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Introduction 
Manual Use, Purpose and Format  
The Human Resources Manual is one of several personnel documents of the West Scarborough 

Neighbourhood Community Centre (WSNCC). The other Human Resource documents include an 

Employee Handbook, Board Manual and an Orientation/Welcome Package. These documents all inform a 

Human Resource Management Plan outlining recommendations and implementation strategies directed at 

increasing organizational proficiency and sustainability. The Human Resource Manual is intended for use 

by the Senior Management and Staff of the WSNCC.  

 

The goals of the Human Resource Manual are to: 

 

1. Ensure that the organization has the human capacity to support the organization's goals and 

objectives; 

2. Provide effective recruitment, selection, retention, progression, succession and management of human 

performance to ensure creative leadership and a productive workforce; 

3. Create an enabling work environment that is in compliance with legislation, reflects leading practice 

and is responsive to board, management and employee needs; 

4. Provide structure, compensation, policies, standards, professional development/training, recognition 

systems, benefit programs and grievance handling to maintain a sustainable workforce; 

5. Foster a culture and enabling work environment which reflects organizational values and leading 

practice; 

6. Strengthen staff competencies, professionalism and leadership to increase program innovation and 

partnership development in service delivery and organizational sustainability. 

 

Policy Review and Revisions 
Policies will be reviewed on a regular basis by the Human Resource Committee for approval by the 

Board of Directors. Certain policies will be identified for regular review while others will be reviewed 

based on a change in the marketplace, funding etc. (i.e. growth in number of staff, changing legislation, 

changing services, changing government programs, changing funding requirements etc.). 

 

Staff Orientation  
Staff will review all agency policies and have ongoing access to all policies adopted by WSNCC. Staff  

will receive a copy of the Employee Handbook. Staff will be represented on the Human Resource 

Committee and are involved in developing policy recommendations and in the review of existing policies. 

WSNCC will provide opportunities for staff input as they provide a valuable perspective about what 

policies will be effective and promote staff compliance with policies and procedures.  

 

The manual is laid out in three sections: Section I - Operating Philosophy; Section II - Essential 

Organizational Policies; and Section III - Specific Employment Policies. 

 


