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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. 
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Section I: Operating Philosophy 
 

Background 
The West Scarborough Neighbourhood Community Centre (WSNCC) is a natural outgrowth of the West 

Scarborough Boys & Girls Club, which was initiated by the Scarborough Civitan Service Club and began 

as a Boys Club. Originating in 1956, the organization grew to the point where, in 1976, it became a fully 

integrated co-ed Boys and Girls Club.  

 

In November 1981 the organization transformed once again in response to the changing demographic. 

Thus services for adults and the elderly were introduced and in 1983 a child/parent drop-in centre was 

also initiated, serving another dominant sector of the neighbourhood. As early as 1984, an Employment 

Readiness Training Program for youth ages 15 to 24 was created to address skill development and 

potential employment placement for youth in the community.  

 

These program developments were foundational to driving the creation of a neighbourhood support 

centre. In 1985 a Supplementary Letter of Patent was issued to our agency under the name of the 

WSNCC. Two years later a Community Service Order program was initiated at the request of the 

Ministry of Community & Social Services to assist in the placement of young offenders with community 

agencies, to complete Court ordered community service hours.( program ended in 2011). This service has 

expanded to include a Youth Justice Committee and Adult Justice Committee with a Restorative Justice 

mandate required sanctioned alternative community services and diversion programs and mediation 

programs as alternatives to the traditional court process. ( the Adult Justice Committee program ended in 

2009). 

 

A Self-Directed Studies Literacy program for youth began in 1987, as a result of the demonstrated need 

for the improved literacy of Metro Youth Job Corps participants. In 1988 the West Scarborough Italian 

Association was formed as a direct result of the organization’s involvement in the United Way 

Multicultural Development (MAROD) project. Services were provided to serve the large number of 

Italians within the WSNCC catchment area. This MAROD project was expanded to include 5 other 

Scarborough agencies with West Scarborough as the lead agency. WSNCC continues to expand its 

services to the elderly and anticipates new social and health services support will be necessary as some of 

this demographic becomes less mobile. 

 

Next, a Housing Access Project for youth was begun in the spring of 1990 on a pilot basis. During this 

time the Neighbours East Child/Parent Centre and a Child Care Registry merged with WSNCC. Due to 

increasing demand for programs/services for children and youth the Boys and Girls Club developed a 

partnership for service delivery with the Birchmount Bluffs Centre in 1995. Then in 1999, because of the 

tremendous reputation for leadership WSNCC was appointed trustee for Scarborough Crossroads. Since 

this time WSNCC has been involved in a substantial way in providing expertise and programming 

through its Family Resource Services Division with several sites hosting Ontario Early Years Centres. 

 

Since the mid-nineties through to present the increasing demand for employment preparation, training, 

skill development and placement in disadvantaged communities with increasing populations of visible 

minorities was recognized. Various programs were instituted that still have tremendous relevance today. 

These include ESCAPE self Employment, Gateway Café Youth Employment, Greystone Pre-

Employment, Ontario Works Employment Placement, Get in Gear, Malvern Youth Community 

Employment and Training and the Retail Employment and Training Programs. Due to a lack of resources 

not all of these projects have continued. In 2016, however, we are very pleased to continue with the 
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Toronto Youth Job Corps program, Malvern Youth Community Employment Program, Gateway Café 

and Ontario Works. 

 

West Scarborough Neighbourhood Community Centre continues to be among one of the best human 

service organizations in the City. The reputation of the organization is such that representatives or 

delegates from the organization are often asked for their expertise and/or leadership on community and 

provincial boards, coalitions or at workshops. They provide many volunteer hours in the support  of 

efforts as a model in providing services in other areas outside their immediate jurisdiction or pro-offering 

advice on policy, legislation, funding and advocacy issues. 

 

Services for children, youth and the elderly from increasingly ethnically diverse neighbourhoods continue 

to be the priority for the WSNCC. The organization has the commitment and expertise to provide 

exceptional programs and services to their constituents. The organization takes a leadership role in 

cultivating and recruiting phenomenal volunteers and seeking and developing collaborative partnerships 

with other service providers, business and community agencies. 
 

Mission Statement  
The primary mission of the West Scarborough Neighbourhood Community Centre is: To offer 

neighbourhood programs and services designed to enhance the well-being of people in the context of their 

community, culture and environment. 
 

By way of an adaptive service framework, the Centre fosters social interaction and mutual aid, personal 

growth, mental and physical health, environmental education and awareness, self-help and community 

participation. 

Vision 
People first through service excellence 

People, Helping People, Help Themselves 
 

West Scarborough Neighbourhood Community Centre will: 

 Be recognized as one of the City’s best human service organizations providing affordable, relevant and 

accessible services; 

 Ensure the long term financial security and sustainability of its operation; 

 Be an ideal partner for joint ventures and strategic alliances; 

 Continue to be an innovative, efficient and accountable organization with sound planning, fiscal 

practices and strategies; 

 Continue to serve the needs of our diverse community; 

 Advance its capacity as a learning organization with the competency to evolve and renew itself. 
 

WSNCC practices and promotes:  
 Recognition of the interdependence of individuals, families and the community at large; 

 Appreciation and sensitivity to all social and cultural groups; 

 Equal access, opportunities and interaction between all members of the community; 

 Initiation of new and cost efficient human service programs and projects; 

 Maximization of financial human resources 

 Prioritization of programs and services most essential to the well-being of individuals, families and 

the community 

 Ongoing research, assessment and reporting of local human needs and resources 
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Values 
Our values are the guiding principles which govern the actions of the WSNCC. 

 

Accountability 
We operate with optimum professionalism, efficiency and effectiveness 

Advocacy 
We actively promote causes and social policy that ameliorate the quality of community life 

Community Development 
We support the process of developing active and sustainable communities based on social justice and 

mutual respect.  We support the removal of barriers that prevent citizens from full engagement. 

Equity and Access 
We value and promote equality and access in the context of a pluralistic society 

Excellence 
We promote excellence in service to users 

Information and Literacy 
We believe in the importance of an informed and literate community 

Innovation 
We believe in the idea of performance and growth through improvements in efficiency, quality and 

service provision. 

Interdependence 
We believe in the interdependence of individuals, family and community at large 

Leadership  
We support innovation, creativity, and visionary leadership 

Partnerships 
We will actively seek out public and private partners in our efforts to continuously improve and support 

programs and services that are required in an ever-changing, vibrant community.  We will leverage 

resources to ensure maximization of potential. 

Quality Service 
We are driven by the primacy of service with dignity and respect 

Volunteers 
We promote and facilitate volunteer involvement in all facets of our operation 

 

Board Governance 
Board Governance is defined as: "The exercise of legitimate authority, direction, oversight and control of 

an organization in order to ensure that its purpose is achieved and that there is proper accounting for the 

ethical conduct of its affairs and the results of its activities." 
(Source: Gil, Mel. Retrieved from: http://www.charityvillage.com/cv/research/rbod18.html) 

 

The WSNCC, delegates the authority for day-to-day administration and management of personnel to its 

Executive Director. The Board of the WSNCC is ultimately responsible for ensuring sound management 

and human resources practices. See Appendix C for specific roles and responsibilities for human resource 

management. 

 

Operating Philosophy 
WSNCC is governed by a well functioning, enthusiastic Board of Directors committed to:  

 Acting in good faith and in the best interest of the organization; 

 Undertaking strategic planning to establish goals, objectives and priorities for WSNCC in meeting the 

needs of the community; 

 Approving policies as presented by staff 

http://www.charityvillage.com/cv/research/rbod18.html
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 Promoting and supporting WSNCC services through community networking and the encouragement of 

strategic partnerships; 

 Overseeing the operations of WSNCC to ensure the sustainability of the organization; 

 Being accountable to financial institutions, funding agencies, government programs and private 

supporters for financial and program support; 

 Being accountable and seeking nominations for election to the Board when appropriate;  

 Fostering a positive working relationship with other Board members, staff, volunteers, participants and  

partners; 

 Being aware of and abstaining from any conflict of interest.  

 

Principles 
The Directors of the Board, senior management and staff advocate and support the following principles of 

the organization: 

1. Newcomers to the community (both individual and organizations) are encouraged to participate. 

2. The WSNCC encourages an appreciation of diversity. 

3. All activities are of high quality and focus on enhancing self-esteem and a sense of belonging. 

4. The WSNCC shall provide a caring environment. 

5. Growth, recognition and a positive lifestyle for all involved in WSNCC is the focus.  Everyone is 

approached with respect and understanding.  

6. Needs of participants, volunteers, staff and board members are assessed and met (as fully as possible). 

7. Resources (human and material) are fully utilized including the facility itself. 

8. Involvement and input of users into planning and delivery of programs and services is encouraged and 

supported. 

9. In carrying out the stated responsibilities, WSNCC is committed to treating all employees fairly and 

to creating a work environment that encourages high productivity, and provides employees with a 

sense of dignity and self-respect.  

10. WSNCC is an equal opportunity employer and it will not tolerate unfair or discriminatory practices.  

 

Diversity Statement 
WSNCC promotes and facilitates volunteer involvement in all facets of our operation.  The organization 

recognizes that the multicultural make-up of our neighbourhoods is a source of enrichment and strength 

and therefore strives towards a diverse representation of staff and volunteers which reflects the 

composition of our community. WSNCC will actively communicate this commitment to participants, 

staff and community. As such the agency, Board, staff and volunteers will: 

 

1. Always act with fairness, honesty, integrity and openness; respect the values and customs of others;  

2. Treat all with equality, dignity and respect for diversity without regard to gender, race, colour, creed, 

ancestry, place of origin, political beliefs, religion, marital status, disability, age, or sexual orientation; 

3. Actively communicate that all program participants, volunteers and staff have the right to be free of 

race and ethnic discrimination and prejudice.  

4. Demonstrate inclusiveness and honour the integrity of our multi-cultural community in all policies, 

community relations, recruitment practices, staff and volunteer development, and the delivery of 

programs and services.  
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Core Programs and Services 
Community Support 

Employment 

Recreation, Culture and Education 

 

Goal 
The organization operates its core programs and services within a financially sustainable framework and 

with the objective of improving the quality of life of those served. 

In meeting this goal the organization pursues the following strategies: 

 Offer core services that are affordable, relevant and accessible; 

 Deliver programs and services within established standards, protocols and procedures; 

 Expand services to children, youth, families and seniors in neighbouring communities; 

 Conduct program evaluations and needs assessments to ensure quality services; 

 Work in partnership with others to maximize services and resources; 

 Operate within a safe, educational and fun environment; 

 Introduce new services as needed and financially viable; 

 Secure and upgrade appropriate space for all programs and services 

 

Definition of Terms 
Protocol – An accepted set of governing behaviours (code of conduct) occurring in a predictable and 

logical sequence which all parties understand 

Policy - A formal statement of a principle or rule that members of an organization must follow. Each 

policy addresses an issue important to the organization’s mission or operations. 

Procedure - Steps or instructions carried out to implement a policy. 

Affirmative Action - A process by which equality in the workplace is achieved through the active 

elimination of systemic discrimination.  

Board - Governance of the organization shall be vested in a Board of Directors for the purpose of 

providing management and direction for WSNCC 

Employer – The West Scarborough Neighbourhood Community Centre  

Employee – any individual in the organization whose work and/or services are under the direct control 

and is on the active payroll of the WSNCC. 

Probationary Employee – an employee who is newly hired to fill a permanent full-time or part-time 

position. All new employees shall begin their employment with a 3 month Trial Period (probationary 

term). During this time the employee will be considered as being employed on a trial basis before 

becoming a permanent employee.  Trial Periods may be extended to 6 months. 

Permanent Full-Time Employee – an employee who has successfully completed the ‘Trial Period’ and 

has been officially hired by WSNCC to work 40 hours per week on a continuous basis throughout the 

calendar year for the organization.  

Permanent Part-Time Employee – an employee who has successfully completed the ‘Trial Period’ and 

has been officially hired by WSNCC to work less than 40 hours per week throughout the calendar year 

for the organization and are paid on an hourly basis. 

Casual Part-Time Employee – a non-permanent employee working on a particular program or project 

with a definite start and finish date. Individuals are paid on an hourly basis and do not have a permanent 

weekly roster or receive the same entitlements and benefits as permanent part-time employees. 

Contractual Employee – an individual who is hired for a particular task over a specific period of time to 

carry out the objectives of a program or special project.  (specific details of each contract will be outlined 

in the letter of employment) 

Temporary Casual Employee – An individual who is called from time to time to work on a casual basis 

to perform a particular task or job. Paid on an hourly basis. 
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Co-op Education or Program Student – An individual who performs work under a program approved 

by a secondary school, college or university. 

Executive Director - An Executive Director shall be appointed and employed as an Officer of the 

organization, responsible to the Directors for the day to day management of the organization’s affairs, in 

accord with the organization’s objects. 

Senior Management – Consists of the Executive Director, Program Director and Accounitng and 

Support Services Manager. 

Divisional Coordinator – An individual who supervises and manages a Division that consists of more 

that one program 

Program Coordinator – An individual who supervises and manages one program 

Earnings –the rate of regular remuneration for employment excluding overtime or premium payment 

WSNCC –West Scarborough Neighbourhood Community Centre, its affiliates or programs under the 

administration thereof. 

Satellite Facilities –facilities other than WSNCC and located in other areas of Scarborough for the 

specific purposes of delivering WSNCC programs and services. These facilities include satellite sites: 

 Scarborough Agincourt Ontario Early Years Centre - 2900 Warden Avenue, Suite 347a, Toronto, 

Ontario M1W 2S8 

 Scarborough Southwest Ontario Early Years Centre - 2555 Eglinton Ave. E., Suite 212, Toronto, 

Ontario M1K 5J1 

 Gateway Café – 2763 Unit 3 Danforth Avenue, Toronto, Ontario M4J 1N4 

 Toronto Youth Job Corps – 1919 Lawrence Avenue East - Suite 303,Toronto, Ontario M1R 2Z6 

 Malvern Pre-employment Program - 180 McLevin Road, Toronto, Ontario  

 North Scarborough Boys & Girls Club (various locations)  

 Birchmount Bluffs Site Boys & Girls Club - 93 Birchmount Ave. Toronto, Ontario M1N 3J7 

Human Resource Committee – A Standing Committee of the Board of Directors which develops and 

reviews standards of Human Resource Policies and Practices. 

Coordinator’s Council – The Coordination Team is made up of Program Coordinators who meet on a 

regular monthly basis to discuss programming and facility issues. 

Management Team - The Management Team is made up of the Divisional Coordinators who meet on a 

regular monthly basis to discuss operational, management, service delivery, financial, marketing, and 

administrative concerns. 

Divisions – The WSNCC is made up of the following Divisions: Accounting and Support Services, 

Children and Youth Services, Family Resource Services, Senior Services, Youth Justice Services and 

Skills Division. 

Programs – The WSNCC offers a wide variety of programs and clubs that cater to different age groups, 

needs and interests including: Ontario Early Years Centres; Boys and Girls Clubs; Playcare; Aquatics; 

Adult Wellness Programs, Toronto Youth Job Corps; Malvern Youth Community Employment program; 

Gateway Café; West Scarborough Seniors Club; Scarborough Italian Association; Congregate Dining; 

Transportation and Shopping, Extra Judicial Sanctions, and Youth Justice Committees. 

 

 



 



 

SECTION I – OPERATING PHILOSOPHY 

 

CATEGORY:    Responsibilities for Human Resource Management 

 

SUBJECT:          Board Responsibilities 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    1.1 

 
PAGE:   13 

 

REVISED:  

 

PURPOSE  
To identify the roles of the Board of Directors in the development and implementation of human 

resources policies and matters.  

 

POLICY: 
The Board of the WSNCC will be responsible for and oversee appropriate human resources policies and 

procedures that will guide the approach and actions of its personnel.  

 

The Board of the WSNCC will conduct the business of the organization in a manner that will reflect the 

organization’s mission and guiding principles.  

 

The Board of the WSNCC will guide a positive, respectful work environment that enhances staff 

relationships through appropriate mechanisms of communication, decision-making and evaluation.  

 

The Board of the WSNCC will maintain and pursue all efforts to achieve a sound financial position for 

the organization.  

 

The Board of the WSNCC will ensure that employees have knowledge of their rights and responsibilities.  

 

The President of the Board shall preside on the Human Resource Committee.  

 

PROCEDURES  
 The Board of the WSNCC will: 

1. Adopt and review the Terms of Reference, role and responsibilities of the Human Resource 

Committee;  

 

2. Study, review recommendations and adopt changes related to Human Resource policies and 

procedures and personnel matters submitted by the Human Resource Committee including but not 

limited to: 

 Hiring, performance reviews or dismissal of Executive Director  

 Approval of all Human Resource policies; 

 The review of issues that are exceptions to policy;  

 Receive information on the termination of employees; 

 Address circumstances surrounding any criminal charges laid against an employee that relates to 

her/his work at WSNCC. 
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SECTION I – OPERATING PHILOSOPHY 
 

CATEGORY:    Responsibilities for Human Resource Management 

 

SUBJECT:          Employer’s Responsibilities 

 

APPROVED:     November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    1.2 

 
PAGE:   14    

 

REVISED: 

 

PURPOSE  
 

To outline our organization’s specific responsibilities towards each staff member of our organization.  

 

POLICY: 
WSNCC will develop and actively maintain appropriate human resources policies and procedures that 

will guide the approach and actions of its personnel.  

 

WSNCC will conduct the business of the organization in a manner that will reflect the organization’s 

mission, goals and values while incorporating the divisions guiding principles.  

 

WSNCC will make all attempts to create a positive, respectful work environment, enhancing staff 

relationships through appropriate mechanisms of communication, decision-making and evaluation.  

 

WSNCC will maintain and pursue all efforts to achieve a sound financial position for the organization.  

 

WSNCC will ensure that employees have knowledge of their rights and responsibilities.  

 

PROCEDURES  
  

1. WSNCC will provide staff with an outline of the Human Resources Manual, Employee Handbook, 

Orientation Guidelines, Performance Management Program, Risk Management Plan, Health and 

Safety Plan, Discrimination and Harassment Guidelines and other documents as determined. 

 

2. WSNCC will provide a job description for each employee.  
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SECTION I – OPERATING PHILOSOPHY 
 

CATEGORY:    Responsibilities for Human Resource Management 

 

SUBJECT:           Human Resource Committee 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    1.3 

 
PAGE:   15 

 

REVISED: 

 

PURPOSE  
To oversee the implementation of Human Resource policies and procedures. 

 

POLICY  
The Human Resource Committee will be expected to reflect WSNCC’s mission statement and philosophy 

within their Terms of Reference and deliberations.  

 

The Human Resource Committee is a Standing Committee of the Board of Directors which develops and 

reviews standards of Human Resource Policies and Practices. 

 

The Human Resource Committee shall include at least one individual knowledgeable in the area of 

personnel practices who is neither Board nor staff and one non-management staff member elected by 

his/her fellow employees. 

 

The committee will consist of: 

 The President of the Board of Directors 

 The Vice-President or one other Director 

 The Executive Director 

 The Manager of Resource Development 

 One individual with personnel management expertise 

 One staff representative elected by the staff 

 

PROCEDURES 
1. Study, review and submit to the Board recommendations on personnel matters which may include 

leadership, salaries, benefits, working conditions or position descriptions. 

