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PERSONNEL POLICY

MANAGEMENT EMPLOYEES

Preamble
The Agency welcomes all new staff to a well-established child care organization with an excellent reputation of innovation and service to the community.  Each new employee brings her/his own skills, training and experience and every effort will be made to match the employee's skills with the needs of the Agency.  The employee will be assessed during a trial period, usually six (6) months and not more than nine (9) months.

The personnel policy for management employees is designed to attract and retain qualified management personnel and provides benefits that are competitive with other agencies.  It aims to recognize their special responsibilities and skills.

Management Employees
The management positions are:

· Executive Director

· Accountant / Manager of Finance and Administration

· Manager of Group Day Care

· Manager of Home Child Care

· Supervisor of Home Child Care

· Manager of Children’s Integration Support Services

· Supervisor of Children’s Integration Support Services

· Manager of Family Support Services

· Manager of Early Years Centre

· Manager of Human Resources


Payment of Salaries
Salaries are paid every two weeks.  Cheques may be deposited directly into the employee's bank account and the employee will receive an itemized statement of earnings and deductions.

Hours
The employee will arrange his/her regular seven (7) hour working day in agreement with the Executive Director.  The employee works a thirty-five (35) hour work week, based on a seven (7) hour work day.  The seven (7) hour day is spread over eight (8) hours with one (1) hour for lunch

Leave - pro-rated for employees working less than 35 hours a week

Annual Vacation
Less than one year

- 1 2/3 working days for each month

One year to 14 years

- 20 working days

After 14 years


- 21 working days

After 15 years


- 22 working days

After 16 years


- 23 working days

After 17 years


- 24 working days

After 18 years


- 25 working days

After 19 years


- 26 working days

It is important that employees take regular holidays.  Carry over of vacation leave is discouraged.  In special circumstances, employees may carry over up to four (4) days to be taken before the end of March of the next year.  Requests to carry over leave must be sent to the Executive Director in writing by November 30th of the year in which the vacation is earned.

Management Days
In recognition that managers are required to respond to the demands of their positions, sometimes outside of typical working hours, five (5)Leave days are offered each calendar year. Management days cannot be carried over to the next year. 

Statutory Holidays
Staff receive eleven statutory holidays per year as follows:

New Year's Day

Civic Holiday

Family Day


Labour Day

Good Friday


Thanksgiving Day

Easter Monday

Remembrance Day *

Victoria Day


Christmas Day

Canada Day


Boxing Day

*
Instead of Remembrance Day, there will be a floating holiday determined by mutual agreement with all employees of the Agency.

When a statutory holiday falls on a Saturday or Sunday, the Friday or Monday will be designated as the paid holiday.

Sick Leave


Sick leave is earned at the rate of 1 1/2 days for every month employed.  The unused portion of sick leave accrues up to a maximum of 130 days.

The employee may be required to produce a medical certificate from a doctor for any illnesses requiring an absence of more than four (4) days.

The scheduling of any and all leave should be done in consultation with the Executive Director.

Special Leave
Employees shall be allowed leave of absence with pay and without loss of benefits once in any calendar year, for each of the following reasons:

· Serious fire or flood in the employee’s household

up to three (3) days 

· Moving own household




one (1) day

· To be taken within 5 working days of the actual moving day

· Formal hearing to become a Canadian citizen

· Marriage leave
· Where no one other than the employee can provide for the needs during illness of an immediate member of his/her family (child, husband, wife, parents or common law spouse), an employee shall  be entitled, after notifying his/her supervisor, for up to ten (10) days leave with pay, and without loss of seniority and benefits.  This leave may be taken to allow the employee, or dependants, to attend appointments (doctor, dentist, and lawyer).

The total use of Special Leave shall not exceed ten (10) days in any calendar year.  At the discretion of the Executive Director, this clause may be waived.

An employee is entitled to a leave of absence with pay to write examinations to upgrade her/his employment qualifications pertinent to present employment.

Bereavement Leave
An employee is entitled to up to three (3) days for bereavement leave or up to five (5) days to include out of town travel.

Leave Forms
Leave forms must be completed accurately each month and approved by the Executive Director.

Maternity and Adoption Leave
This leave covers a period of up to twelve (12) months before and/or after the birth of the child(ren).

