pay, chargeable to an employee’s sick leave, may be made on the basis of pressing family illness. Requests to use sick leave for this purpose shall be made in writing to the Director.  Requests may be granted or may be rejected to an extent considered to be fair and reasonable. 

7.04  An employee who is unable to make necessary arrangements for maintenance of personal health care outside of scheduled work time may be granted time off with pay.  Approval is required in advance from the Director prior to attendance at appointments during working hours.  Such time will be deducted from accumulated sick time.  This will include regular eye or dental appointments.

7.05  An annual medical certificate is required for Day Care regulations.  There will be no deduction from sick leave credits for this annual examination.

7.06  Every employee who may be absent from duty on account of sickness or injury shall notify the Director as soon as possible prior to the commencement of the scheduled day’s work indicating the expected duration of such illness.

7.06  Every employee who may be absent from duty on account of sickness or injury shall notify the Director as soon as possible prior to the commencement of the scheduled day’s work indicating the expected duration of such illness.

7.07  A medical certificate will be required from employees reporting sick for 3 continuous days.  If a medical certificate will be obtained from a licensed practitioner.

7.08  Sick leave will not be grated for the actual period of Parental Leave.  However, an employee who becomes pregnant during her period of service with the Day Care, shall have access to sick leave credits for illness which may arise during the pregnancy while she continues active duty for the Centre.

ARTICLE 8. EMPLOYEMENT RELATED INJURY

8.01  All the workers are covered by the Worker’s Compensation Act of Saskatchewan.

8.02  Employees are required to report employment related injuries immediately to the Director.  An “Incident Report” form is to be completed and filed with the Director within 24 hours of occurrence of work-related injury.

8.03  Employees requiring the attention of a medical practitioner may be granted time with pay for attendance at such appointments, with prior approval of the Director.

ARTICLE 9.  PROGRESSIVE DESCIPLINE

9.01  It is the responsibility of all employees to adhere to the rules and regulations of the Day Care in the performance of their duties and to seek guidance when in doubt or when they are unable to carry out their responsibilities.

9.01  All staff have the right to know what aspects of their job performance or conduct is unsatisfactory.  Progressive discipline attempts to rectify unacceptable behaviour that adversely affects job performance.  It is applied by the director or designate in instances of misconduct.  Misconduct is behaviour that has the following characteristics:

· the employee knows, or could reasonably be expected to know, what is required.

· the employee is capable of carrying out what is required.

· the employee chooses to perform in a manner other than as required.

The discipline situation is essentially a situation for the employee to resolve; failure to do so will place employment at risk.

The Director will assist the employee in adopting the required behaviour and will acknowledge progress in this regard.

9.03  Once discipline is deemed necessary, consideration will be given to such factors as the seriousness of the action being disciplined in terms of the impact of the Day Care’s program, the employee’s length of service, their overall employment record, or other circumstances when may mitigate the discipline being imposed.

9.04  The steps that will be followed are:

1) Verbal notice.

2) If the undesired behaviour continues after one verbal notice, a written warning will be given to the employee with a copy placed in his/her personnel file.

3) After two written warnings, suspension without pay will be imposed of sufficient time to allow the employee to reflect.  The duration of the suspension will be specified in the written notice of suspension and will not normally exceed ten working days.

4) Dismissal.


Whenever disciplinary action is taken, other than dismissal, the Director will establish a date on which the employee’s performance will be reviewed.

9.05  Documentation of disciplinary action will remain on the employee’s personnel file for a period of one year following the date of discipline.

ARTICLE 10.  GRIEVANCE PROCEDURE

10.01  Every employee shall have the right to appeal against any decision or action of the Director or Board which affects him/her and which the employee considers to be unfair or unjust.

10.02  Replies to grievances shall be in writing at all stages.  The appeal procedure to be followed by employees shall be:

1) All employees shall be encouraged to approach the Director on an informal basis for the purpose of reviewing the grievance or complaint.

2) If the employee does not receive a satisfactory settlement of the grievance, it shall be submitted in writing within 7 working days of the occurrence to the Personnel Committee.  The employee and the Personnel committee shall discuss the grievance or complaint.  The Personnel Committee will reply in writing within 7 working days.

3) If the employee does not receive a satisfactory settlement of the grievance from the Personnel Committee, it shall be submitted in writing within 7 working days to the Board of Directors.  It should be submitted to the Chairman of the Board, who will discuss it with the employee and bring the grievance to a meeting of the Board of Directors within 7 working days.  The chairman of the Board will reply in writing to the employee within 7 working days.

The time limits specified above may be extended by the consent of both parties.  If the grieving party fails to take any of the steps within the time limits as set out, then it shall be deemed the grievance has been settled.