 

2. Identify personnel issues which need to be reviewed and addressed such as salary banding. 

 

3. Recommend appropriate action to the Board of Directors with regards to policies, issues, trends, etc. 

 

4. The Chairperson of the committee will make recommendations to the Board of Directors on behalf of 

the committee. 
 

Process of Staff Representation 

1. All full time staff (those working 40 hours per week) will be given a copy of this document along 

with a nomination form. 

 

2. To be eligible for nomination it is important that any representative be knowledgeable in all areas of 

WSNCC and be able to speak to the Human Resource Committee in a thorough and competent 

manner. 
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3. Each full-time staff will be asked to nominate one staff member.  

 

4. The three employees who are most nominated will be approached to accept nomination. 

 

5. If necessary an election will be held to determine which of the three staff nominees will serve as the 

staff representative on the Human Resource Committee. 

 

6. Board and staff will be notified of the new staff representative. 

 

7. They will begin their duties immediately after the Annual Meeting or once elected. 

 
Employee Representative’s role on the Committee 

1. Staff will act in an advisory capacity and as a full voting member. 

 

2. It is the responsibility of the employee representative to report back to staff through individual or 

team consultation. The representative will act as a liaison between staff and the committee.  

 
3. As per the Freedom of Information and Privacy Act the employee representative will not have access 

to personnel records, however, if an employee wishes to release this information to the representative 

they may sign a waiver to this effect allowing the Executive Director or designate to review the 

employee’s Personnel Record in their presence. Otherwise issues will be dealt with in general terms.  

 
Meeting Schedules 

The Human Resource Committee should meet at least twice per year to identify priorities or issues. Other 

meetings are to be scheduled as issues arise. 

 
Reporting Procedures 

This committee is accountable to the Board of Directors. 
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SECTION I – OPERATING PHILOSOPHY 
 

CATEGORY:    Responsibilities for Human Resource Management 

 

SUBJECT:          Executive Director’s Responsibilities 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    1.4 

 
PAGE:   17 

 

REVISED: 

 

PURPOSE  
 

To outline the organization’s specific responsibilities towards each staff member of our organization.  

 

POLICY: 
The Executive Director is responsible for the administration of the Human Resources Policy (although 

he/she may delegate to other managers or the Manager of Resource Development):  

 

The Executive Director will develop and actively maintain appropriate human resources policies and 

procedures that will guide the approach and actions of its personnel.  

 

The Executive Director will conduct the business of the organization in a manner that will reflect the 

organization’s mission, goals and values and divisional guiding principles.  

 

The Executive Director will make all attempts to create a positive, respectful work environment, 

enhancing staff relationships through appropriate mechanisms of communication, decision-making and 

evaluation.  

 

The Executive Director will maintain and pursue all efforts to achieve a sound financial position for the 

organization.  

 

The Executive Director will ensure that employees have knowledge of their rights and responsibilities.  

 

PROCEDURES  
  

1. Ensuring staff recruitment, hiring, orientation, on-going supervision, support, performance 

management, behaviour management and the maintenance of adequate and confidential personnel 

files of all paid personnel are carried out in a timely, professional manner according to the agencies 

policies and procedures  

 

2. Receiving and reviewing all requests from a supervisor for progressive discipline or termination;  

 

3. Ensuring that employment agreements with new employees are prepared and properly executed.  
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SECTION I – OPERATING PHILOSOPHY 
 

CATEGORY:    Responsibilities for Human Resource Management 

 

SUBJECT:          Manager of Resource Development Responsibilities 

 

APPROVED:     November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    1.5 

 
PAGE:   18 

 

REVISED: 

 

PURPOSE  
 

To ensure human resource polices as they relate to fundraising and resource development are relevant to 

the organization, reflective of current best practice and comply with existing legislation. 

 

POLICY: 
The Manager of Resource Development will develop and actively maintain appropriate human resources 

policies and procedures that will guide the approach and actions of its fundraising personnel and 

volunteers.  

 

The Manager of Resource Development will conduct the business of the organization in a manner that 

will reflect the organization’s mission and guiding principles.  

 

The Manager of Resource Development will make all attempts to create a positive, respectful work 

environment, enhancing staff and volunteer relationships through appropriate mechanisms of 

communication, decision-making and evaluation.  

 

The Manager of Resource Development will maintain and pursue all efforts to achieve a sound financial 

position for the organization.  

 

The Manager of Resource Development will ensure that employees and volunteers have knowledge of 

their rights and responsibilities.  

 

PROCEDURES  
  

1. The Manager of Resource Development will implement an annual review process to review, revise 

and approve Human Resource policies and procedures related to fundraising and resource 

development. 

 

2. The Manager of Resource Development will provide the Executive Director and Human Resource 

Management committee documentation required to review, revise and approve fundraising and 

resource development policies and procedures related to Human Resource Management. 

 

3. The Manager of Resource Development will assist in assessing and updating WSNCC responsibilities 

for fundraising and resource development as part of Human Resource Management on a regular basis. 

 

PLEASE NOTE:  Position currently unavailable due to funding constrains. 
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SECTION I – OPERATING PHILOSOPHY 
 

CATEGORY:    Responsibilities for Human Resource Management 

 

SUBJECT:           Staff/Employee Responsibilities 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 

NUMBER:    1.6 

 
PAGE:   19 

 

REVISED: 

 

PURPOSE  
 

To identify the philosophical and procedural expectations of the staff.  

 

POLICY  
 

Each staff member will be expected to reflect WSNCC’s mission statement and philosophy in his/her 

actions and words.  

 

All staff are responsible for adhering to the policies and procedures of the organization.  

 

All staff will maintain their oath of confidentiality in all aspects of their employment or volunteer 

involvement with the organization.  

 

All paid staff will be responsible for maintaining the conditions to which they have contracted in their 

signed employment contract.  

 

PROCEDURES 
1. All permanent staff will have successfully completed the ‘Trial Period’; 

 
2. All new permanent staff will be guided through the annual Orientation process; 

 
3. Part-time and casual employees will be guided through an Orientation process; 

 

4. All staff will sign the Letter of Confidentiality; 

 
5. All staff will review the Human Resource Handbook; 

 
6. All staff will familiarize themselves with the WSNCC Vision, Mission, Values, Human Resource 

Policy Manual and supplementary documents. 
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES 
 

CATEGORY:    Essential Organizational Policies  

 

SUBJECT:           Human Rights 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: With Change in Legislation 

NUMBER:    2.1 

 
PAGE:   20 

 

REVISED: 

 

PURPOSE  
 

To ensure WSNCC employment practices comply with the Ontario Human Rights Code.  

 

POLICY  
 

All employees, volunteers and clients have a right to work and be served in an environment free from 

discrimination and harassment of any kind and which recognizes the personal worth and dignity of each 

individual.  

 

Incidents of expressed bias, discrimination, prejudice or harassment will not be tolerated. WSNCC will 

continue to take an active role to eliminate all forms of discrimination as well as continue to foster 

harmony between people in positive ways.  

 
PROCEDURES  
 

1. If any employee, volunteer or client of WSNCC experiences harassment, WSNCC will strive to 

support the individual and provide intervention so that the incident is dealt with effectively and 

appropriately.  

 

2. The Senior Manager and/or Executive Director will: 

 Interview the complainant and others directly involved in the incident; 

 Interview any witnesses, including individuals suggested by the complainant or any other who 

might possess relevant information about the complaint; 

 Gather any relevant documentary evidence, including notes made by the complainant;  

 Reduce the information obtained at the interviews to writing and provide copies to the parties. 

 Take appropriate disciplinary or corrective action to ensure the incident of expressed bias, 

discrimination, prejudice or harassment is eliminated. 
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES 
 

CATEGORY:    Essential Organizational Policies  

 

SUBJECT:           Privacy 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: With Change in Legislation 

NUMBER:    2.2 

 
PAGE:   21 

 

REVISED: 

 

PURPOSE  
To ensure WSNCC employment practices comply with the Freedom of Information and Protection of 

Privacy Act (FIPPA).  

 

POLICY  
The WSNCC employment practices and provides fair information for its employees and creates a 

legitimate and enforceable expectation of privacy.  

 

The WSNCC is committed to protect the privacy of individuals with respect to personal information 

about themselves held by WSNCC and provides individuals with a right of access to such information.  

 

Personal information under the control of the WSNCC shall not, without the consent of the individual to 

who it relates:  

 be used by the institution except for the purpose for which the information was obtained or compiled 

by the WSNCC or for a use consistent with that purpose; or 

 be disclosed by WSNCC except for the purpose for which the information was obtained or compiled 

by the institution or for a use consistent with that purpose. 

  

PROCEDURES  
1. All personal, financial or business information obtained during provision of service shall be treated as 

confidential.  

 

2. Personal information may be released to third parties only with the written or documented verbal 

consent of the participant or employee or his/her parent/guardian.  

 

3. Staff members not involved with a participant are not permitted access to information concerning that 

participant unless permission is granted by the Executive Director.  

 

4. Demands for disclosure by the police, courts or other mandated bodies will require official 

documentation to be presented by the party requesting the information. Any information released 

must be approved by the Executive Director.  

 

5. All employees will sign a confidentiality agreement (see attached sample in Appendix A).  

 

PLEASE NOTE: 

This Policy applies to ALL means of communication, being it verbal and/or written, in person 

and/or by telephone, fax, e-mails, texting, instant  messaging, social networking sites (i.e. 

Facebook, Twitter, My Space etc.) and any other current and future forms of communication 

and information technology.  
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES 
 

CATEGORY:    Essential Organizational Policies  

 

SUBJECT:           Confidentiality 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    2.3 

 
PAGE:   22 

 

REVISED: 

 

PURPOSE  
To ensure that all information obtained from participants, placement students, volunteers or employees is 

treated with respect and used only within the context authorized by the individual giving the information.  

 

POLICY  
All employees are required to complete an oath of confidentiality.  They pledge to observe confidentiality 

related to written records of employee or participant information as well as discussions related to 

employees, volunteers or participants.  

 

PROCEDURES  
1. All personal, financial or business information obtained during provision of service shall be 

treated as confidential; 

 

2. Personal information may be released to third parties only with the written or documented verbal 

consent of the participant or employee or his/her parent/guardian;  

 

3. Employees and volunteers are expected to use discretion in discussing matters related to the 

organization’s activities with people outside the organization;  

 

4. Staff members not involved with a participant are not permitted access to information concerning 

that participant unless permission is granted by the Executive Director;  

 

5. Demands for disclosure by the police, courts or other mandated bodies will require official 

documentation to be presented by the party requesting the information. Any information released 

must be approved by the Executive Director;  

 

6. All employees will sign a confidentiality agreement (see attached sample in Appendix A).  

 

PLEASE NOTE: 

This Policy applies to ALL means of communication, being it verbal and/or written, in person 

and/or by telephone, fax, e-mails, texting, instant  messaging, social networking sites (i.e. 

Facebook, Twitter, My Space etc.) and any other current and future forms of communication 

and information technology.  
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES 
 

CATEGORY:    Essential Organizational Policies  

 

SUBJECT:           Code of Conduct 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    2.4 

 
PAGE:   23 

 

REVISED: 

 

PURPOSE  
To establish the highest standards and exemplary behaviour of staff and volunteers. 

  

POLICY  
The Board and personnel will: 

 

Always act with fairness, honesty, integrity and openness; respect the opinions of others;  

 

Treat all with equality, dignity and respect for diversity without regard to gender, race, colour, creed, 

ancestry, place of origin, political beliefs, religion, marital status, disability, age, or sexual orientation; 

Encourage mutual assistance and support with peers, volunteers, students and interns who are engaged in 

the provision of WSNCC services and programs; 

 

Promote the mission and objectives of the WSNCC in all dealings with the public on behalf of WSNCC 

and its Affiliates; 

 

Foster an environment based on trust and respect for all employees, volunteers and participants of 

WSNCC services; 

 

Provide a positive, safe, non-violent and secure workplace environment and experience for those 

receiving service within and outside the WSNCC. 

 

PROCEDURES  
1. Act with honesty, integrity and fairness in accordance with any applicable professional and 

organizational policies, practices standards and/or governing laws and legislation that have 

application to the responsibilities you perform for or on behalf of the WSNCC. 

 

2. Continue to improve skills, knowledge and practice by participating in any training or orientation 

provided to you by the WSNCC in connection with those responsibilities. 

 

3. Demonstrate ethical conduct at all times by adhering to the policies and procedures of the WSNCC 

and support the decisions and directions of the WSNCC and its Affiliates. 

 

4. Take responsibility for your actions and decisions. Follow reporting lines to facilitate the effective 

resolution of problems. Ensure that you do not exceed the authority of your position. 

 
(Appendix A: Code of Conduct, p.91) 
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES 
 

CATEGORY:    Essential Organizational Policies  

 

SUBJECT:           Workplace Practice  

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    2.4.1 

 
PAGE:   24 

 

REVISED: 

 

PURPOSE  
To establish the highest standards and exemplary behaviour of staff and volunteers. 

 

POLICY  
To maintain excellence in service by developing and maintaining a pleasant, efficient, and fair work 

environment that fosters cooperation and understanding and be guided by the Code of Conduct (policy 

2.4). 

 

PROCEDURES  
All Staff members are expected to be: 

 On time and ready for work at the beginning of their workday; 

 Careful and conscientious in the performance of their work; 

 Respectful and considerate of others, both peers and program participants; 

 Courteous and helpful when dealing with other staff members and volunteers, supporters, and 

the general public. 

 

Dress Code  

Employees and volunteers who are carrying out duties on behalf of WSNCC are to be appropriately 

dressed for that activity. Professional staff are to dress according to the functions they perform, and must 

always portray a clean, neat professional appearance. Seasonal apparel is acceptable i.e. shorts, if they 

meet the above standards.  

 

1. It is expected that employees will maintain a clean and neat appearance and will project a professional 

image in dealing with other employees, program participants, volunteers, and the general public. 

 

2. Employees need to ensure that they dress in a way that is appropriate to their work and program 

requirements. 

 

3. Employees need to ensure that their dress is safe in terms of program and Occupational Health and 

Safety Act requirements. 

 

4. WSNCC reserves the right to define appropriate standards of appearance for the workplace. 
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES 
 

CATEGORY:    Essential Organizational Policies  

 

SUBJECT:           Personal Conduct 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    2.4.2 

 
PAGE:   25 

 

REVISED: 

 

PURPOSE  
To establish the highest standards and exemplary behaviour of staff and volunteers 
 

POLICY  
All employees (permanent full-time, permanent part-time, hourly, fixed term contract), direct service 

program volunteers (those in face to face contact with WSNCC’s clients), and any other third party 

service provider in face-to-face contact with our clients must adhere to the Code of Conduct. 
 

The following infractions will not be tolerated: 

 Destroy, damage deliberately, or steal property, records or materials of WSNCC or of fellow 

employees, or remove same without proper authorization; 

 Be guilty of conduct which detrimentally affects the well being of another employee; 

 Be insubordinate or refuse to follow Supervisor’s orders and instructions, or perform the work 

assigned; 

 Falsify time sheet; 

 Provoke or start a fight involving physical contact;  

 Threaten or intimidate other employees/members or non-members, volunteers or visitors of WSNCC; 

 Use abusive language; 

 Depart from the recognized method of operation; 

 Be excessively absent or late; 

 Fail to contact Supervisor in the event of an absenteeism/lateness; 

 Be away from your job during working hours without approval of your Supervisor; 

 Remove WSNCC or it’s affiliate’s property from any facility without specified authorized approval; 

 Neglect job duties and responsibilities. 

 Display careless work efforts which may damage Centre equipment, or make unnecessary waste. 

 Post or remove notices, signs or bulletins without specific authority. 

 Conduct personal business on WSNCC or its satellite premises during working hours, or use WSNCC 

or its affiliates’ telephones for that purpose. 

 Allow levels of house keeping below WSNCC standards. Offices should be neat” facility areas must be 

tidied up after use. 
 

PROCEDURES  
1. They will certify this by signing a Declaration that they have read and will abide by this Code. 

See Code of Conduct Acknowledgement Form (Appendix C) 

 

2. The Human Resources Manual gives further details of this and other policies and procedures of the 

WSNCC and its Affiliates. Management has the responsibility of ensuring compliance with all Codes 

and Policies of the WSNCC. 
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES 
 

CATEGORY:    Essential Organizational Policies 

 

SUBJECT:           Conflict of Interest 

 

APPROVED:       November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    2.5 

 
PAGE:   26 

 

REVISED: 

 

PURPOSE  
To safeguard the reputation and integrity of WSNCC by ensuring that employees and volunteers do not 

use their positions for personal or private advantage or to the advantage of their friends or family.  
 

POLICY  
WSNCC will do everything to protect the integrity of the organization while preserving the rights of 

individual staff members to participate as private citizens within their communities. Conflict of interest 

could arise if an employee or someone with whom the employee has a close personal relationship 

participates in a discussion, activity or decision-making process about a matter in which they will benefit 

financially, directly or indirectly or which will cause undue hardship to the organization.;  
 

Employees/volunteers will ensure that their outside activities do not conflict or raise questions of conflict 

with their employment responsibilities; 
  

An employee/volunteer may not:  

1. Accept or solicit any gift, favour, or service that might reasonably tend to influence the employee in 

the performing of her duties or that the employee knows is being offered with the intent to influence 

her/his official conduct  

2. Accept any gifts, favours or service from participants that could reasonably be expected to impair the 

employee’s independent judgment in the performance of his/ her duties  

3. Accept any money from clients  

4. Provide any of his/her own money to clients  

5. Accept any money or honoraria for speaking engagements or participation in work activities 

conducted as part of her/his regular work responsibilities unless the payment is made directly to 

WSNCC.  
 

PROCEDURE  
1. Employees are responsible for:  

 Reporting any gifts received to their supervisor who will help them assess whether the gift is 

appropriate  

2. The Executive Director is responsible for:  

 Investigating any evidence of non-professional, work-related interaction between an 

employee and any person served by WSNCC Taking appropriate disciplinary action upon the 

evidence of inappropriate conduct  

3. The Board of Directors is responsible for:  

 Guiding the Executive Director if she/he reports a potential conflict of interest situation.  

 Investigating any evidence of non-professional, work-related interaction between an 

employee and any person served by WSNCC;  

 Taking appropriate disciplinary action upon the evidence of inappropriate conduct by the 

Executive Director. 
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES 
 

CATEGORY:    Essential Organizational Policies 

 

SUBJECT:           Compensation 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 

NUMBER:    2.6 

 
PAGE:   27 

 

REVISED: January 2016 

 

PURPOSE  
To establish and communicate clear principles by which employees are paid and ensure that the WSNCC 

compensation policy adheres to employment legislation (Employment Standard’s Act). 
 

POLICY  
Compensation schedules will exist for each job title and classification. 
 

Compensation will be set and reviewed annually by the Executive Director and the Human Resource 

Committee within the parametres of the Employment Standard’s Act.  
 

PROCEDURE  
1. Compensation schedules are to be set for each position and classification using the following as a 

guide: 

 Complexity and responsibilities of duties 

 Position  

 Initiative 

 Qualifications 

 Legal requirements 

 Industry demographics 

 Established practices or standards 

 Set within contract agreement or funding regulations 
 

2. Compensation schedules and review are subject to the above principles for assessment.  
(Appendix E: Employment Classifications, p.95) 

 

Compensation of Board Members   

Neither the directors, officers nor members "own" the WSNCC Corporation nor do they have any right of 

ownership to any particular asset of the corporation and the corporation may not be operated for 

pecuniary gain of its members, directors or officers.  
 