Payment for Maternity Leave:  Any employee who has completed the six (6) month probationary period will receive the following benefits. (All benefits are pro-rated for employees working less than 35 hours a week):

· 95% of 1/2 month's pay at the employee's current salary level to cover the first two weeks of leave (pro-rated for employees working less than 35 hours a week);

· Where an employee is not entitled to EI benefits, she shall receive a Supplementary Benefit of $250 per week commencing immediately after the payment mentioned above for a period of 10 weeks

· The weekly allowance of $250 mentioned above shall be prorated for an incomplete work week

· The weekly allowance of $250 mentioned above shall only continue for the period the employee remains on leave.

· Where an employee is entitled to EI benefits, she shall receive, concurrently with EI, $50 for up to 50 weeks for a cumulative total maximum of up to $2500.

· The total weekly allowance of $50 shall be prorated for an incomplete work week and shall only continue for the period the employee remains on leave.

· The employer's share of all Life, LTD, AD&D and Extended Health and Dental, where applicable.

These benefits are payable with the understanding that the employee will be returning to work for at least a period of 12 months.  If the employee fails to do so, they will be indebted to the employer for repayment of the supplementary benefits.

General Leave
An employee may request a leave of absence without pay; the request for general leave should be made in writing to the Executive Director.  Group benefits will be payable for two (2) months of such leave.

Employees on unpaid leave do not earn vacation or sick leave.  All leave is pro-rated for part-time employees.

Benefits
After the six (6) month probationary period is completed, the employee will be covered by all Agency benefit plans where applicable.  These plans are mandatory for all employees.

The benefits are:

· Accidental Death & Dismemberment 
Employer pays  50%

· Group Life Insurance



Employer pays  50%

· Long Term Disability



Employer pays 100%

· WSIB





Employer pays 100%

· Extended Health Care


Employer pays  75% *

· Dental Plan




Employer pays  50% *

* The employee may be exempt if covered by spouse's plan.

Registered Retirement Savings Plan

· Employer pays 6% of the salary which is matched by the employee.

· After ten (10) years of full time employment with ___________, the employer pays 8% which is matched by the employee.

All time accrued as a full-time agency employee contributes to the 10 year period. However, time accrued on a contract basis does not contribute toward the 10 year period. Part-time employment is prorated, e.g. an employee with 10 years in a half-time position accrues 5 years of service.

Mileage
The mileage paid for travel in the City of Ottawa is $0.427 per kilometre.  Other mileage paid as per duty travel policy. (See Appendix A)

Starting Salary
It is the policy of __________ that new employees are generally appointed at level 1 of the salary scale.  At the discretion of the Executive Director, other factors such as past experience, past years of service with the Agency, etc. may be considered.  The Executive Director is responsible for determining the starting salary of all new employees.

Annual Increments
Annual increments will be paid to employees at the beginning of the month following the anniversary date on which they were hired, subject to a satisfactory performance review.

Job Descriptions
Job descriptions are available for all employees and will be discussed with new employees and reviewed at the time of a performance review.

Termination of Employment
Lay Off
Decisions about lay off shall be made by the Board of Directors. The Executive Director shall inform the employee in writing, indicating the reason for the lay off, the timing and any severance payments.  Factors involved in lay off will include quality of performance and the needs of the program.

Resignation
An employee who resigns from the Agency is requested to provide the Executive Director with written notice indicating the date of resignation.  In the case of the Executive Director, the letter of notice will be sent to the President of the Board.

In order to fill positions promptly with the minimum disruption of service, the staff are requested to give four (4) weeks notice.  In the case of the Executive Director, an eight (8) week notice is requested.

Professional Dues
All professional dues relevant to employment will be paid by the Agency.  Receipts must be submitted.

Approved by the Board of Directors – April 25, 2001

Updated - December, 2004

Updated - August, 2006

APPENDIX A
Conferences, Seminars and Other Duty Travel
The Agency wishes to give all staff the opportunity for staff development but due to budgetary limitations, most staff development will take place locally.  With limited funding available, management will make a reasonable effort to give staff opportunities to attend out of town conferences.  Sharing rooms, automobiles and staying with local friends will increase opportunities to attend conferences and such co-operation will be appreciated by colleagues and management.  All travel plans should receive prior approval from management.

Travel
a) Mileage
All travel outside of the Ottawa city will be paid at $0.30 per km, however the total claim must not exceed the cost of the least expensive, feasible transportation available.

b) Other fares
These will be paid when necessary.

Meals (When not included in the conference fee)

Breakfast

$  8.50

Lunch

$ 12.50

Dinner

$ 25.00

Receipts to be provided for all meals.

Accommodation
The Agency will, when necessary, cover the cost of a shared room.  The Agency has the right to determine the cost of the room and this should be agreed prior to making a reservation.
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