It is clearly understood that time limits established herein are the sake of procedural orderliness and are to be adhered to. Should either party fail to adhere to the time limits, the onus is on the party to show a justifiable reason for its failure to adhere to such limits.

ARTICLE 11.  HIRING PROCESS, PROMOTIONS AND VACANCIES
11.01  All vacancies and new positions shall be posted internally for 7 calendar days.

Information on posted positions will include:  job title, description of duties, basic requirements, educations, special requirements, hours of work, salary and closing date of position.

11.02  if no employees from within the Day Care Centre apply or meet the qualification of the position, the position will be advertised externally.

11.03  all advertised and posted vacancies shall be filled on the basis of:

· the relevance of the applicant’s experience and training to the demands of the vacant position.

11.04  where the qualifications and abilities of the internal candidates are deemed to be equal, the more senior candidate will be appointed to the vacancy or new position.

11.05  all candidates must apply in writing.

11.06  Interviewer: Director.

ARTICLE 12.  TERMINATION OF EMPLOYMENT
12.01  At any time after the probationary period, the Director may terminate employment        without notice for just cause.

12.02  employees absent for 1 day without permission shall be considered to have vacated their position, except in extenuating circumstances.

12.03  Notice of lay-offs shall be done in accordance with the Saskatchewan Labour laws.

Employees shall be paid in lieu of notice if such notice is not given.

Where an employee is re-employed after a lay-off, the rate of pay will be at the same step in the range for the position as at the time of lay-off.

ARTICLE 13.  OCCUPATIONAL HEALTH AND SAFETY COMMITTEE

13.01  The committee will be established to resolve health and safety concerns of children and staff.  The committee will function in accordance with the Occupational Health and Safety Act of Saskatchewan.

ARTICLE 14.  CONFIDENTIALITY OF CHILD INFORMATION

14.01  The information obtained in the course of providing service to children and families is privileged and must be maintained in confidence by all employees.

14.02  Any proven breach of confidentiality in any area may be cause for dismissal.

14.03  Child records, conditions and circumstances are only to be discussed with the Director.

14.04  Information relating to a child may be divulged:

1) to the custodial parent/guardian

2) upon receipt of a duly authorized court order

14.05  Children’s records must be kept in a file accessible only to authorized personnel – Director, staff, parent/guardian, Saskatchewan Social Services.

14.06  Use of children’s records for teaching or research must be authorised by the Director with parent/guardian consent.  If children’s records are used for research, individual confidentiality shall be maintained in handling of information and in any reporting or publication of findings.

14.07  All children’s records shall be retained for 6 years.

The authorized destruction of records shall be by effective shredding.

ARTICLE 15.  EMPLOYMENT MEDICALS

15.01  All employees being considered for positions with the Day Care shall be required to undergo employment medicals within their probationary period.  Immunization and other tests may be requested.

15.02  An annual medical examination is required by all Day Care staff.

15.03  The Board will pay for the annual medical certificate upon receipt from a medical practitioner.

15.04  Employees are eligible for health benefits which include life insurance, short and long term disability as well as health and dental coverage.  Premiums are cost shared by employee and employer.  These benefits are valid after 3 months of employment.

ARTICLE 16  PERSONNEL RECORDS

16.01  The Day Care will maintain a central registry of personnel records which will contain the following relevant information on all employees:

· application

· reference material

· job description

· salary

· performance appraisals

· sick leave and leave of absence for other reasons

· change in status

· training received or requested

· reason for termination

· other pertinent information

16.02  Access:

1) The Day Care recognized that employees have the right to expect that records containing personnel information are kept private from all unauthorized individuals.

2) Employees have the right to access their personnel file for any reason, including ensuring accuracy and completeness.

3) Access to personnel record is restricted to maintain confidentiality of material in the files.  The following are entitled to view personnel records:

· the employee – employees may view their own personnel file accompanied by the Director or supervisor

· centre supervisor

· Director

ARTICLE 17.  STAFF DEVELOPMENT

17.01  With prior approval from the Board, the Day Care may pay registration, salaries, out-of-pocket expenses, travelling expenses or a combination of expenses for employees attending workshops, seminars and meeting.

17.02  The Day Care shall provide a planned orientation program for new employees and in-service education programs for employees thereafter.

17.03  CPR, Fire Safety and First Aid courses are mandatory courses and the Day Care will be responsible for all cost regarding the above.

17.04  Financial assistance may be provided to permanent full time staff towards the tuition of the SIAST ECE Certificate and Diploma classes. 

ARTICLE 18.  MEALS

18.01  Staff will receive meals free of charge when eating with children during regular shift.

Article 19. PARKING

19.01  Staff shall have free parking at all locations as long as they are free to the Day Care. Plug-ins are available at some locations and are free as long as they are free to the Daycare.
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