In certain circumstances, the WSNCC may engage in activities that are revenue producing and that 

produce a "profit". Such activities are incidental to the principal objects of the corporation and in 

furtherance of the principal objects. 
 

Members of the Board of Directors of the WSNCC cannot be employees of the corporation and will not 

receive monetary compensation in their capacity as board members other than reimbursement of expenses 

incurred while performing their duties as board members.  

 

Fees and Honoraria 

When staff members consult, lecture, counsel or advice outside individuals or organizations on behalf of 

WSNCC, all fees, donations, or cash honoraria must be paid to the agency. 
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 SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES  
 

CATEGORY:    Essential Organizational Policies 

 

SUBJECT:           Fraternization 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    2.7 

 
PAGE:   28 

 

REVISED: 

 

PURPOSE  
To safeguard the reputation and integrity of WSNCC by ensuring that employees do not pursue or are 

perceived to pursue personal or intimate relationships with participants and clients. 

 

POLICY  
Fraternizing is defined as pursuing a close friendship or intimate friendship with a current participant. 

 

WSNCC strictly prohibits employees from fraternizing with any persons served by our programs. This 

includes actual participants and family of participants. 

 

WSNCC prohibits the transfer of money between employees and persons currently or formerly served by 

our programs. 

 

Employees are required to exercise good judgment in establishing any non-professional, non-work related 

relationships with persons formerly served by WSNCC programs.  In general, WSNCC discourages such 

relationships at any time.  Should an employee develop a relationship with a former participant or family 

member of a former participant, the employee shall bring this to the attention of the Executive Director.   

 

PROCEDURES 
If there is an allegation of non-professional, non-work related interaction or contact between an employee 

and any person served by WSNCC, WSNCC shall conduct an investigation of the circumstances to 

determine if there has been a breach of this policy. 

 

If an investigation indicates there is a breach of the policy, WSNCC shall take appropriate action that 

may include discipline up to and including dismissal. 

 

PLEASE NOTE: 

This Policy applies to ALL means of communication, being it verbal and/or written, in person 

and/or by telephone, fax, e-mails, texting, instant  messaging, social networking sites (i.e. Facebook, 

Twitter, My Space etc.) and any other current and future forms of communication and information 

technology.  
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 SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES 
 

CATEGORY:    Essential Organizational Policies 

 

SUBJECT:           Equal Opportunity  

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: With Change in Legislation Reviewed 

January 2016 

NUMBER:    2.8 

 
PAGE:   29 

 

REVISED: 

 

PURPOSE  
To comply with The Ontario Human Rights Code which states that it is public policy to recognize the 

inherent dignity and worth of every person, and to provide for equal rights and opportunities without 

discrimination.  

 

POLICY  
There shall be no discrimination in employment at WSNCC on any ground prohibited by the Canadian 

Charter of Rights and Freedoms or the Ontario Human Rights Code.  

 

As an equal opportunity employer, WSNCC will honour and support the intent and purpose of legislation 

directed at achievement of equity and affirmative action in employment.  

 

As an Equal Opportunity Employer WSNCC will extend equal opportunity to all individuals without 

regard for race, ancestry, sex, place of origin, colour, ethnic origin, citizenship, religion, creed, sexual 

orientation, age, record of offences, marital status, family status or disability.  

 

PROCEDURES  
1. Employees will be provided with information and encouraged to take advantage of opportunities for 

promotion as they occur.  
 

2. WSNCC has a commitment to treat all employees fairly and maintain a work environment that 

supports the productivity, personal goals, dignity and self-respect of all employees. This philosophy 

includes a commitment to compensate all employees, based on the job performed (i.e. the skills, 

effort, initiative and responsibility required to perform the work and the working conditions in which 

the work is being performed).  

 

3. Differences in employment seniority, years and type of previous experience, and individual 

performance/ merit may result in differences in rates of pay/wages for individual employees.  
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES 
 

CATEGORY:    Essential Organizational Policies 

 

SUBJECT:           Accessibility 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: With Change in Legislation  

 

This policy has been replaced by the Accessible Service Policy 

below, January 2016 

NUMBER:    2.9 

 
PAGE:   30 

 

REVISED: January 2016 

 

PURPOSE  

To meet accessibility standards as set out in the Accessibility for Ontarians with Disabilities Act ensuring 

people with disabilities have the same kind of opportunities as other employees and/or clients.  

 

The purpose of this Customer Service Standards Policy is to fulfill the requirements set out in regulation 

429/07 of the Accessibility for Ontarians with Disabilities Act, 2005 (AODA) and to establish a policy 

for WSNCC that governs the provision of its programs and services to persons with disabilities. 

 

Policy 

1. Our Commitment 

 

In fulfilling our mission, WSNCC strives at all times to provide its programs and services in a way that 

respects the dignity and the independence of people with disabilities.  We are also committed to giving 

people with disabilities the same opportunity to access our programs and services and allow them to 

benefit from the same services, in the same place and in a similar way as other participants. 

 

2.. Providing programs and services to people with disabilities 

 

WSNCC takes reasonable efforts to ensure that its policies, practices and procedures are consistent with 

the following four principles: 

 

 Dignity 

 Independence 

 Integration 

 Equal opportunity 

 

WSNCC is committed to excellence in serving all participants including people with disabilities and we 

will carry out our functions and responsibilities in the following areas: 

 

 

Best Practices and Procedures 

 

3.1 Communication  

 

 We will endeavour to do our best to communicate with people with disabilities in ways that take 

into account their disability. 
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 We will train staff and volunteers who communicate with participants about how to interact and 

communicate with various types of disabilities. 

 

 We will ask how we can help 

 

3.2 Telephone Services 

 

We are committed to improving accessible telephone service to our participants.  We will train our staff 

to communicate with participants over the telephone in clear and plain language and speak to clearly and 

slowly. 

 

We will offer to communicate with participants through email, relay services and written means if 

telephone communication is not suitable to their communication needs or is not available. 

 

3.3 Assistive devices 

 

We are committed to serving people who need assistive devices to obtain, use or benefit from our 

programs and services. 

 

4. Use of service animals and support persons 

 

We are committed to welcoming people with disabilities who are accompanied by a service animal on the 

parts of our premises that are open to the public and other third parties.  We will also ensure that all staff, 

volunteers and others dealing with the public are properly trained in how to interact with people with 

disabilities who are accompanied by a service animal. 

 

We are committed to welcoming people with disabilities who are accompanied by a support person.  Any 

person with a disability who is accompanied by a support person will be allowed to enter WSNCC’s 

premises with his or her support person.  At no time will a person with a disability who is accompanied 

by a support person be prevented from having access to his or her support person while on our premises. 

 

5. Notice of temporary disruption 

 

WSNCC will provide participants with notice in the event of a planned or unexpected disruption in the 

facilities or services usually used by people with disabilities.  This notice will include information about 

the reason for the disruption, its anticipated duration, and a description of alternative facilities or services, 

if available.   

 

The notice will be placed on our website, at all public entrances and on our main telephone line. 

 

6. Training for staff 

 

WSNCC will provide training to all employees and direct service to volunteers who deal with the public 

or other third parties on their behalf, and all those who are involved in the development and approvals of 

service policies, practices and procedures. 

 

All current employees will receive training by February 28, 2012.  New employees will receive training 

within 4 weeks of hire. 
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Training will include: 

 

 The purposes of the Accessibility for Ontarians with Disabilities Act, 2005 and the 

requirements of the customer service standard. 

 

 How to interact and communicate with people with various types of disabilities. 

 

 How to interact with people with disabilities who use an assistive device or require assistance 

of a service animal or a support person. 

 

 What to do if a person with a particular type of disability is having difficulty accessing 

WSNCC program and services. 

 

Staff training will begin with the online serve-ability transforming Ontario’s customer service. 

http:/www.mcss.gov.on.ca/mcss/serve-ability/splash.html specifically designed for this purpose. 

Staff will also be trained on an ongoing basis when changes are made to these policies, practices and 

procedures. 

 

7. Feedback process 

 

The ultimate goal of WSNCC is to meet and surpass participant expectations when serving customers 

with disabilities.  Comments on our services regarding how well those expectations are being met are 

welcomed and appreciated. 

Positive feedback can be shared with the agency by contacting the Coordinator of the 

program/service/location. 

 

8. Modifications to this or other policies 

 

We are committed to developing service policies that respect and promote the dignity and independence 

of people with disabilities.  Therefore, no changes will be made to this policy before considering the 

impact on people with disabilities. 

 

Any policy of WSNCC that does not respect and promote the dignity and independence of people with 

disabilities will be modified or removed.  Currently, the following related policies are identified: Human 

Rights 2.1, Code of Conduct 2.4 and Accessibility 2.9. 

 

9. Questions about this policy 

 

The policy exists to achieve service excellence to participants with disabilities.  If anyone has a question 

about the policy, or if the purpose of a policy is not understood, an explanation should be provided by, or 

referred to the Program Director or the Executive Director. 

 

 

10. Administration of the Policy 

 

Responsibility of the periodic review and revision of the Policy lie with the Senior Management Team.  

The Policy will be reviewed and approved by the Board of Directors. 
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES  
 

CATEGORY:    Essential Organizational Policies 

 

SUBJECT:           Work place anti violence policy and 

Discrimination and Harassment  

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: With Change in Legislation Reviewed 

January 2016 and added the Work Place Anti Violence Policy. 

NUMBER:    2.10 

 
PAGE:   33 

 

REVISED: 

 

PURPOSE  

 

The Occupational Health and Safety Amendment Act (Violence and Harassment in the Workplace) 2009 

or Bill 168 addresses harassment, bullying and violence in the workplace as part of the Occupational 

Health and Safety Act of Ontario.  

 

The management of West Scarborough Neighbourhood Community Centre is committed to the 

prevention of workplace violence and is ultimately responsible for worker health and safety.  West 

Scarborough Neighbourhood Community Centre will take whatever steps necessary to protect our 

workers from workplace violence from all sources. 

 

The Centre does not tolerate violence or unacceptable behaviour in the workplace perpetrated by or 

against employees, clients, volunteers, students or other third parties. In the event of a violent incident or 

unacceptable behaviour perpetrated by an employee, the Centre 

will take disciplinary action, up to and including discharge for cause. 

The Centre shall establish programs and procedures to reduce the risk of violence and unacceptable 

behaviour in the workplace. 

All employees are expected to be aware of and adhere to such policies and procedures, as required. 

The violence prevention program shall include: 

• Risk assessment process 

• Measures and procedures to protect workers from workplace violence 

• Measures and procedure for staff to report incidents or raise concerns of workplace violence 

• Reporting and investigation process 

• Training and educating staff (policies and procedures) 

 

A workplace violence assessment will be conducted periodically or as required to ensure every step 

possible is taken to control the risk of violence in the  Centre and can include but is not limited to 

monitoring incident reports for trends, surveying staff regarding workplace safety, 

monitoring community safety data. 

The purpose of this policy is to establish procedures to minimize and/or prevent violence and 

unacceptable behaviour in the workplace and to foster the safety and security of the Centre employees, 

clients, and visitors to our work sites. Everyone is expected to uphold this policy and 

to work together to reduce workplace violence. 

This policy applies to all employees, clients, visitors and suppliers of the Centre. 

 

RESPONSIBILITY 

Employees 
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(a) Employees are responsible for informing their Supervisors of any violence, potential risk of violence, 

or unacceptable behaviour they may experience or witness. This includes issues in the employee’s non-

work life that may impact on the employee’s or his or her co-worker’s safety. 

(b) Employees are responsible for reporting to their Supervisors any incidents of violence or close calls, 

according to the procedures set out in this protocol. 

(c) Employees are responsible for attending any training or information sessions provided by the 

employer to reduce violence or risks of violence. 

(d) Employees are expected to co-operate with the police, investigators or other authorities as required 

during any investigation related to workplace violence. 

Supervisors 

(a) Supervisors are responsible for adhering to the policy and associated program. 

(b) Supervisors are responsible for assessing the risk of violence to employees in their jurisdiction, 

minimizing those risks where necessary or reasonably possible and informing any affected employee of 

such risk or potential risk. Supervisors will provide information, including personal information, to a 

worker about a person with “a history 

of violent behaviour” if: 

• the worker could be expected to encounter that person in the course of his/her work; 

• there is a risk of workplace violence likely to expose the worker to physical injury. 

(c) Supervisors are responsible for ensuring employees are trained to: 

(i) recognize the potential for violence; 

(ii) follow the procedures and protocols developed to minimize risk; 

(iii) respond to incidents appropriately; and 

(iv) report and document such incidents. 

(d) Supervisors are responsible for tracking and reporting risks of violence, incidents of violence, and 

close calls to the Joint Health and Safety Committee and Management, according to the time lines set out 

in the procedures.  

(e) Supervisors are responsible for ensuring proper medical care is provided for anyone involved in an 

incident and for securing the safety of employees, before investigating the incident or taking reports. 

(f) Supervisors are responsible for co-operating with police, investigators or other authorities, as required 

during any investigation related to workplace violence. 

DEFINITIONS 

1. "Workplace violence" means: 

• the exercise of physical force by a person against a worker, in a workplace, that causes or could cause 

physical injury to the worker; 

• an attempt to exercise physical force against a worker, in a workplace, that could cause physical injury 

to the worker; or 

• a statement or behaviour that it is reasonable for a worker to interpret as a threat to exercise physical 

force against the worker, in a workplace, that could cause physical injury to the worker. (Bill 168) 

2. “Violence” means unacceptable behaviour as defined above and also includes any incident in which: 

(a) An employee is threatened or assaulted on WSNCC premises or in circumstances relating to the 

employee executing his or her job duties; 

(b) A client or visitor to the workplace is threatened or assaulted on company premises; 

 (c) An employee threatens or assaults a client, co-worker or other individual in circumstances relating to 

the employee’s execution of his or her duties. (Bill 168) 

3. “Domestic violence” means a pattern of coercive tactics which can include physical, psychological, 

sexual, economic and emotional abuse perpetrated by one person against an adult intimate partner, with 

the goal of establishing and maintaining power and control over the victim. (Bill 168) 

4. “Workplace” means in or on the property of the Centre, or away from the Centre property if the 

employee is engaged in work-related activities. (Bill 168) 
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5. “Unacceptable Behaviour” means physically or psychologically aggressive behaviours including but 

not limited to: 

• Hitting, kicking, punching, pushing, shoving, slapping, pinching, grabbing, biting  

• Carrying or brandishing weapons of any sort 

• Throwing objects at an individual with a view to cause physical injury or fear 

• Destruction of workplace or co-workers’ property 

• Threats of violence 

• Intimidating behavior that causes the recipient to have a fear of physical violence 

• Obscene or harassing telephone calls 

6. “Close Calls” means incidents which did not result in actual physical harm but, except for 

circumstance, had the potential to result in physical harm. 

7. “Minor Incident” means an incident in which no one is physically harmed in any way and which was 

resolved through employee or supervisory mediation. 

8. “Serious Incident” means an incident in which someone was physically harmed (whether requiring 

medical attention or not), or which continued or escalated after supervisory mediation. 

 

 

PROCEDURES  

 

Risk Assessment 

The Management Team shall initiate a process to involve employees and the Joint Health and Safety 

Committee in assessing the risk of violence in the work environment on a periodic basis. 

A written report on the results will be provided to all parties to the risk assessment process as well as all 

employees. 

Once the results have been analyzed by the parties, recommendations as well as actions must be taken to 

remove as many risks as can be reasonably removed and instructing employees to recognize risk. 

Written protocols and procedures must be developed or modified to respond to any identified risks. It will 

cover everything from work arrangements and the work environment to employee 

training and education. Everything the employer does to prevent workplace violence should be 

documented in procedures or crossed referenced to another specific policy. 

The risk assessment shall be reviewed at least annually. 

  

Domestic Violence 

The Centre will take every precaution reasonable in the circumstances for the protection of the worker, if 

it becomes aware of a domestic violence risk to the worker that would likely result in physical injury that 

may occur in the workplace. 

Each situation shall be dealt on a case-by-case basis, taking into account the needs of the individuals 

involved. A Safety Plan shall be developed with the victim’s input in order to keep all of the employees 

safe from domestic violence that might occur at work. 

The Centre’s duty to take every precaution reasonable in the circumstances to protect workers may 

outweigh the individual’s expectation of privacy. Information about the domestic violence situation shall 

be kept confidential and shall be communicated on a “need to know” basis. 

The Management Team shall ensure that the Workplace Anti-Violence policy and procedure are reviewed 

with each new employee during that employee’s orientation process. The policy and procedure shall be 

made accessible (electronic, hard copies) to all workers.  

All aspects of the violence prevention plan including the policy and procedure will be reviewed annually 

as part of the Occupational Health and Safety Committee workplan, to ensure it is effective.  

 

Training and Education 
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All employees are required to be educated and trained on the contents of the policy.  

 

Training program for workers shall include: 

(a) The means to recognize potentially violent situations; 

(b) Policies, procedures, work practices, administrative arrangements and engineering controls that have 

been developed or modified to minimize or eliminate the risk to workers; 

(c) The appropriate responses of workers to incidents of violence, including how to obtain assistance; 

(d) Procedures for reporting violent incidents. Supervisors and managers will also be trained have the 

necessary training to safely supervise all 

workers. 

 

Reporting and Investigation 

Each and every incident of violence in the workplace shall be reported immediately to the Supervisor. 

The Supervisor shall investigate the incident immediately. 

1. The Supervisor shall immediately make the appropriate inquiries of the victim and/or witnesses to 

determine if the incident is minor or serious. 

2. If the incident is minor: 

• the Supervisor will determine if mediation is appropriate and if so, mediate or arrange for mediation of 

the situation; 

• conduct the appropriate investigation immediately; and 

• within twenty-four (24) hours, write an incident Report outlining the details, facts and witnesses of the 

incident and submit the report to the Executive Director and the Joint Health and Safety Committee. 

• If the assailant is an employee, the Executive Director shall apply appropriate disciplinary measures 

based on the facts of the incident and the assailant’s employment record.  

If the incident is serious: 

(i) the Supervisor must first ensure the safety of employees and him/herself; 

(ii) ensure proper medical treatment is provided or sent for; 

(iii) contact the authorities as soon as possible (police or Ministry of Labour, where appropriate), to report 

the incident; 

(iv) contact the Executive Director and the Joint Health and Safety Committee, as appropriate, as soon as 

possible, to assess who should be involved in the investigation; 

(v) conduct a thorough investigation, keeping detailed notes of facts, times, witnesses, and witness 

accounts; 

(vi) within twenty four (24) hours after the completion of the investigation write and submit a detailed 

incident report to the Joint Health and Safety Committee and the Executive Director, and any other 

parties required by law; 

(vii) consult with the Executive Director regarding any disciplinary action to be applied. 

 

Right to refuse unsafe work 

Any worker, volunteer or student of West Scarborough Neighbourhood Community Centre may refuse to 

work or to do particular 

work where she/he has reason to believe that she/he is in danger of being a victim of workplace violence.  

 

DISCRIMINATION AND HARRASSMENT. 

 

Specific Employee: 

1. Any employee who believes she or he is being harassed by another employee, volunteer, or 

participant, should, if practical, immediately inform the harassing individual that his or her behaviour 

is not welcome.  
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2. The employee should also begin to keep a record of the harassment.  

 

3. Any employee may, at any time, seek advice or assistance from the Executive Director on how to deal 

with a situation of harassment and how to make a complaint.  

 

4. Complaints of harassment may be reported, to any of the following people:  

Immediate Supervisor  

Executive Director  

Chairperson of the Board of Directors, in cases where the person engaging in harassment is the 

Executive Director.  

 

5. The person receiving the complaint will explain the harassment procedure to the employee.  

 

6. If the employee wishes, the problem may be dealt with in an informal manner through a discussion 

with the harasser. An action plan should be developed and the supervisor or Executive Director 

should check with the employee periodically to ensure the problem has not persisted.  

 

7. If the problem cannot be resolved informally or if the employee wishes, he/she may put the complaint 

in writing and submit this report to the Executive Director who will conduct an investigation (or in the 

case of a complaint against the Executive Director, the Chair of the Board of Directors will conduct 

the investigation).  

 

8. If the employee is not satisfied with the outcome of the investigation, he or she can appeal to the 

Chairperson of the Board after receiving the response of the Executive Director. The Chairperson will 

conduct a further review and will respond in writing to the complainant and to any other employee 

involved in the matter.  

 

9. All employees have the right to file a complaint with the Human Rights Commission instead of, or in 

addition to following this complaint procedure.  

 

10. WSNCC has the responsibility to create a work place free of harassment. If the Executive Director (or 

in the case of the Executive Director, then the Board) feels the harassment reflects a significant power 

imbalance or creates a poisoned environment for the employee, WSNCC may proceed to investigate 

the situation even if the employee does not file a formal complaint. 

 

11. Disciplinary sanctions may be levied for violation of this policy as appropriate, up to and including 

termination of employment.  
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PART II – ESSENTIAL ORGANIZATIONAL POLICIES    
 

CATEGORY:    Essential Organizational Policies 

 

SUBJECT:           Communication 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    2.11 

 
PAGE:   38 

 

REVISED: 

 

PURPOSE  
To establish communications policies and procedures by which employees, independent contractors, 

participants, volunteers and others safeguard the reputation and integrity of WSNCC. 

 

POLICY  
Users must respect the integrity of WSNCC and its affiliates in all print, electronic, film, media, visual 

and auditory communication. 

 

Materials being produced for program or external distribution must be approved by the supervisor, senior 

manager or the Executive Director. 

 

Employees of WSNCC will not speak to the media as an official of WSNCC, except with the permission 

of the Executive Director.  

 

Automatic email forwarding to an address outside the organization is unauthorized unless approved by 

the Senior Management or the Executive Director. 

  

Employees of WSNCC and its affiliates are not authorized to engage in any activity that is illegal under 

local, provincial, federal or international law while utilizing WSNCC and its affiliates’ owned resources.  

 

PROCEDURES  
1. Employees are required to follow internal and external communications policies and strategies 

described in the Marketing and Communications Management Plan when conducting promotional or 

fundraising business for the WSNCC and its affiliates. 

 

2. Employees are required to monitor their e-mail and voice mail on a daily basis in order to ensure 

service responsiveness.   

 

3. Email and voicemail is to be kept current particularly if individuals are away for several days. 

 

4. If staff are away for extended periods appropriate messages and contact information should be 

provided. 

 

5. Email is to be used to further the work of the WSNCC and its affiliates and is not to be used for: 

i. Sending unsolicited email messages, including the sending of "junk mail" or other advertising 

material to individuals who did not specifically request such material (email spam).  

ii. Any form of harassment via email, telephone or paging, whether through language, frequency, 

or size of messages.  

iii. Unauthorized use, or forging, of email header information.  
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iv. Solicitation of email for any other email address, other than that of the poster's account, with 

the intent to harass or to collect replies.  

v. Creating or forwarding "chain letters", "Ponzi" or other "pyramid" schemes of any type.  

vi. Forwarding unsolicited email within the WSNCC networks originating from other 

Internet/Intranet/Extranet service providers.  

 

6. Use of agency equipment should be confined to agency business unless otherwise authorized.   

 

7. If circumstances require a long-distance call staff should use a personal calling card, call collect or 

complete a “Long Distance phone call” form to ensure that the call is charged back to the individual. 

 

8. Unauthorized copying of copyrighted material including, but not limited to, digitization and 

distribution of photographs from magazines, books or other copyrighted sources, copyrighted music, 

and the installation of any copyrighted software for which WSNCC or the end user does not have an 

active license is strictly prohibited.  

 
PLEASE NOTE: 

This Policy applies to ALL means of communication, being it verbal and/or written, in person 

and/or by telephone, fax, e-mails, texting, instant  messaging, social networking sites (i.e. 

Facebook, Twitter, My Space etc.) and any other current and future forms of communication 

and information technology.  
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES    
 

CATEGORY:    Essential Organizational Policies 

 

SUBJECT:          Telecommunication and Technology 

 

APPROVED:     November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    2.12 

 
PAGE:   40 

 

REVISED: 

 

PURPOSE  
To establish telecommunication and technology policies and procedures by which employees, 

independent contractors, participants, volunteers and others safeguard the reputation and integrity of 

WSNCC. 
 

POLICY  
Users must respect the integrity of WSNCC and its affiliates by following protocols and procedures for 

use of technology, email and internet platforms. 
 

The telecommunication and computer systems belong to the organization and may be used only for 

business purposes, at the discretion of the WSNCC.  
 

Only the Administrator adds new programs or software to computers.   
 

Unauthorized sending, transmitting or otherwise disseminating proprietary data, trade secrets or other 

confidential information of the company is strictly prohibited may result in substantial civil liability as 

well as severe criminal penalties under the law. 
 

Users shall not intentionally develop or use programs that harass other users or infiltrate a computer, 

computing system, or network and/or damage or alter the software components of a computer, computing 

system or network.  
 

Employees are not authorized to engage in any activity that is illegal under local, provincial, federal or 

international law while utilizing equipment or resources owned by WSNCC or its affiliates.  
 

PROCEDURES  
1. Users should not have an expectation of privacy in anything they create, store, send or receive on the 

computer or phone system.   
 

2. Telecommunication and computer systems may be used only for legitimate purposes to assist in the 

performance of various jobs designated by WSNCC and its affiliates.  Use of the computer system is 

a privilege that may be revoked at any time. 
 

3. Staff and users must obtain prior written permission from senior management or the Executive 

Director for the dissemination or storage of information which is unauthorized or non-work-related 

but of potential benefit to the organization. 
 

4. Staff may only connect to other computer systems through the network or by a modem and make use 

of those systems if specifically authorized by the operators of those systems and senior management 

or the Executive Director. 
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5. Staff and users will report uses that waste Telecommunication or Computer Resources or unfairly 

monopolize resources to the exclusion of others.  These acts include, but are not limited to, sending 

mass mailings or chain letters, spending excessive amounts of time on the Internet, playing games, 

engaging in online chat groups, having extended personal calls, printing multiple copies of documents 

or otherwise creating unnecessary communications or network traffic. 
 

6. Prior written authorization must be obtained from the senior manager or Executive Director to do any 

of the following:  

i. copy software for use on home computers;  

ii.  provide copies of software to independent contractors, third parties or clients of WSNCC;  

iii. install software on any of WSNCC and affiliates workstations or servers; 

iv. download software from the Internet or other online service to WSNCC workstations or servers; 

v. modify, revise, transform, recast or adapt any software;  

vi. reverse-engineer, disassemble or decompile any software unless any of these provisions are 

required as part of the job-description.   

Users who become aware of any misuse of software or violation of copyright law should 

immediately report the incident to their supervisors. 
 

6. From time to time resident software may be located on a temporary or permanent basis on any or all 

computers within the WSNCC and/or affiliates system.  This software may be for monitoring 

purposes of individual computer systems for performance reasons and is placed there at the discretion 

of WSNCC and may not be tampered with for any reason.  Anyone discovered tampering with any 

installed software, removing said software or modifying said software without express consent will be 

liable for disciplinary action, up to and including dismissal.   
 

7. Each User is responsible for ensuring that use of outside telecommunications, computers and 

networks, such as the Internet, does not compromise the security of WSNCC Computer Resources.  

This duty includes taking reasonable precautions to prevent intruders from accessing the company’s 

network without authorization and to prevent introduction and spread of viruses.  
 

8. Each user is responsible for taking reasonable precautions to ensure he or she does not introduce 

viruses into WSNCC network.  To that end, all material received on disks or other magnetic or optical 

medium and all material downloaded from the Internet or transferred from computers or networks that 

do not belong to WSNCC must be scanned for viruses and other destructive programs before being 

placed onto the computer system.           
 

9. Printers and photocopiers are to be used to effectively conduct business, service and program 

activities/functions as required by WSNCC and other uses must have the approval of senior 

management or the Executive Director. 
 

10. Staff and users will report the unlawful use of material through telecommunication and computer 

systems to senior managers or the Executive Director. 
 

PLEASE NOTE: 

This Policy applies to ALL means of communication, being it verbal and/or written, in person 

and/or by telephone, fax, e-mails, texting, instant  messaging, social networking sites (i.e. Facebook, 

Twitter, My Space etc.) and any other current and future forms of communication and information 

technology.  
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES  
 

CATEGORY:    Essential Organizational Policies 

 

SUBJECT:           Risk Management 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    2.13 

 
PAGE:   42 

 

REVISED: 

 

PURPOSE  
To minimize the risk to the Board and WSNCC  in facing legal actions by donors, members, third parties 

and governmental authorities for breach of their fiduciary duties or even breach of trust in failing to 

adequately protect or apply the assets of a charity.  
 

The WSNCC Risk Management Program is designed to protect our charitable assets from lawsuits and 

creditors on a pro-active basis. Risk may include: fiscal; human resource; technology and intellectual 

property; and regulatory matters.  
 

POLICY  
WSNCC will regulate Risk Management to protect our charitable assets from lawsuits and creditors on a 

pro-active basis. Risk may include: fiscal; human resource; technology and intellectual property; and 

regulatory matters.  
 

Through the following procedures, the WSNCC to specifically prevent: misuse or appropriation of 

technology and intellectual property; property loss; asset loss, damage or theft; misappropriation of funds; 

and event mishaps.  
 

The regulation of standards and procedures for Risk Management will be the responsibility of the Risk 

Management Committee. The Risk Management Committee will set clear responsibilities for the 

coordination of risk management and include at a minimum 2 members of the Executive of the WSNCC 

Board of Directors, a representative from the legal profession and 2 Senior Staff members. 
 

Key risks that threaten the organization’s goals will be regularly identified, registered and evaluated. 
 

PROCEDURES  
The Risk Management Committee will: 

1. Establish and maintain an ongoing program of risk identification, reporting, analysis, control, training, 

review and evaluation throughout the organization; 

 

2. Develop, implement and communicate reporting systems to prevent the misuse or appropriation of 

technology and intellectual property; property loss; asset loss, damage or theft; misappropriation of 

funds; and event mishaps.  

 

3. Ensure all staff  and volunteers are aware of their duty in reporting the misuse or appropriation of 

technology and intellectual property;  property loss; asset loss, damage or theft; misappropriation of 

funds; and event mishaps; 

 

4. Be a central point of analysis, tracking and trending of risk to the organization according legislated 

and legal requirements; 

 

5. Be a central point for the dissemination of relevant information to all directors, managers and staff; 
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6. Ensure there is a system for receiving risk management-related data from the complaints process, and 

monitor the effectiveness and efficiency of that system; 

 

7. Monitor activities to meet risk management standards, according to various health authorities; 

 

8. Ensure risk management induction, training and education programs, targeted appropriately for all 

levels of volunteers, are established and implemented; 

 

9. Review and ensure development of risk management documentation; 

 

10. Ensure an appropriate library of risk management literature is available; 

 

11. Address such other matters related to risk as may arise from time to time.  
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES  
 

CATEGORY:    Essential Organizational Policies 

 

SUBJECT:          Intellectual Property Ownership 

 

APPROVED:     November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    2.14 

 
PAGE:   44 

 

REVISED: 

 

PURPOSE  
To safeguard the ownership and intellectual property rights of business, service and program documents 

designed and developed for WSNCC services and its affiliates. 

 

POLICY  
For purposes of this policy, the word "document" should be defined any and all material either produced 

or used while in the employment of the Centre, including paper, film, video, audio, electronic or other 

media.  
 

For purposes of this policy, the term "business activities" includes administration and programming 

documents of a division or program. 
 

WSNCC will safeguard the ownership of all business, service and program documents developed and 

acquired through the work of its employees, volunteers or Board members. 
 

The use of these documents will be limited or controlled by physical or legal means to protect the 

intellectual property of WSNCC. 
 

All documents obtained or developed by staff, volunteers or the Board of Directors for WSNCC or its 

affiliates are considered the property of WSNCC 
 

Documents may only be used for related business and programming purposes with the approval of the 

Executive Director or designate. 
 

PROCEDURES  
1. WSNCC will identify business, service and program documents which should not be exploited 

outside the agency without written approval. 

 

2. Staff must clearly outline the ownership rights and obligations of staff or outside talent undertaking 

any written documentation for WSNCC or its affiliates. 

 

3. Documents produced, received or filed in connection with WSNCC business activities are considered 

the property of the organization or its affiliate.   

 

4. Questions regarding application and implementation of this policy may be directed to senior staff or 

the Executive Director. 

 

5. Anyone wanting to reproduce or remove documents from the Centre/Program must receive written 

approval to do so from senior staff or the Executive Director. 
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SECTION II – ESSENTIAL ORGANIZATIONAL POLICIES 
 

CATEGORY:    Essential Organizational Policies 

 

SUBJECT:           Health and Safety 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    2.15 

 
PAGE:   45 

 

REVISED: 

 

PURPOSE  
To establish policies and procedures which comply with occupational health and safety legislation in the 

Province of Ontario. 

 

POLICY 
WSNCC will regulate the standards of workplace health and safety with the aim of preventing workplace 

accidents and injury.  

 

WSNCC will do everything we reasonably can to protect the health and safety of our employees. This 

includes, but is not limited to: providing appropriate training for handling potentially dangerous 

equipment and/or material, informing employees of potential dangers in the workplace, and setting up 

safe work practices.  

 

The regulation of standards of workplace health and safety will be the responsibility of the Health and 

Safety Committee. 

 

The Health and Safety Committee will include at a minimum a member of the pool staff, maintenance 

staff, administrative staff, program staff and senior management. 

 

PROCEDURES  
The Health and Safety Committee will conduct monthly workplace inspections and: 

1. Establish and maintain an ongoing program of health and safety issues identification, analysis and 

control throughout the organization; 

2. Develop hazardous materials and waste documentation, management and tracking systems with 

appropriate education and training for staff, volunteers and students; 

3. Ensure there is a system for tracking and receiving health and safety-related data through an 

established and regulated process; 

4. Monitor the effectiveness and efficiency of the health and safety tracking and reporting system to 

meet health and safety standards, according to various health authorities; 

5. Review and ensure development of health and safety documentation; 

6. Develop, implement and communicate incident reporting systems; 

7. Ensure responsive incident and accident investigation procedures are in place; 

8. Ensure all staff are aware of their duty to report actual or potential incidents; 

9. Develop a central point of analysis, tracking and trending of adverse incidents and be a central point 

for the dissemination of relevant information to all directors, managers and staff; 
10. Address such other matters related to health and safety as may arise from time to time.  

 

. 



 

 46 

SECTION III – SPECIFIC EMPLOYEE POLICIES 

 

CATEGORY:    Recruitment and Selection 

 

SUBJECT:           Recruitment 

 

APPROVED:     November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:   3.1  

 
PAGE:   46 

 

REVISED: 

 

PURPOSE: 
To establish recruitment policy and procedures for the organization in compliance with the Employment 

Standards Act. 

 

POLICY: 
The WSNCC is an equal opportunity employer and will conduct recruitment in a fair and equitable way 

within legislative and human rights guidelines. 

 

PROCEDURES 
1. It is the responsibility of each applicant to demonstrate that s/he meets the requirements of the 

position.  

 

2. Only those applicants who are eligible for the position will receive acknowledgement of receipt of 

application. 

 

3. Each interview team will consist of a minimum of two persons. The composition of this team will 

depend on the position being filled.   For a Full-time Front Line position and a Management position 

the interview team will be chosen by the Executive Director.  For the Executive Director position the 

interview team will be chosen by the Board of Directors. 

 

4. Applicants who meet the basic requirements of the position will be invited to an interview where they 

will be evaluated based on responses to preset interview questions. 

 

5. Second interviews will be held when several candidates demonstrate equal abilities. 

 

6. Once a final candidate has been determined and prior to any offer of employment, approval must be 

obtained from the Executive Director, except if the position being filled is that of the Executive 

Director, in which case the Board of Directors must give approval. 

 

7. Following receipt of approval to hire, a verbal offer can be made to the candidate. 

 
 



 

 47 

SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Recruitment and Selection 

 

SUBJECT:           Hiring Principles 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    3.2 

 
PAGE:   47 

 

REVISED: 

PURPOSE  
To declare WSNCC’s policy in the hiring of employees in compliance with current legislation and the 

Employment Standards Act. 

 

POLICY  
Opportunity for employment is non-discriminatory with respect to race, creed, colour, religion, age, sex, 

marital status, nationality, ancestry, place of origin, family, disability, sexual preferences, class or source 

of income. 

 

WSNCC will actively seek to employ a diversity of staff that can reach out and work with the diversity of 

participants that live in the neighbourhoods served by WSNCC and its Satellite facilities. 

 

It is the policy of the organization to encourage qualified internal candidates to apply for available 

positions. Consideration will be given to internal employees based on qualifications, job performance and 

employment record, relevant education or training, experience and length of service with WSNCC.  

 

WSNCC seeks to hire staff who share the philosophy and values of the organization.  

 

PROCEDURES 
1. When a vacancy exists or a new position is created, the position will be posted internally and/or 

externally as appropriate. Internal candidates will be considered first. 

 

2. Recruitment for positions is at the discretion of Senior Management, Divisional Coordinators, or their 

designate who will consider all aspects of existing employee skills, training and development. 

 

3. Job postings will be based on the specific requirements for each position as detailed in the job 

description. 

 

4. Candidates will be informed of their status for consideration.  However, only candidates being 

interviewed will be contacted when a large volume of applications for a position are anticipated.  The 

job posting will indicate this. 

 

5. Successful candidates will be presented with a letter of offer that is signed by the Executive Director, 

and the candidate also signs accepting the position and conditions. 

 

6. The successful candidate will be informed by telephone and then by official letter of appointment or 

contract signed by Senior Management, Division Coordinator or their designate. The letter will 

outline the position, ‘Trial Period’, benefits, remuneration, hours of work and starting date. 
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Recruitment and Selection 

 

SUBJECT:           Internal Hiring  

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    3.3 

 
PAGE:   48 

 

REVISED: 

 

PURPOSE:  To give existing employees, volunteers, and participants an opportunity to apply for a new job 

opening. 

 

POLICY 
Job openings are to be filled by qualified individuals from within WSNCC whenever possible.  
 

Vacancies within the WSNCC organization and its affiliates are posted internally first to give employees 

the opportunity for growth, development or advancement.  
 

Equal opportunity is provided to all internal applicants allowing each individual the opportunity to select 

the best fit for themselves.  Should an employee be awarded the position posted, the same procedure shall 

take place for the new vacancy created. 
 

Internal job candidates are not guaranteed the positions applied for and such candidates must meet all 

criteria required for the job.  
 

The internal posting shall be posted for 5 business days and shall include the following criteria:  

 position  

 posting date  

 program  

 location  

 responsibilities  

 qualifications  

 starting date  

 hours of work  

 employment status: permanent, contract  

 deadline date for application  

 where to submit application  
 

If a qualified internal candidate is not found the vacancy will be advertised externally. 

 

PROCEDURE  
1. Job applicants will be required to complete the applicable job application documents, supply a 

resume, references, and be prepared to provide proof of any necessary or applicable accreditation 

related to the position.  In addition to the above required information, the job applicant may be 

required to take a test related to the position.  
 

2. Permanent part-time or full-time employees must have completed a ‘trial’ period or have been 

employed by the WSNCC for longer than 6 months before being eligible to apply for other positions 

within WSNCC through the posting procedure. 
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3. Any employee who is currently in the corrective action process (under review for disciplinary Action) 

prior or during the posting is ineligible for consideration.  
 

 

4. Applicants will be advised that necessary police reference checks will be made, at their expense, as 

well as reference checks prior to any job offer being made.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Recruitment and Selection 

 

SUBJECT:           Selection - Advertising 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    3.4 

 
PAGE:   50 

 

REVISED: 

 

PURPOSE  
To implement a consistent and coordinated process for advertising to recruit employees.  
 

POLICY  
The organization will advertise positions in a clear and consistent manner to ensure fairness and equity of 

access to positions.  

 

The organization will advertise positions in order to recruit competent people reflecting the diversity of 

the community in all positions.  

 

PROCEDURES  
1. Temporary positions (up to a maximum of 26 weeks) may or may not be posted at the discretion of 

the Executive Director.  All other postings will be posted according to this policy.  

 

2. All recruitment advertising will be coordinated through the Executive Director (or his/her designate). 

It is the responsibility of the Director to ensure that the job requirements as advertised are acceptable. 

Acceptable requirements are those that can be proven to be genuine, reasonable and necessary for the 

particular job and consistent with the job description.  Requirements should be reviewed to ensure 

they do not discriminate against any qualified individuals. 

 

3. All positions will be posted in a location that is visible to staff at the same time as the position is 

posted externally.  

 

4. The Executive Director must approve all postings before they are distributed.  

 

5. All postings must include the following information:  

 position  

 posting date  

 program  

 location  

 responsibilities  

 qualifications  

 starting date  

 hours of work  

 employment status: permanent, contract  

 deadline date for application  

 where to submit application  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Recruitment and Selection 

 

SUBJECT:           Interviewing 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed and revised 

January 2016. 

NUMBER:    3.5 

 
PAGE:   51 

 

REVISED: January 2016 

 

PURPOSE  
To ensure that WSNCC interview practices are in compliance with relevant legislation and employment 

equity principles and procedures to achieve and maintain a work force that is representative of a diversity 

of highly skilled individuals.  
 

To exchange pertinent information about the candidate and to provide the candidate with information 

about the organization and the position.  
 

POLICY 
The decision to interview employees will not be made on the basis of race, creed, colour, religion, age, 

sex, marital status, nationality, ancestry, place of origin, family, disability, sexual preferences, class or 

source of income.  
 

WSNCC will interview those individuals with the competencies, skills, knowledge and creative 

leadership abilities necessary for the position and in building the capacity of the organization. 
 

Internal candidates will be considered and interviewed prior to external candidates.  
 

PROCEDURES 
1. The Executive Director or Supervisory staff will establish a selection committee, composed of 

persons with sufficient expertise/knowledge to judge each candidate’s experience. It will be a diverse 

committee including people of different races, cultures, sexual orientations, and ages when possible.  
 

2. The Selection Committees will endeavour to have a minimum of 2 and a maximum of 5 people and 

may include: supervisor; staff representative, participant or Board member, others as required to 

provide expertise, skills or knowledge.  
 

3. Selection committees must receive at least 3 applications to proceed with the hiring process.  If fewer 

than 3 applications are received, then the position must be re-posted more broadly.  
 

4. Applications will be reviewed for necessary qualifications.  The applications may be reviewed by the 

whole committee or the Chair may screen the applications and present a smaller list of potential 

candidates for interviews.  
 

5. Members of the Selection Committee will develop interview questions and selected applicants will be 

granted a personal interview.  
 

6. Whenever possible a second interview will be held. 
 

7. The selection committee will have an interview structure with clear criteria for rating candidates.  
 

8. An interview schedule will be arranged by the chairperson of the selection committee in collaboration 

with other members. 
 

9. During the interview process, candidates will be advised that reference checks will be undertaken.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Recruitment and Selection 

 

SUBJECT:           Selection of Employees 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011 Reviewed January 2016 

NUMBER:    3.6 

 
PAGE:   52 

 

REVISED: 

 

PURPOSE  
To ensure a consistent method for selection of employees in compliance with the Human Rights Code of 

Ontario.  

 

POLICY  
Hiring will be based on a well defined and fair process.  

 

The recruitment and selection of employees is the responsibility of the Executive Director who may 

designate another staff member to lead the selection process.  

 

Employees will not interview a relative for employment at WSNCC.  

 

Relatives of employees will not be employed in or transferred to jobs which could result in conflict of 

interest.  This includes jobs that place relatives in a supervisory/employee relationship and any position 

that could result in favouritism being shown to a relative.  

 

For the purposes of this policy, a relative is considered to be a spouse, same sex partner, common-law 

partner, parent, child, daughter-in-law, son-in-law, sister, brother, sister-in-law, brother-in-law, nieces, 

nephews.  Candidates for positions will be asked to declare conflicts of interests.  Failure to do so will 

result in termination.  

 

PROCEDURE  
Personnel will be selected using the following procedures:  

 

1.   An up-to-date job description will be available to all potential candidates.  

 

2. The job description will identify critical job tasks and outline the experience, knowledge and skills         

      required to execute them successfully. The knowledge and skill requirements will form the basis of         

      performance objectives and appraisals. 

 

3. All applications received will be stamped with the date received and those received after the deadline 

date may be rejected by the selection committee.  

 

4. The Executive Director will establish a selection committee, composed of persons with sufficient 

expertise/knowledge to judge each candidate’s experience. It will be a diverse committee including 

people of different races, cultures, sexual orientations, and ages when possible.  

 

5. Selection Committees will endeavour to have a minimum of 2 and a maximum of 5 people and may 

include: supervisor; staff representative, participant or Board member, others as required to provide 

expertise, skills or knowledge. 
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6. Selection committees must receive at least 3 applications to proceed with the hiring process.  If fewer 

than 3 applications are received, then the position must be re-posted more broadly.  

 

7. Applications will be reviewed for necessary qualifications. The applications may be reviewed by the 

whole committee or the Chair may screen the applications and present a smaller list of potential 

candidates for interviews.  

 

8. Selected applicants will be granted a personal interview.  

 

9. The selection committee will have an interview structure with clear criteria for rating candidates.  

 

10. An interview schedule will be arranged by the chairperson of the selection committee in collaboration 

with other members. 

 

11. During the interview process, candidates will be advised that reference checks will be undertaken.  

 

12. After the most appropriate candidate has been selected, references will be sought before an offer of 

employment is made.  Reference checks will include employment and performance, and professional 

credentials. See reference check policy.  

 

13. The candidate may be responsible for providing a police record check or a vulnerable person sector 

check. 

 

14. Once the most suitable candidate has been selected, a verbal offer of employment may be made and if 

accepted, a letter of offer will be sent to the candidate containing the following information:  

a. Position being offered and effective date  

b. Rate of pay  

c. Hours of work  

d. Payment schedule  

e. Benefit information and coverage date (where applicable)  

f. Police reference check requirement  

g. Probationary period  

h. When and where to report to work  

i. To whom the person will be reporting  

j. A line for signature of candidate, stating that she/he has agreed to the terms outlined in the 

letter.  

 

15. After an offer of employment is accepted verbally by the selected candidate, the other candidates 

interviewed will be notified immediately that they were not successful.  

 

16. Documentation will be completed by the Chair of the committee and forwarded to the Executive 

Director for approval and then to payroll.  

 

17. All pertinent documents will be placed in the payroll/personnel file of the selected candidate.  

 
(Appendix B: Interview Guidelines, p.92) 
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Recruitment and Selection 

 

SUBJECT:           Recruitment and Selection of Executive Director 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.7 

 
PAGE:   54 

 

REVISED: 

 

PURPOSE  
To ensure a consistent method for the recruitment and selection of the Executive Director.  

 

POLICY  
The Board of Directors of the organization will be responsible for the recruitment, selection and 

orientation of the Executive Director.  

 

PROCEDURE  
The Executive Director will be recruited and selected using the following procedures:  

 

1. The Board of Directors of the organization will prepare advertisements for external and internal 

posting. The Board will appoint a chairperson for the selection committee.  

 

2. The Board will appoint a selection committee to carry out the hiring. The committee will be made up 

of Board members, other people with particular skills or knowledge related to the position. There will 

be no more than 5 people on the committee and Board members must form the majority. The 

selection committee will appoint a chairperson.  

 

3. The position will be advertised internally, in community organizations, newspapers and on relevant 

web sites.  

 

4. The remainder of the hiring process is the same as outlined for general recruitment and selection staff.  

 

5. The chairperson will report the recommendations of the selection committee to the Board which must 

approve the recommended candidate.  

 

6. Upon the approval of the Board of Directors, the chairperson will make a verbal offer to the selected 

candidate outlining the terms of employment. Written confirmation of the offer will be forwarded to 

the candidate.  

 

7. All pertinent documents will be placed in the payroll/personnel file of the selected candidate.  

 



 

 55 

SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Recruitment and Selection 

 

SUBJECT:           Reference Policy 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Fall 2011, Reviewed January 2016 

NUMBER:    3.8 

 
PAGE:   55 

 

REVISED: 

 

PURPOSE  
To ensure that reference checks are conducted in a way that will respect confidentiality and allow for the 

recruitment of the most suitable candidates.  

 

POLICY  

At least two references for all candidates (those both inside and outside the organization) will be checked 

before an offer of employment is made.  At least one reference must be from a current/former supervisor.  

Only references provided by the candidate will be contacted.  

 

PROCEDURES  
1. Specific questions will be developed to ask individuals who have been identified as references. Each 

reference should be asked the same questions. All responses will be recorded.  

 

2. Reference checks may be made by telephone and/or in writing.  

 

3. Current employers of outside candidates will not be contacted without the permission of the applicant.  

 
(Appendix C: Reference Check Guidelines, p. 93) 
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SECTION III – SPECIFIC EMPLOYEE POLICIES  
 

CATEGORY:    Recruitment and Selection 

 

SUBJECT:           Police Reference Checks including Vulnerable 

Persons Sector check. 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: With Change in Legislation 

NUMBER:    3.9 

 
PAGE:   56 

 

REVISED: January 2016 

 

PURPOSE 
To ensure to the best of WSNCC’s ability that staff and volunteers comply with requirements set out by 

the Ministry of Community and Social Services with respect to provision of service to vulnerable clients. 
 

POLICY 
A Police Reference Check will be required for: 

 

All new staff members hired into positions placing them in direct unsupervised contact with children 

and/or vulnerable adults. 
 

All new volunteers who will have direct unsupervised contract with children and/or vulnerable adults. 
 

All program participants (i.e. Students) who have will have direct unsupervised contact with children 

and/or vulnerable adults. 
 

Existing staff who will be acting as the liaison between West Scarborough Neighbourhood Community 

Centre and Hire Performance 
 

Existing staff who are transferred into positions placing them in direct unsupervised contact with children 

and/or vulnerable adults. 
 

Existing volunteers who are transferred into positions placing them in direct unsupervised contact with 

children and/or vulnerable adults. 

 

Some staff may be required to have a Vulnerable Person sector check required by programs such as 

Playcare. 

 

It is the responsibility of all staff to provide information to WSNCC of any convictions under the 

Criminal Code and the Highway Traffic Act. 
 

PROCEDURE  
1. Police Reference Checks shall only be conducted for the final candidate(s) for whom employment or 

volunteer position is being considered. 

2. The WSNCC requires that the following information will be provided to the final applicant. 

 The reason for the Police Reference Check 

 Only a conditional offer of employment can be offered pending the result 

 A third party provider (Hire Performance) will be engaged to process the request unless it is a 

Vulnerable Sector Check in which case the potential staff will be required to process the check on 

their own at a police station and provide the results to WSNCC. 

3.  Prior to the offer of employment or volunteer position the applicant will be asked to fully complete 

all forms required by Hire Performance.  The cost of this may or may not be covered by WSNCC. 
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4. Failure on the part of the applicant to consent to this policy will result in the immediate termination of 

the selection process. 

5. Once completed forms will be faxed immediately to Hire Performance for processing. 

6.  A conditional offer of employment may be made to the applicant pending the results of the Police 

Reference Check.  The candidate may be asked to start employment pending the outcome of the 

check, however if a conviction is identified and deemed sufficiently serious, the candidate will be 

asked to immediately cease their employment or volunteering at WSNCC. 

7. WSNCC will incur the initial cost of the check and then arrange for re-payment from the applicant 

where deemed necessary.  Either by cash, cheque or through payroll deductions. 

8. Information received by West Scarborough staff will be treated as confidential and will be kept in a 

locked place. 

9. Information obtained by WSNCC only as long as the individual remains in the employment or 

continues at the Centre.  At the end of the period the information will be destroyed. 

10. The result of the Police Reference Check will only be received by the Divisional Coordinator 

responsible for this policy who will inform the Executive Director of any contentious issues or 

unusual information contained therein, if required. 

11. The Division Coordinator in consultation with the Executive Director will meet with the applicant and 

ask for the individual to disclose the findings.  If the applicant disputes the findings, the applicant will 

be instructed to present him/herself to Police Headquarters for fingerprint identification which will 

ensure that the information is relevant to the applicant and is not a case of mistaken identity.  No offer 

of employment will be made in the interim.  If the applicant has been made a conditional offer of 

employment, the candidate will be suspended without pay until the matter is resolved. 

12. The Divisional Coordinator shall in consultation with the Executive Director consider the 

circumstances of the criminal conviction(s).  The following facts shall be considered: 

 The nature and number of convictions 

 The applicant’s age at the time of the conviction(s) 

 The length of time that has lapsed since the convictions(s) 

 The rehabilitative and other efforts subsequently made by the candidate 

 The candidate’s employment record, qualifications and references 

 The specific duties and responsibilities associated with the position the applicant is being considered 

for and the relevance of the particular conviction to the position 

 The potential risk to the agency’s clients as a result of employing the applicant or volunteer 

 Any other relevant factors deemed appropriate 

13.  Conviction(s) of sexual assaults and/or child abuse shall automatically disqualify a candidate from 

further consideration and the selection process will terminate immediately 

14. The mitigating circumstances will be discussed with the candidate before a final decision is made in 

the selection process. 

15. The cost of the Police Reference Check shall be absorbed by the agency in the case of a volunteer.  In 

the case of employment, the cost may or may not be borne by the applicant. 

16. Only current Police Reference Checks will be accepted as valid.  Current defined as subsequent to the 

date of application for the position.   

17. In the case of a situation where an applicant is offered a job prior to the receipt of the Police 

Reference check.  The staff’s supervisor will take all possible measures to ensure a senior staff is 

present with the employee until the check is received.  Volunteers must wait until the check is 

received. 

18. The Police Reference Check is only part of an overall selection process.  This policy is not designed 

to replace sound hiring procedures but rather to enhance the process of securing high quality staff and 

volunteers at the WSNCC. 
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19. The use of information obtained through the Canadian Police Information computer system regarding 

outstanding criminal code charges and criminal code convictions for which a pardon has not been 

granted does not contravene the Ontario Human Rights Code. 

 

SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Specific Employee Policies 

 

SUBJECT:           Trial Period 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.10 

 
PAGE:   58 

 

REVISED: 

 

PURPOSE  
To establish ‘Trial Period’ for new employees to ensure their suitability to the position and compliance 

with the organization’s mandate, policies and procedures in compliance with the Employment Standards 

Act. 
 

POLICY  
The first three months of employment with WSNCC are considered a Trial Period and is to ensure an 

employee’s suitability to the position. It provides the opportunity for an employee to become familiar 

with WSNCC mission, goals, objectives, philosophy, policies, procedures and practices.  
  

The Trial Period is mandatory for designated positions and is not less than three (3) months during which 

time Full-Time employees are not eligible for benefits or vacation time. Trial Periods for all part time, 

contractual employees will be determined by the nature of the program. 
 

Full-Time employees may become eligible for benefits after they have successfully completed six (6) 

months of employment.  
 

During a Trial Period when full-time, part-time or contractual employees have been employed for less 

than 3 months, termination may be given by either party with 3 days notice and without penalty.  
 

PROCEDURES  
1. In the last month of the Trial Period, a decision can be made to retain or terminate the employee. If 

the employee’s assessment indicates weaknesses that could be improved and/or corrected, the 

supervisor will make a recommendation to the Executive Director who can extend the Trial Period for 

an additional period not to exceed three (3) months.  

 

2. If a decision is made by the supervisor during the last month of the Trial Period to recommend the 

retention of the employee, it is the responsibility of the supervisor to prepare a memo to the Executive 

Director to seek approval to grant full-time status to the employee.  

 

3. At the end of the Trial Period, the employee and the supervisor shall develop a written performance 

evaluation which shall be signed by both the employee and the supervisor. A copy of this 

performance evaluation shall be placed in the employee’s file.  

 

4. After completing a successful Trial Period, employees may obtain WSNCC’s benefit package at their 

own expense to cover the period to the end of 6 months when the cost will be paid by the agency. If 
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an employee completes six months successfully and is hired as a permanent employee, benefits may 

begin automatically, dependant upon the availability of funds. 

 
5. Contractual employees will be subject to a written contract defining the terms of their employment. 
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Specific Employee Policies 

 

SUBJECT:           Compensation 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE:  Reviewed January 2016 

NUMBER:    3.11 

 
PAGE:   60 

 

REVISED: 

 

PURPOSE  
To ensure fairness and equity in pay rates, salary administration, and transparency in compensation 

practices guided by the Employment Standards Act. 

 

POLICY  
WSNCC compensation practices ensure fairness and equity in pay rates and salary administration, and 

transparency in compensation practices. 

 

WSNCC will ensure that their compensation policy adheres to employment legislation. Elements of 

compensation will include:  

 Minimum wage  

 Rate of Holiday pay  

 Overtime pay  

 Equal pay  

 Payment Schedule  

 Payment tracking and documentation 

 Deductions  

 Gratuities  

 Payroll records and documentation 

 

PROCEDURES  
It is the responsibility of the WSNCC Board, Human Resource Committee and Executive Director to: 

 Maintain and review objective and up-to-date job descriptions 

 Implement Performance Management Program;  

 Establish and review salary ranges; decision-making criteria for salary increases; and time frames for 

salary review. 
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SECTION III – SPECIFIC EMPLOYEE POLICIES 

 

CATEGORY:    Orientation 

 

SUBJECT:           Orientation 

 

APPROVED:       November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:   3.12  

 
PAGE:   61 

 

REVISED: 

 

PURPOSE  
To ensure that the employee has all the information she/he needs to be able to do her/his job and to make 

new employees welcome.  

 

POLICY  
Each new employee will receive a comprehensive orientation to WSNCC so that he/she will be able to do 

her/his job effectively.  

 

WSNCC will provide all new employees with an orientation session during the first weeks after the 

commencement of employment. Permanent full-time and part-time employees will be provided with a 

schedule of orientation activities which should be completed over the first year of employment.  

 

PROCEDURES  
1. An orientation program will include:  

 An explanation of the philosophy of the organization  

 A review of the Divisional Services 

 Guiding Principles of Division 

 General job description and staff duties  

 Policies and procedures  

 Performance evaluation procedures  

 Hours of work, compensation, payroll procedures  

 Emergency/ safety procedures  

 An organizational chart  

 Site visits if the organization has programs at more than 1 site  

  

2. The implementation of the orientation program is the responsibility of the supervisor.  

 

3. All new employees will have access to a copy of the Human Resources Policies and Procedures 

Manual as well as policies related to programming.  

 

 

 

 



 

 62 

SECTION III – SPECIFIC EMPLOYEE POLICIES  

 

CATEGORY:   Salary and Benefit Administration 

 

SUBJECT:           Expenses 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:   3.13 

 
PAGE:   62 

 

REVISED: January 2016 

 

PURPOSE  
To outline reimbursement of approved work-related expenses incurred by employees.  

 

POLICY  
The organization will reimburse employees for pre-approved reasonable expenses incurred in the course 

of performing the job and approved by the supervisor in accordance with the annual budget.  

 

PROCEDURES  
1. The employee must submit an expense claim form, with a mileage log and receipts attached, to the 

supervisor for reimbursement. This should be completed monthly unless otherwise advised by the 

supervisor. 

 

2. Employees will be reimbursed at a rate of $.45 per km. when using their own car for work purposes 

(not including travel to and from work). This rate may be amended from time to time.  

 

3. All work-related expenses must be pre-approved by the supervisor.  

 

4. Any reimbursement for expenses must be accompanied by a receipt or proof of payment.  

 

5. The approval of reimbursement for meals, accommodation and travel expenses associated with 

training and professional development activities will be at the discretion of the Executive Director or 

his/her designate.  

 

 



 

 63 

SECTION III – SPECIFIC EMPLOYEE POLICIES   

 

CATEGORY:   Salary and Benefit Administration 

 

SUBJECT:           Handling Agency Cash/Cheques 

 

APPROVED: 

 

ANNUAL REVIEW DATE: Reviewed  January 2016 

NUMBER:   3.14 

 
PAGE:   63 

 

REVISED: January 2016 

 

PURPOSE  
 

TO ENSURE THAT STAFF UNDERSTAND THE PROCEDURES FOR HANDING CASH AND 

ACCESSING MONIES FOR PROGRAMMING. 

 

POLICY 

The Centre will reimburse the employee for costs incurred through programming if they can be directly 

attributable to the execution of the employee’s job description and has been approved by his/her 

supervisor. 

Revenue received in the form of cash or cheques must be submitted for deposit within 24 hours of receipt 

(within 3 days for off site locations) and kept in the drop safe at WSNCC or a locked box if at a satellite 

location.  

 

PROCEDURES  

1. All cheque requisitions should be signed by the employee and reviewed and signed by the divisional 

co-ordinator.   

 

2. Any cheque requisitions over the limit of $500 must be verified and signed by either the Executive 

Director or the Program Director.  This may represent the second signature. 

 

3. Any cash requested by cheque requisition and held by an employee becomes the responsibility of that 

employee.  Lost cash is not the responsibility of the Centre.  

 

4. Any cash received as revenue must be deposited within 24 hours with cash tally backup which includes 

deposit information.  All cash tally sheets must be signed by the employee and verified by a second 

employee who will also count and record the amount of cash and cheques. 

 

5. All cash revenue must be held in the drop safe.  No cash revenue may be kept on either the staff person 

or at any other location within the building.  Keyed lock boxes may be used at satellite locations but cash 

must be deposited within 3 working days. 

 

6. Any cash taken in as revenue and held by an employee becomes the responsibility of that employee.  

Lost cash is not the responsibility of the Centre. 
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Salary and Benefit Administration 

 

SUBJECT:           Employment Records 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE:  Reviewed January 2016 

NUMBER:    3.15 

 

Page: 64 
 

REVISED: 

 

PURPOSE  
To ensure that all personnel records are complete, contain pertinent information required by the employer 

and are managed within the guidelines of the Freedom of Information and Protection of Privacy Act 

(FIPPA).  

 

POLICY  
The collection, use, disclosure, retention and disposal of this information is managed by WSNCC within 

the guidelines of FIPPA’s principles of confidentiality, accuracy and relevance.  
 

A personnel/payroll file shall be set up and maintained by designated staff for each employee of the 

organization.  
 

Personnel files will be maintained for at least seven years after the employee has left the organization.  
 

Personnel files are kept in locked filing cabinets.  Access to personnel files is limited in order to ensure 

the confidentiality of employee information.  

 

PROCEDURES  

Contents  

1. The employee’s file shall contain, at a minimum, the following information:  

     Personal Data: Name, Address, Phone number, Date of birth, Social Insurance Number  

     Employment documentation 

   Employee data record (employee status, rate of pay, start date, hours of work)  

TD1 (tax deduction form)  

Benefits forms  

Signed confidentiality statement and orientation sign-off sheet 

Signed job description  

Employment agreement or contract as applicable  

Resume/application form  

Written offer of employment  

Emergency contact  

Copy of records of qualifications  

Vacation and sick day accrual records  

Records of professional development  

Records of changes of information  

Records of salary adjustments  

Documents related to any leave 

  

2. In addition, the employee’s file will contain any performance reviews or other documentation relating 

to performance, discipline or termination.  
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3. It is the responsibility of the individual employee to inform his/her supervisor of any change of 

personal data.  It is the responsibility of the supervisor to ensure that the information is transmitted to 

payroll staff.  

 

Access  

1. Employee files will be kept in a locked cabinet.  Only those responsible for the administration of the 

file, and the Executive Director should have access to the files.  

 

2. The employee may request to review his/her file at any time.  He/she must be given access to the file 

within 30 days of making a request.  He/she may review the original documents but may not take 

them off site.  He/she may be given copies of any documents at the organization’s discretion.  

 

3. Release of Information to an Outside Party  

 Information related to an employee will be given to an outside party only at the request of an 

employee unless required by law.  

 The employee will provide permission in writing before any information is released.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Salary and Benefit Administration 

 

SUBJECT:           Employee Benefits 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:   3.16 

 
PAGE:   66 

 

REVISED: 

 

PURPOSE  
To identify benefits and eligibility requirements for staff.  

 

POLICY  
As a minimum, all employees of WSNCC will receive benefits as provided by the Employment Standards 

Act and currently including:  

  Employment Insurance  

Canada Pension Plan  

Employer Health Tax  

Vacation Time or Vacation Pay (4%)  

 

Full-time permanent employees and part-time permanent employees who work eligible hours may be 

entitled to additional health benefits and pension/retirement savings package which includes:  

Extended Medical  

Long Term Disability Insurance  

Dismemberment and Death Benefits 

The organization may change the health benefits offered, based on costs and resources available.  

 
The practices of the organization will be consistent with prevailing legislation at all times which may 

supersede the benefits described in this policy.  

 

Permanent full-time staff may be entitled to additional vacation, leave and professional development 

benefits which are outlined further under the Leaves and Absences Policy.  

 

PROCEDURES  
1. Employees will receive an outline of the benefits available in writing.  They will also receive 

notification of any changes to these benefits in writing.  

 

2. Employees must be employed for 6 months before becoming eligible for non-statutory benefits.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Salary and Benefit Administration  

 

SUBJECT:           Use of Personal Vehicles for Work 

                          Purposes 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.17 

 
PAGE:   67 

 

REVISED: 

 

 

PURPOSE  
To ensure WSNCC employees understand their responsibility when using their own vehicles for work 

purposes.   

 

POLICY  
The Centre does not provide insurance for the employee’s private vehicle. When the work situation is such that 

employees are required to use their private vehicles for transporting clients or participants for business, the Centre 

will reimburse the employee for the additional insurance coverage.   

 

PROCEDURES  
1.  The insurance company must be informed, in writing, that the employee’s private vehicle is being used for 

business and to transport participants or clients.  

 

2.  In addition, he/she must provide the Executive Director with a copy of a letter from his/her insurance company 

stating that a minimum of $1,000,000 insurance is being carried and the insurance company has been informed that 

his/her private vehicle is being used for business. 

 

3. All personal convictions, e.g. careless driving, speeding, illegal parking are the responsibility of the individual 

and not the Centre. 
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SECTION III – SPECIFIC EMPLOYEE POLICIES  
 

CATEGORY:    Salary and Benefit Administration  

 

SUBJECT:           Use and Driving of  WSNCC Vehicles  

 

APPROVED:       November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.18 

 
PAGE:   68 

 

REVISED: 

 

PURPOSE  
To ensure the safety of all WSNCC employees when using WSNCC vehicles for work purposes.  
 

POLICY  
Certain employees of the Centre are required to have the use of a Centre owned vehicle for the purpose of 

performing their job responsibilities. This policy outlines vehicle driving and insurability, as well as 

appropriate actions and behaviours to be used when operating, parking, storing items in and carrying 

passengers in a Centre owned vehicle. 
 

PROCEDURES  
1. For any employee required to drive in the course of performing their job responsibilities, 

employment with the Centre is dependent upon the employee's possession, production of and 

maintenance of a Class G Ontario Driver’s License or other class based upon the job description   

(Class F). As well, employment is dependant upon possession and maintenance of a clean driving 

record that meets the criteria of the Centres insurance company. 
 

2. The employee must submit a current Drivers Abstract from the Ministry of Transportation to the 

Program Director. The employee may be prohibited from working until this is presented. 
 

3. Any changes to the legal eligibility to drive or their insurability must be reported to the Program 

Director. Changes in this status may affect employment with the Centre. 
 

4. Employees must obey all municipal, provincial and federal law while operating the vehicle. 
 

5. An employee charged with a motor vehicle infraction while driving a Centre vehicle is solely 

responsible for that infraction and any resulting fines or charges. Any infraction must be reported 

to the Program Director and may affect the employee's employment. 
 

6. Any employee who operates a Centre vehicle must exercise due care and caution when driving 

and remain courteous at all times. 
 

7. All cell phone calls should be made or picked up by pulling over safely to the side of the road. 
 

8. An employee operating a company vehicle is accountable for maintaining the vehicle in good day 

to day driving condition and prior to starting the vehicle perform a circle check. Regular 

maintenance schedules must be followed. Larger vehicle repairs and maintenance must be 

reported to the Program Director. 
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9. Every effort should be made to use complimentary or the most economical parking available. 

Employees may be considered responsible for parking penalties or charges if due care was not 

taken to avoid them. 
 

10. The vehicle should be parked in a safe location within view of the external security camera and 

kept locked at all times when not in use. Valuables should not be kept in the vehicles. 

 

11. An Annual Driver’s Abstract is required to drive a WSNCC vehicle. 
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Salary and Benefit Administration  

 

SUBJECT:           Garnishee of Wages 

 

APPROVED:      November  2009 

 

ANNUAL REVIEW DATE: With Change in Legislation and 

reviewed January 2016 

NUMBER:    3.19 

 
PAGE:   70 

 

REVISED: 

 

PURPOSE  
To ensure WSNCC complies with legal requirements for garnishee of wages while respecting employee 

confidentiality and rights.  

 

POLICY  
WSNCC will fulfill its duty to comply with court-ordered or Revenue Canada Taxation requirements for 

garnishee of wages.  

 

PROCEDURES  
1. The Requirement to Pay must remain confidential and will be handled by the Payroll Administrator 

who will keep the Director of Accounting informed of its process.  

 

2. The employee, who has been informed by the third party, will also be informed, in writing, by the 

employer. 

 

3. The employer is responsible for canceling the deductions when the third party requesting payment 

confirms that the debt has been repaid or when the employee ceases to be employed by the Centre. 

The organization will not stop deductions for any other reason or situation. 
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Attendance Management 

 

SUBJECT:           Regular Working Hours 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.20 

 
PAGE:     71 

 

REVISED: 

 

PURPOSE  
To outline the hours of work required by employees to support the goals and activities of the 

organization.  

 

POLICY  
The hours of work for staff are specified in the offer of employment or any individual employment 

agreements.  

 

PROCEDURES 
Hours of work of the organization WSNCC are as follows:  

1. Full-time staff will be expected to work 40 hours per week, inclusive of a one hour lunch break.  

 

2. Part-time staff will be expected to work the number of hours per week that are specified in their 

position descriptions and/or employment agreements.  

 

3. Flexible time arrangements must be made with the supervisor to reflect program requirements and 

peaks in work activity. The organization retains full discretion about whether to establish flexible 

work arrangements.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES  
 

CATEGORY:    Attendance Management 

 

SUBJECT:           Overtime and Compensation Time 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed and revised January 2016 

NUMBER:  3.21  

 
PAGE:  72 

 

REVISED: January 2016 

 

PURPOSE  
To clarify staff and management responsibilities and entitlements related to overtime and compensation 

time.  

 

POLICY  

Employees working more than 40 hours a week are entitled to compensation. 

 

PROCEDURES 
1. Overtime can only be taken as compensatory ( lieu) time;  
 

2. Overtime must be pre-approved by the supervisor and should be approved in advance of the time 

worked;  
 

3. Compensation time will be scheduled with agreement of the supervisor who will take program needs 

and schedules into consideration; 

 

4. Wherever possible work ours will be adjusted to avoid unnecessary overtime. 
 

5. A maximum of one overtime (changed from 5) day may only be accumulated at any one time. 
 

6. Staff must use their overtime hours within the ( year) changed to month earned;  
 

7. Contract employees must have written authorization from their supervisors to work more hours per 

week than agreed to in their individual contracts of employment.  Supervisors must confirm any 

budget for extra hours with the Executive Director.  

 

8. Please see lieu time guidelines for further details ( new) 
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Attendance Management 

 

SUBJECT:           Attendance and Absenteeism 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:   3.22 

 
PAGE:   73 

 

REVISED: 

 

PURPOSE  
To define the respective responsibilities of the Executive Director, supervisors, and employees related to 

attendance and absenteeism.  

 

POLICY  
WSNCC shall endeavour to maintain attendance of employees at a maximum and absences at a 

minimum.  However, the organization recognizes that many absences are unavoidable and legitimate and 

therefore allows certain absences with or without pay.  

 

The organization reserves the right to:  
 

 Authorize or refuse to authorize the advance request of an employee to be absent. 
 

 Require documentation or proof of reasons given for absences (i.e. a physician’s note).  
 

 Determine whether or not an absence is necessary or justifiable.  

 

PROCEDURES  

1. Directors’ and Supervisors’ Responsibilities: 

The supervisor is responsible for ensuring that appropriate wages are paid and that payment is not 

made when it is not justified, that is, in the case of leave without pay or unauthorized absences.  The 

supervisor is responsible for approving any leaves in accordance with the Human Resources Policy.  

 

When, in the opinion of the supervisor, an employee’s lack of punctuality or attendance is 

unnecessarily reducing productivity, she/he should report to the Director responsible and make a 

recommendation for corrective action.  

 

Supervisors and the Executive Director are responsible for maintaining records of leaves taken and 

vacation or other leave entitlements for each employee.  The employee may have access to these 

records at any time with reasonable notice.  

 

2. Employee Responsibility  

Every employee of the organization has obligations and responsibilities concerning absences.  

 

Each employee of the organization is responsible for reporting for work as scheduled, unless time off 

or leave has been granted by her/his supervisor.  

 

In the event of illness, the employee must speak directly to the supervisor (via telephone) as much in 

advance as possible. If the supervisor cannot be reached then the supervisor’s supervisor must be 

contacted.  
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The following information must be provided:  

 

a. The reason for not reporting for work  

b. The day or time he or she expects to report for work;  

c. The place where he or she can be reached.  

 

 Once the absence is reported to the supervisor, the reception desk (of the employee location) must    

 also be informed a.s.a.p.  

 

Failure to report as above will be considered an unauthorized absence.  

Payment will not be made for time lost due to unauthorized absence.  In addition, disciplinary 

action may be taken.  Three consecutive days of unauthorized absence will be considered 

voluntary termination of employment.  

 

Request for absence from work (paid or unpaid) other than illness must be made to the supervisor 

as far in advance as possible.  

 

Failure to comply with the preceding policies will be regarded as abandonment of position.  

 

3. Recording Absences:  

Absences will be recorded daily by the Supervisor and submitted to the person responsible for 

maintaining attendance records quarterly.  

No sick time can be accumulated.   If the employee has used up all of his or her sick-leave days, any 

additional time off work for illness will be without pay or will require approval for a different type of 

leave (refer to Section 6 on Time off Work).  

 

SNOW POLICY  
During snow storms the agency will be closed when the Toronto District School Board closes its schools. 

Lieu or Vacation Time must be used when absent due to snow storms when the Building is not closed. 

 

PROCEDURES 
Monday to Friday:  

If the Toronto District School Board is closed the Centre will also be closed. (information available on 

local radio and televisions stations) 
 

Weekends:  

If the local radio and television stations report that it is recommended to stay home unless it is an 

emergency the Centre will also be closed. 
 

On days when the Centre is open some programs may be closed due to the safety of participants.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Leaves and Absences 

 

SUBJECT:           Compassionate Leave/Family Medical Leave 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:   3.23 

 
PAGE:   75 

 

REVISED: 

 

Compassionate leave is time off with pay as a result of death or other crisis in the employee’s immediate 

family.  

 

PURPOSE  
WSNCC will grant leaves to employees with or without pay in order to support the personal and family 

lives of employees and promote the wellness and health of employees and their families.  

 

POLICY  
An employee may be given 3 consecutive working days without loss of salary in the event of the death or 

serious illness of an immediate member of the family. For the purpose of this policy, immediate family 

members are defined as: spouse, same sex partner, common-law partner, parent, child, daughter-in-law, 

son-in-law, sister, brother, sister-in-law, brother-in-law, nieces, nephews, grandparents, grandchildren and 

step grandchildren.  

 

All employees (permanent and contract) may request an extended unpaid leave of up to 8 weeks in a 26 

week period for Family Medical Leave to provide care for a family member who has a serious medical 

condition.  

 

PROCEDURES  
1. Employees will notify their supervisors about the reason for their absence as soon as possible.  

 

2. Supervisors may require a medical note for leaves of absences.  

 

3. Employees may be eligible for compassionate care benefits under the Employment Insurance Act.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Leaves and Absences 

 

SUBJECT:           Maternity/Parental Leave 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.24 

 
PAGE:   76 

 

REVISED: January 2016 

 

PURPOSE  
To ensure that biological and adoptive parents have access to time off to have and care for a new child, 

and to assure that they can go back to the same job or a comparable position when the leave is over.  
 

POLICY  
Leave of absence for pregnancy/parental leave shall be in accordance with the provisions of the Ontario 

Employment Standards Act. Pregnancy/parental leave benefits will remain in keeping with changes in 

legislation which will supersede this policy.  

 

Birth mothers are entitled to pregnancy leave of 17 weeks unpaid leave. They may also take an additional 

35 weeks unpaid parental leave. Biological and adoptive parents are entitled to up to 37 weeks unpaid 

parental leave.  
 

PROCEDURES 
The employee must give the employer 2 weeks written notice of the beginning date of a pregnancy or 

parental leave where possible.  If the employee is required to stop work early and is unable to give notice, 

she has 2 weeks to provide a medical note from a practitioner stating the reason for an early leave.  

Employees must work for 13 weeks previous to the start date of a leave in order to be eligible for 

maternity or parental leave benefits.  

 

Once an employee has started maternity/parental leave, she/he will not be eligible for sick-leave benefits, 

or vacation credits. ( previously vacation credits were accrued) Employees may be eligible to continue 

with other health benefits but if the employee is responsible for contributing to the plan, he/she must 

continue to do so during the leave.  

 

Seniority for all purposes continues to accrue during maternity and parental leave, and following the 

leave, the employee will be reinstated to the same position if it still exists or to a comparable one if it 

does not.  

 

On reinstatement, the employee will be paid at the rate paid when the leave commenced or, if it has been 

raised, at the rate the employee would be earning if she/he had worked through the leave.  

An employee may be granted an extended unpaid leave of absence of up to 12 months (inclusive of all 

leave benefits) for maternity, paternity or adoption leave, even where he/she is not eligible for the full 

year of Employment Insurance benefits.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Leaves and Absences 

 

SUBJECT:           Sick Leave 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.25 

 
PAGE:   77 

 

REVISED: 

 

PURPOSE  
To protect employees against loss of income if they are ill or injured.  

 

POLICY  
Employees will be provided with sick leave in compliance with the Attendance Management Program 

and the Employment Standards Act. 

 

PROCEDURES  
1. Full-time, permanent staff are entitled to 1 ½ days per month of sick leave with full pay.  Sick leave is 

used to cover sickness of employee his/her child, spouse or parent if the employee is needed for 

primary care. 

 

2. Unused sick days can not be accumulated and have no cash benefit and no payment will be 

made in lieu of unused sick days when the employee leaves WSNCC’s employ.  

 

3. In the case of extended illness, a medical certificate shall be required after 3 consecutive days of 

absence.  After the period of paid benefits is completed, staff shall be granted a maximum of six 

months leave without pay, and the position may be filled by a temporary replacement. The employee 

is guaranteed an equivalent position without loss of seniority upon return to work. Beyond a six 

month sickness leave, the employee cannot be guaranteed her/his original position. When necessary, 

an employee may be requested to provide a medical certificate upon return to work.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Leaves and Absences 

 

SUBJECT:           Personal and Professional Leaves of Absence 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:   3.26 

 
PAGE:   78 

 

REVISED: 

 

PURPOSE  
To provide opportunities for personal and professional development or leaves of absence for other 

personal reasons.  

 

POLICY  
WSNCC encourages employees to continue to develop skills and knowledge related to the work of 

WSNCC and will provide leaves of absences for this purpose.  

 

WSNCC also recognizes that employees may benefit from leaves for other personal reasons and may 

consider these requests depending on the nature of the request, contribution of the employee and the 

requirements of WSNCC at the time of the request.  

 

Approval of general leaves and professional development leaves are at the discretion of the Executive 

Director or Board of Directors based on the needs and requirements of the agency.  

 

PROCEDURES  
1. Employees may request an unpaid leave.  

 

2. Only employees who have been working for the organization for 1 year or more are eligible for this 

leave.  

 

3. Employees may be granted time off with pay to write examinations that are necessary for their 

specific job qualifications. 

 

4. An employee on professional development or education leave will continue to accrue seniority, but 

will not accrue vacation credits.  

 

5. For Leaves of over 30 days the employee must reimburse WSNCC for the cost of benefits. 

 

6. Employees requesting professional development leave may be granted leave with pay at the discretion 

of the Executive Director.  

 

7. The employee must submit his/her request in writing at least one month before the start date of the 

leave.  

 

8. The Executive Director will consider the request in light of the impact on programming and service of 

the organization.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES  
 

CATEGORY:    Leaves and Absences 

 

SUBJECT:           Jury Duty 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: With Change in Legislation Reviewed 

January 2016 

NUMBER:   3.27 

 
PAGE:   79 

 

REVISED: 

 

PURPOSE  
To clarify the employer and employee’s rights and responsibilities for jury duty.  

 

POLICY  
An employee who is obligated to serve as a juror or witness in court will be granted leave with pay for 

trials up to three weeks.  

 

The employee is not entitled to retain any jury duty pay she/he received within the first three weeks. 

 

PROCEDURE 
The employee must provide evidence of the requirements for jury duty.  

 

Individuals who will be facing significant financial hardship as a result of serving on a jury may request 

to be exempted from duty.  The court makes a determination about whether to exempt the individual.  

The policy is designated as essential because employers are required to provide time off work for jury 

duty.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Leaves and Absences 

 

SUBJECT:           Statutory Holidays 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: With Change in Legislation Reviewed 

January 2016 

NUMBER:    3.28 

 
PAGE:   80 

 

REVISED: 

 

PURPOSE  
To identify the paid holidays that are recognized by the organization.  
 

POLICY  
The organization will recognize the statutory holidays as specified in the Employment Standards Act of 

the Province of Ontario as well as Easter Monday and the August Civic Holiday.  

The organization also recognizes and values the diversity of cultures and religions of its staff members 

and strives to accommodate important religious holidays for all faiths.  

 

The paid holidays recognized by the organization are as follows:  

New Years Day  

Family Day 

Good Friday  

Easter Monday  

August Civic Holiday  

Victoria Day  

Labour Day  

Canada Day  

Christmas Day  

Boxing Day  
 

PROCEDURES  
1. If a statutory holiday falls on a Saturday or Sunday, then either the Friday or the Monday will usually 

be designated as the holiday in accordance with Toronto Board of Education closings.  

 

2. When a statutory holiday occurs during an employee’s vacation or nonworking day, the full-time 

employee is entitled to an additional day off with pay.  

 

3. Part-time staff will receive compensation credits for statutory holidays prorated to the regular number 

of hours worked per week provided that they work their scheduled shift prior to and following the 

statutory holiday.  

 

4. Staff required to work on a statutory holiday will be granted equivalent lieu time.   
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Leaves and Absences 

 

SUBJECT:           Vacation 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.29 

 
PAGE:   81 

 

REVISED: 

 

PURPOSE  
To state the paid vacation benefits of the organization.  

 

POLICY  
All permanent employees of WSNCC will be entitled to paid vacation benefits.  

 

Vacation time for Contract staff will be specified within their contract and will not be less than the 

Employment Standards Act mandates. 

 

Vacation credit accumulation begins on the first day of employment.  Staff shall be entitled to the 

following vacation time:  
 

Executive Director        Senior Management   

1st Year  – 1.5 days per month      1st Year  – 1 days per month    

2nd, 3rd & 4th Years – 4 weeks per year     2nd, 3rd & 4th Years – 3 weeks per year   

5th Year  – 5 weeks per year        5th Year  – 5 weeks per year   

1 day for every additional year to a max. of 10 days    1 day for every additional year to a max. of 10 days 

Maximum vacation – 7 weeks       Maximum vacation – 7 weeks    
 

Supervisory/Program/Support Staff 

1st Year  – 1 day per month    

2nd, 3rd & 4th Years – 3 weeks per year     

5th Year  – 4 weeks per year     

1 day for every additional year to a max. of 10 days  

Maximum vacation – 6 weeks    
 

PROCEDURES  
1. For the purpose of calculating vacations, length of service shall be calculated from January 1st of each 

year.  
 

2. Employees will be expected to be on staff at least 3 months before any vacation days are scheduled.  

Vacation days may only be taken as accrued within the first year. 
 

3. The scheduling of vacation will be granted at the discretion of the Executive Director or his/her 

designate; however, every effort will be made to honour the requested time period. 
 

4. Requests for more than two successive weeks must be approved by the Executive Director. 

 

5. Vacation days cannot be accumulated to the next calendar year. 
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Performance Management 

 

SUBJECT:           Performance Assessment 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.30 

 
PAGE:   82 

 

REVISED: 

 

PURPOSE  
To ensure the assessment of performance in sustaining an enabling work environment, creative 

leadership, best practice and organizational capacity. 

 

POLICY 

WSNCC will conduct ongoing informal and annual formal Performance Appraisals and 

dialogues/conversations to support and encourage ongoing discussion and evaluation between employees 

and supervisors.  The formal Performance Appraisal will be tied to Workplans, goals, objectives and 

professional training and development in order to advance creative leadership and organizational 

capacity. 

 

PROCEDURES 
1. Both supervisors and employees will participate in an annual formal Performance Appraisal based on 

goals and learning objectives which reflect strategic planning and organizational priorities.  

 

2. The supervisor will conduct a formal Performance Appraisal for all staff before the completion of the 

‘Trial Period’ (3 months). If the employee’s assessment indicates weaknesses that could be improved 

and/or corrected, the supervisor will make a recommendation to the Executive Director who can 

extend the ‘Trial Period’ for an additional period not to exceed three (3) months. A Performance 

Appraisal must then be conducted before the extended ‘Trial Period’ is complete.  If the employee’s 

‘Trial Period’ or extended appraisal indicates weaknesses that cannot be corrected or improved, the 

supervisor will make a recommendation to the Executive Director and the employee should be 

terminated from his/her employment before the probationary period is over.  

 

3. All permanent employees will participate in a formal annual Performance Appraisal. Supervisors will 

identify contract employees who should participate in a formal evaluation. 

 

4. For the formal annual Performance Appraisal, the supervisor will inform the employee of the pending 

performance review, provide the necessary forms for completion and establish a meeting date.  Prior 

to the meeting date, the employee and supervisor will complete their assessments and exchange them 

in order to avoid surprises at the formal meeting.  

 

5. At the formal Performance Appraisal session, the supervisor and employee review the various forms 

measuring job accountability and performance. This involves a discussion of performance ratings to 

gain mutual agreement, discuss areas requiring improvement, establish goals for the annual Workplan 

and agree on training and development actions.  The review should be balanced with both positive 

and constructive two-way discussion.  The learning plan, training and development and next year’s 

expectations/work plan can be discussed at this time or at a follow up meeting 
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6. The assessment with comments and overall performance level is signed by the supervisor and given to 

the employee to sign.  The employee’s signature acknowledges that they have read and understand the 

assessment.  It does not necessarily imply agreement. 

 

7. Periodic Performance Dialogues :  

In the spirit of building creative leadership and the capacity of the organization periodic informal 

assessments will be encouraged through a ‘performance dialogue’ between employee and supervisor.  

 

8. When the supervisor feels that an employee’s performance level has changed significantly (either 

improved or deteriorated), he/she may decide to conduct assessments more than once a year, or in the 

case of a long-term employee, performance assessments will revert to an annual schedule.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Performance Management 

 

SUBJECT:           Executive Director’s Performance Appraisal 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.31 

 
PAGE:   84 

 

REVISED: 

 

PURPOSE  
To ensure that the Executive Director receives structured and constructive feedback about her/his 

performance and to ensure he/she is performing her duties according to the standards and expectations of 

the organization.  

 

POLICY  
A standard process and form that reflects the principles in this policy will be used by the Board of 

Directors in consultation with the Executive Director.  

 

PROCEDURES  
Schedule of Assessments 

1. A ‘Trial Period’ performance review will be scheduled before the 6-month probation period is 

complete.  

2. An annual assessment will take place for the first three years of employment. After the third year of 

employment (if assessment are positive), a complete assessment will take place at least every 24 

months after the completion of the last assessment.  

3. If the Chair of the Board feels that a Director’s performance level has changed significantly, he/she 

may decide to conduct more frequent assessments.  

 

PROCESS  
1. The assessment committee will be made up of Board members appointed by the Board for this 

purpose. The Board will appoint a Chairperson of the committee.  

2. The assessment committee will be responsible for soliciting appropriate feedback from the staff and 

other Board members using a consistent process (i.e. a feedback form). The assessment committee 

will incorporate this feedback in its performance assessment.  

3. The Chair and Committee members conducting the assessment will meet with the Director and 

provide a verbal summary as well as a written report and provide an opportunity for the Director to 

respond to the report. They will try to agree on goals and objectives and a professional development 

plan.  

4. The Chair or a designated Committee member will write up the final evaluation. The Chair will sign 

and date the evaluation. The Director will also sign. Note that signing the form does not indicate 

agreement with the evaluation but participation in the process.  

5. The Chair of the review committee will report to the Board of Directors that the review is complete. 

He/she will not disclose any details of the review unless there are significant performance problems.  

6. The Chair will put the signed forms in the Executive Director’s personnel file.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Performance Management 

 

SUBJECT:           Exit Interviews 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:  3.32    

 
PAGE:   85 

 

REVISED: 

 

PURPOSE  
To solicit the views of personnel who are leaving the organization as part of the ongoing process of 

evaluating the organization.  

 

POLICY  
Upon receipt of written resignation or upon termination of employment, the employee will be offered the 

opportunity to have an exit interview with a third party provider.  

 

PROCEDURES  
1. Information obtained through this interview will be used as a means of further program development.  

 

2. This interview will not become part of the individual’s personnel record but will act as a measure of 

evaluation of the organization.  

 

3. The employee may ask the Executive Director for an interview.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Professional Development and Training 

 

SUBJECT:           Professional Development and Training 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.33 

 
PAGE:   86 

 

REVISED: 

 

PURPOSE  
To enable all staff to improve their levels of job-related skills and knowledge and to help staff improve 

job performance.  
 

POLICY  

The Executive Director will assess the global training needs of the organization on an annual basis.  The 

identified training needs will be prioritized in the following manner:  

1. Legislated and/or compulsory training courses;  

2. Specific job-related training needs as required by individual programs;  

3. Professional development as requested by individual employees. 
  

PROCEDURES  
1. Compulsory Training  

The Director may, at her/his discretion, send employees to courses, conferences or seminars at the 

expense of the organization.  Employees required to attend compulsory training and/or professional 

development activities beyond regular work hours will be compensated in lieu time.  

 

Employees, who are members of professional associations and are required to complete training 

requirements for these organizations, may be responsible for the time and costs of this training.  

 

2. Specific Job-Related Training  

The Director may, at his/her discretion, offer employees the opportunity to attend seminars, 

workshops, training programs or courses that are directly job related, for the purpose of professional 

development and improved job performance.  

 

An employee desiring to attend such a seminar, workshop, training program or course will submit a 

written request to her/his supervisor.  The supervisor will make a recommendation to the Executive 

Director who will determine the appropriateness of the training as it directly relates to the employee’s 

job and the extent to which the organization is prepared to contribute financially to the overall cost.  

 

3. Employee-Initiated Professional Development  

An employee desiring to attend a seminar, workshop, training program or course for professional 

development during working hours will first submit a written request to her/his supervisor who will 

make a recommendation to the Executive Director for approval. On-going courses during working 

hours may be allowed if the Director feels they will contribute to the employee’s ability to do her job, 

but the employee will be expected to contribute 50% of the time required.  

 

4. Executive Director’s Professional Development  

The Director will make his/her requests for professional development to the Board and will follow 

similar guidelines to those for staff.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES  

 

CATEGORY:    Performance Management 

 

SUBJECT:           Progression and Succession Planning 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.34 

 
PAGE:   87 

 

REVISED: 

 

PURPOSE  
To ensure the ongoing leadership capacity of the organization. 

 

POLICY  
Human resource progression and succession planning is an integral part of human resource development 

and management within WSNCC and ensures ongoing transition and retention of employees in various 

positions as a significant part of the human resources infrastructure of  WSNCC. 

 

PROCEDURES  
1. Recruit and retain exemplary employees with the appropriate experience, knowledge, skills and 

abilities to various positions within the organization as required. 

 

2. Provide job descriptions which clearly delineate roles, responsibilities and expectations of the 

position. 

 

3. Ensure roles and responsibilities of staff clearly complement the various roles and responsibilities 

of volunteers to strengthen the human resource team. 

 

4. Provide a thorough year-long orientation and training program to all new employees.  Conduct 

sessions in combination with volunteer training as appropriate. 

 

5. Maintain ongoing annual planning processes to identify existing and potential gaps in human and 

volunteer resources. 

 

6. Maintain a staff and volunteer ‘talent bank’ to capitalize on existing human resource and 

volunteer competencies as opportunities arise. 

 

7. Identify opportunities for mentoring, secondments, transitioning staff to new positions or 

providing increasingly challenging responsibilities to enhance the creative leadership skills of 

employees. 

 

8. Conduct regular evaluation of positions as part of the performance management system to clarify 

opportunities and challenges and determine rewards, training and learning opportunities.  

 

9. Identify broader organizational issues that impact human resource needs on a regular basis 

through the exit interview process and as identified by the Management Team. 
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Behaviour Management 

 

SUBJECT:           Conflict and Complaint Resolution 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE:  Reviewed January 2016 

NUMBER:    3.35 

 
PAGE:   88 

 

REVISED: 

 

PURPOSE  
To provide an acceptable and effective means for employees to bring concerns and complaints regarding 

their work environment to the attention of the appropriate level of the organization.  

 

POLICY  

WSNCC promotes open communication and wishes to foster a safe environment for addressing 

differences of opinions.  

 

A complaint of an employee will be resolved as promptly as possible.  It is understood that employees 

have no right of appeal until they have first discussed their complaint with their direct supervisor and 

allowed him/her an opportunity to endeavour to settle the complaint.  

 

Employees who raise complaints will not face any retaliation or penalty for using the conflict resolution 

policy. If an employee wishes to grieve a termination or feels she/he cannot approach a supervisor or 

colleague, she/he can go directly to the formal procedure.  

 

PROCEDURES - INFORMAL 
1. Employees should make every attempt to address a colleague directly and attempt to solve conflicts 

without the intervention of management.  If an employee has spoken to her/his colleague and cannot 

resolve the issue then she/he should speak to her/his supervisor who will attempt to bring about a 

resolution.  If she/he is not satisfied with the outcome of the supervisor’s intervention, or if she/he has 

a complaint against the supervisor or is not comfortable with the supervisor’s intervention, she/he 

may initiate the formal process.  

 

PROCEDURES - FORMAL 
1. The employee will write a letter outlining her/his concern to the Executive Director within five (5) 

working days or as soon as possible after the circumstances giving rise to an appeal has occurred or 

originated.  The Executive Director will convene a meeting of all parties concerned to review the 

appeal within 10 days of receiving the letter.  A decision in writing shall be rendered within five (5) 

working days from the date on which the appeal meeting was convened. In the case of a complaint 

against the Executive Director, the employee should proceed directly to step 2.0.  

 

2. If the employee is not satisfied, she/he will submit a written appeal to the Chair of the Board within 

five (5) working days or as soon as possible following the decision under Step 1.0. The Chair will 

convene a meeting of all parties to review the concern (the Executive Director should be present and 

the employee may bring an advocate). A decision shall be rendered within five (5) working days from 

the date on which the meeting is convened and this decision will be final and binding.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Behaviour Management 

 

SUBJECT:          Corrective Action 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE:  Reviewed January 2016 

NUMBER:    3.36 

 
PAGE:   89 

 

REVISED: 

 

PURPOSE  
To outline WSNCC’s specific responsibilities to correct difficult behaviour in compliance with the 

Employee Standard’s Act when other procedures have not met with success. 

 

POLICY  
In support of the WSNCC principles, the organization seeks to support and strengthen staff and make 

every effort to improve performance before corrective action is used. Regular feedback, training and goal 

setting are important components of on-going performance improvement.  

 

The formal corrective action process will be used only when informal attempts to resolve the situation 

have failed.  

 

Employees will know what standards are expected and the organization will make reasonable attempts to 

assist the employee in meeting expectations through a job description, regular supervision meetings and 

performance reviews.  

 

Any formal corrective action procedures will respect the privacy of the individual and require the 

approval of the Executive Director.  

 

While corrective action will be used when appropriate, WSNCC reserves the right to move to more 

advanced disciplinary steps as it deems appropriate up to and including termination.  

 

PROCEDURE  
Performance Improvement  

1. Supervisors should work with all employees to continuously improve upon their work. Some 

performance issues may be minor and easily addressed through informal feedback from the supervisor 

and should be addressed on an on-going basis.  

 

2. If there is an area of job performance where the employee is not meeting the standards expected by 

WSNCC, the supervisor will meet with the employee to clarify the job expectations and discuss ways 

in which the employee can meet these expectations.  The supervisor and employee may agree to 

remedial assistance that will be provided by the organization and develop a schedule to review the 

employee’s performance.  

 

3. The supervisor and employee should record and sign the goals and schedule and put these in the 

employee’s personnel file.  
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Corrective Action  

Verbal Reprimand  

The supervisor will meet with the employee in a private place and discuss the problem by indicating 

behaviour that has been observed or goals or aspects of the job requirements that are not being met.  The 

supervisor will indicate that this meeting will be recorded as part of the formal discipline procedure and 

advise the employee that failure to correct the situation will result in further discipline.  

 

The supervisor will summarize the meeting.  The summary will be reviewed by the Executive Director 

and a copy will be given to the employee and put in the employee’s personnel file.  

 

Written Warning  

If the behaviour is not changed, another meeting with a written record may be held.  The Executive 

Director may attend these meetings.  A formal written warning will be issued and the Executive Director 

will approve any written correspondence.  

 

Suspension  

In unusual circumstances, the supervisor and Executive Director may feel a suspension is appropriate and 

they may suspend an employee without pay for a period of time, based on the seriousness of the problem 

or incident.  The employee will be given written notice of the suspension, cause of the suspension, and 

length.  A date for a future meeting upon returning to work will also be identified in the letter.  

 

Termination  

If the Executive Director feels that appropriate progressive discipline steps have been taken but the 

performance problems have not been corrected, she/he may make the decision to terminate an employee.  

 

See termination policies.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Behaviour Management  

 

SUBJECT:          Termination - Dismissal With Cause 

 

APPROVED:     November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.37 

 
PAGE:   91 

 

REVISED: 

 

PURPOSE  
To standardize and describe WSNCC’s policy regarding the dismissal of employees who are not meeting 

the performance expectations of their positions.  

 

POLICY  

“Dismissal for cause” is defined as termination of employment for reasons deemed by the employer to be 

serious enough to warrant such action.  

 

An employee may be dismissed from the job only upon the approval of the Executive Director.  The 

dismissal must be reported to the Human Resource Committee and Board of Directors.  

 

In general, dismissal should apply only after due warning and the steps outlined in the Progressive 

Discipline Policy; however WSNCC reserves the right to terminate any employee at any time, with or 

without notice.  The following list, though not complete, gives examples of behaviour that can result in 

immediate termination of employment:  

 breaching confidentiality  

 theft  

 walking off the job without supervisory approval  

 fighting, abusive language, or conduct that is hostile or disrespectful toward a co-worker, supervisor, 

board member, volunteer, participant or any person associated with this agency  

 disregarding established safety procedures; knowingly creating an unsafe environment for oneself, 

co-workers or participants  

 falsifying or altering records or time sheets  

 possessing a weapon or firearm on this agency’s property  

 unauthorized use or dissemination of personal information about clients or employees  

 violating the harassment policy  

 unauthorized use of agency property  

 

The decision to terminate employment will not be made on the basis of race, creed, colour, religion, age, 

sex, marital status, nationality, ancestry, place of origin, family, disability, sexual preferences, class or 

source of income.  

 

PROCEDURES  
1. The Executive Director will conduct an investigation in order to obtain all the facts (or in the case of 

the Executive Director, the Chair of the Board) and through the investigation may suspend the 

employee.  

 

2. If the discharge has been brought about because of the disciplinary procedure, the Executive Director 

will ensure that all procedures have been properly followed.  In the case of the Executive Director, the 

Chair of the Board of Directors will ensure that all steps have been taken.  
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3. The Executive Director will ensure that the employee’s file contains the proper documentation to 

support the discharge case. In the case of the Executive Director, the Chair of the Board will ensure 

that the employee’s file contains these documents.  

 

4. The Executive Director will speak to the employee and provide written notice of discharge to the 

employee.  In the case of the Executive Director, the Chair of the Board will provide notice.  

 

5. The Executive Director will collect all property of WSNCC given to the employee as soon as possible 

(files, keys, books, computer disks etc.).  In the case of the Executive Director, the Chair of the Board 

will collect all property of WSNCC.  

 

6. The Executive Director will ensure that any separation papers, final pay cheque, benefit cessation 

notice and/or option forms and Record of Employment forms are issued.  In the case of the Executive 

Director, the Chair of the Board will ensure these papers are issued.   
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Behaviour Management 

 

SUBJECT:           Lay-off 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.38 

 
PAGE:   93 

 

REVISED: 

 

PURPOSE  
To outline the conditions under which a lay-off takes place and the procedures to be followed.  

 

POLICY  
WSNCC will lay-off employees from time to time as a result of, but not limited to circumstances such as 

cutbacks in funding, changes in organizational structure and/or participant needs and shift in community 

demographics.  

 

PROCEDURES  
When facing lay-offs, the Executive Director and Board may consider:  

Voluntary reductions in staff size  

Early retirements  

Leaves or absences  

Reduction in hours  

Attrition  

Transfer of employees to other positions  

Temporary lay-off  

 

If WSNCC cuts back or stops an employee’s work without ending his or her employment, the employee 

will be on temporary lay-off.  Temporary layoff will not last more than 13 weeks in any period of 20 

consecutive weeks.  

 

Employees will not be provided with written notice.  

 

In the process of determining who will be laid off, primary consideration will be given to years of service, 

qualifications and overall impact on the quality and effectiveness of the organization.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:    Behaviour Management 

 

SUBJECT:           Notice Periods 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:    3.39 

 
PAGE:   94 

 

REVISED: 

 

PURPOSE  
To outline the terms for notice of termination of employment under different circumstances.  
 

POLICY  
Termination without Notice  

The organization is not required to give notice to any employee if:  

 The employee has worked less than three months  

 The employee was hired for a pre-arranged period of time or a specific unit of work that does not 

exceed twelve (12) months  

 The employee is guilty of willful misconduct, willful neglect of duty that is not trivial and has not been 

condoned by the employer  

 The work agreement is impossible to carry out or is frustrated by an unforeseeable event or 

circumstance. i.e., fire, flood, or other Act of God  

 An employee has refused reasonable alternative work  

 An employee does not return from lay-off within a reasonable time when requested to do so by the 

employer  

 The employee is not meeting the performance expectations of his/her position and is dismissed “with 

cause”  
 

Termination with Notice  

 For a permanent employee, in case of redundancy, or unsatisfactory performance the employee and 

his/her supervisor has been unable to resolve in working together.  In the case of a permanent lay-off 

the employment may be terminated and the employee will receive reasonable notice as required by law.  

 At the discretion of the Director responsible, the employee may be required to work during all or part 

of the notice period, may be instructed not to report for work or may be excused from work.  

 In all of these cases, payment will continue until the effective date of termination, except in the 

circumstance where the employee is on notice and is expected to report for work, but declines or 

refuses to report as scheduled and/or perform his or her normal duties.  In this case, the employee will 

be considered to have resigned without notice and payment will not be continued.  
  

Employee Resignation  

 An employee who leaves the employment of the organization is expected to provide a minimum of two 

weeks notice according to the Ontario Employment Standards Act, although a more extended notice is 

preferred in order to reduce the disruption to normal activities.  

 Notice must be provided in writing to the employee’s supervisor.  In the case of the Executive Director, 

notice should be provided to the Chairperson of the Board of Directors.  

 The organization reserves the right to excuse an employee from the need to report to work any time 

between a submission of resignation and the effective date.  Normally the employee will be paid until 

the effective date of resignation given or for a time period beyond the submission date, equal to the 

length of notice required for termination, whichever is less.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES 
 

CATEGORY:   References 

 

SUBJECT:           Provision of Reference Letters 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: Reviewed January 2016 

NUMBER:   3.40  

 
PAGE:   95 

 

REVISED: 

 

PURPOSE  
To state WSNCC’s policy on reference letters requested by employees.  

 

POLICY  
The organization will provide, at the request of the employee, a letter of reference to a prospective 

employer, with a copy to the employee.  

 

PROCEDURES  
WSNCC will provide, at the request of an employee, a letter of reference. This letter will state the 

employee’s position, start date, and responsibilities.  All requests for letters must be made one week in 

advance of when they are required.  

 

Only the Executive Director/designate or the employee's direct supervisor may provide references.  

Letters must be approved by the Executive Director or his/her designate before being provided to the 

prospective employer or the employee.  
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SECTION III – SPECIFIC EMPLOYEE POLICIES – 

 

CATEGORY:   Child Abuse and Neglect 

 

SUBJECT:           Reporting Abuse or Neglect 

 

APPROVED:      November 2009 

 

ANNUAL REVIEW DATE: With Change in Legislation, Reviewed 

January 2016 

NUMBER:   3.41  

 
PAGE:   96 

 

REVISED: 

 

PURPOSE  
To establish policies and procedures which comply with Reporting Child Abuse and Neglect legislation 

in the Province of Ontario.  To ensure that the agency provides all staff with training related to the Policy 

and Procedures and a copy of the Child Abuse and Neglect Policy Handbook. 

 

POLICY  
All persons who suspect, on reasonable grounds, that a child is in need of protection, have a duty to report 

the suspicion and the information on which it is based to a Children’s Aid Society. The duty arises each 

time there are additional reasonable grounds for a suspicion, even if the person has made a previous 

report with respect to the same child. 

 

Clear policies concerning how to proceed in those circumstances strengthen a program’s ability to 

intervene effectively, and provide staff and boards of directors with clarity and guidelines 

 

The Child and Family Services Act, (CFSA), as amended in March 2000 sets out a single, streamlined 

duty to report. The Act provides that: 

 

The Duty to Report 

The duty to Report is an Ongoing Obligation 

In other words, any individual who suspects that a child is or maybe in need of protection must report it 

directly to a children’s aid society. The person must report additional suspicions, even if they have 

already reported a previous incident or other information pertaining to the same child, and even if he or 

she knows that the Children’s aid Society s already involved with the family. 

 

The amendments to the Act also clarify that persons, including professionals, cannot delegate the duty to 

report to another individual.  Therefore, all employees, students, and direct service volunteers of WSNCC 

are subject to a duty to report suspected child abuse and neglect directly to the society, and shall not rely 

on any other person to report on his or her behalf.  

 

Failure to Report 

Failure by a professional to report a suspicion that a child is in need of protection in circumstances where 

the information on which the suspicion is based was obtained in the course of his or her professional or 

official duties, is an offence under Section 72(4) of the Act. A director, officer, or employee of a 

corporation who authorizes, permits or concurs in such a contravention is similarly guilty of an offence 

under s.72(6.1). The penalty for professionals who fail to report is extended to all the grounds for 

protection, not just abuse.  
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Protection from Prosecution 

An individual who has, without malicious intent and on reasonable ground for the suspicion made a 

report to the CAS under s.72 (2) is protected from legal action for making the report (s.72(7) C.F.S.A.) 

 

PROCEDURES  
1.  Ensure that all documentation has been done including, daily log and “Child Protection Reporting  

Form” 

 

 2.  Use the quickest possible method, usually a phone call.  A call to an answering service or the police  

     does not constitute a report. A caller must make the report directly to a child protection worker at a   

     Child Protection Agency.  

 

          Children’s Aid Society of Toronto (416) 924-4646 

          Catholic Children’s Aid Society of Toronto (416) 925-6641 

          Jewish Family & Children Services (416) 961-9344 

          Native Child & Family Services (416) 969-8510 

 

1) Notify your supervisor and Executive Director or designate immediately 

2) Complete a written Child Protection Reporting form within 24 hours and submit it to your 

supervisor. This procedure applies to all staff, students and volunteers.  

 

3.  When a decision has been made to allow a participant to self refer to a Children’s Aid Society, that 

     referral should be made: 

 

Before the participant leaves the program or is parted from the staff person; 

Before the child is removed from the program or parted from the staff if the child is present; 

In the presence of staff,  

With the understanding that staff will follow up with their own report  

 

 



 

 98 

APPENDIX A  

Code of Conduct  
 

Employees of the West Scarborough Neighbourhood Community Centre (WSNCC) are expected to: 

 

1. Treat one another and all participants with equality, dignity and respect for diversity without 

regard to gender, race, colour, creed, ancestry, place of origin, political beliefs, religion, marital 

status, disability, age, or sexual orientation; 

 

2. Encourage mutual assistance and support with peers, participants, students and interns who are 

engaged in the provision of WSNCC services and programs; 

 

3. Promote the mission and objectives of the WSNCC in all dealings with the public on behalf of 

WSNCC and its Affiliates; 

 

4. Foster an environment based on trust and respect for all employees, volunteers and participants of 

WSNCC services; 

 

5. Provide a positive, safe, non-violent and secure workplace environment and experience for those 

receiving service within and outside the WSNCC. 

 

6. Act with honesty, integrity and fairness in accordance with any applicable professional and 

organizational policies, practices standards and/or governing laws and legislation. 

 

7. Continue to improve skills, knowledge and practice by participating in any training or orientation 

provided by the WSNCC in connection with those responsibilities. 

 

8. Demonstrate ethical conduct at all times by adhering to the policies and procedures of the 

WSNCC and support the decisions and directions of the WSNCC and its Affiliates. 

 

9. Take responsibility for your actions and decisions.  

 

10. Follow reporting lines to facilitate the effective resolution of problems.  

 

11. Ensure that you do not exceed the authority of your position. 



 

 99 

APPENDIX B  

Interview Guidelines 
 

The selection process can be a challenging process.  It begins with reviewing resumes offered for the job 

opening and then proceeds to the interview stage.  Being prepared is key to a successful employment 

interview.   Both parties need to do their homework in preparation.  The list of questions below is offered 

as a guide.  You will likely need to add questions that specifically related to your job opening. 
 

Interview Questions 

1. Tell me about yourself? 

2. What do you know about WSNCC? 

3. Why do you want to work for us? 

4. What can YOU do that someone else can’t? 

5. What about this job offer did you find the most attractive?  Least attractive? 

6. Why should we hire you? 

7. What do you look for in a job? 

8. Please give us a definition of a _______________________?  (Fill in job position you are 

interviewing for) 

9. How would you describe yourself? 

10. What are your strengths? Weakness? 

11. What are your future goals? 

12. How do you deal with conflict with your supervisor?  Your colleagues? Your clients? Your 

friends? (if interviewing a young applicant) 

13. What was the most difficult decision you ever had to make? 

14. Can you tell me about a situation in which you were particularly proud of yourself? 

15. If I spoke to your previous supervisor, what would he/she say was your greatest strength? 

Weakness? 

16. What type of supervision allows you to do your best work? 

17. What are the advantages of working within a team?  Disadvantages? 

18. What are your salary expectations? 

19. When are you available to start work? 

20. If this position is offered to you are you willing to sign off on a Police Reference Check? 

21. Is there anything you would like to add at this point that further convince us that you are the 

perfect applicant for this position? 

22. Do you have any questions about us?  The position?  The work? 
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APPENDIX C 

Reference Check Guidelines 

 
To begin, make sure that the person listed is in a position to make a reference.  For example if you are 

looking for a supervisor, speaking to a former colleague will not give you the answers you are looking 

for.  Therefore your questions must reflect the relationship the individual has with your candidate.  When 

doing reference checks for youth or someone who has little formal work experience, your questions 

should focus on the candidates personality traits that will make them a good potential employee.  

Questions around, punctuality, honesty, trustworthiness, organizational skills, resourcefulness, and their 

ability to work with a team may be more appropriate. 

 

Below is a list of questions you should consider for an applicant that has offered a work reference from a 

supervisor.  This is by no means an exhaustive list and is a suggested starting point.  Bear in mind that the 

reference check process should not take more than 15 minutes as you are imposing on another’s time. 

 

Reference Check Questions 

 

1.  What was your professional relationship with the applicant? 

2. Could you confirm the employment dates for this individual? 

3. What was his/her job title? 

4. Please comment on the quality of their work. 

5. How did this individual get along with his/her co-workers? Clients? 

6. Did he/she experience any conflicts while working for you?  How where they handled? 

7. How adaptable to change in work or service delivery was this individual?  

8. Was this person organized and able to complete assignments on time? 

9. How did this person respond to pressure? 

10. How knowledgeable was this applicant in the use of computer software? 

11. What degree of supervision did this employee require? 

12. What motivates this person? 

13. How well did this employee follow your organization’s policies and practices? 

14. What was their strongest quality?  Weakest? 

15. Would you re-hire this person if an appropriate opportunity presented itself? 

16. Do you wish to add any other comments? 
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APPENDIX D 

Police Reference Check Guidelines  

 
This is an important and vital aspect of our policies and procedures.  Please note that the only employees 

required to have these checks undertaken are staff who will have direct, unsupervised contact with 

vulnerable persons.  For our purposes vulnerable persons include children, youth, clients with mental 

and/or physical disabilities and seniors.  This applies to paid and volunteer positions, full-time, part-time, 

or contractual staff.  This step in the hiring process should be within a week of offering the position as 

part of conditions of employment. 

 

Currently we are using the services of a third party provider, Hire Performance.  The reason for this is 

expediency.  This company will provide us with the information we seek usually within 24 hours if all the 

forms have been completely accurately.  The forms which need to be completed are found on their 

website and can be downloaded, however a copy of the current forms are attached to this document.  Staff 

are encouraged to go to the website when possible as these forms may be updated from time to time by 

Hire Performance and the ones attached may not be the most current.   

 

To use the forms from the website the following procedures are applicable. 

 

1.  Go to Hire Performance’s website.  Currently www.hireperformance.ca. 

 

2. Print the following forms – Service Order Form 

      Form C – Criminal Information Release 

      Form D – Vulnerable Release 

 

3.  Have your staff complete all questions and sign in all places that require applicant signature. 

4. Ensure that all the forms are complete and then fax the completed form to Hire Performance. 

5. Call or email the staff designate to inform them of the requested reference check.. 

6. If all the forms have been completed properly she should send you an email within 48 hours with 

a copy of the Police Reference check attached. 

7. Download 2 copies of the form and give one to the individual and one to payroll staff for inclusion 

in their personnel file. 

8. If convictions are reported on the file, this information will not be made available to you.  Our 

policy states that the information will be brought to the attention of the Executive Director and she 

will follow agency policy as laid out in Human Resources Policy Manual. 

9. Should you have any questions about this procedure contact the staff designate.  

http://www.hireperformance.ca/

