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Welcome to (Company Name)

This Guide has been developed to assist you in understanding and following how (Company Name) conducts business and what our employees can expect from being employed with (Company Name).  This Guide is a comprehensive, informative set of standards, written in accordance with the Employment Standards Act of British Columbia.

Information will be reviewed and updated on an ongoing basis and changes will be communicated to you by the Office Manager and/or Managing Director.

Human Resources

Human Resource matters or issues are handled by the Office Manager and/or Managing Director.  The Office Manager coordinates all employee recruiting and employee relations and is the primary resource of information for all employees.

Probationary Period

All employees are on a probationary status during the first ninety (90) days, or three (3) months of employment.  Upon completion of the probationary period, the Company evaluates an employee’s performance to determine if their skills, ability, and performance meet the requirements of the job.  During this three-month period, the Company may terminate employment without notice or pay in lieu thereof.  The new employee may give the same standard for termination during the first three (3) months.

Confidentiality Agreement / Employment Contract

Upon hire, every employee is required to sign a Confidentiality Agreement contained in the Employment Contract.  Signing this document obligates an employee not to disclose company confidential information such as customer/employee lists, data lists, trade secrets, business plans or practices, and any financial information.   The Confidentiality Agreement includes oral as well as written disclosures.  Signing the Confidentiality Agreement also obligates the employee to refrain from recruiting directly from the Company for a period of one (1) year after leaving the Company.

Use of Company Property and Equipment

The Company’s property and equipment are intended for business use only.  This includes telephones, personal computer, displays, printers, fax machines, copy machines, postage machines, and any other property or equipment.  In addition, all forms of the Company’s electronic mail applications and associated communication systems are intended for business use only.  Use of electronic mail and internet access for non-business related reasons is strictly prohibited during work hours.  

You may access your personal e-mail or the internet during breaks as long as you follow the Systems / Network Usage as detailed on the following page.

Incoming calls from family and friends are requested to be kept at a minimum, no longer than five (5) minutes in length.   Personal cell phones should be put on vibrate during working hours and not taken into company or client meetings.  Violation of these policies may result in termination of employment.

Systems / Network Usage

All computer and communications technology provided to employees is intended solely for the use of performing the employees’ job duties and responsibilities and should not be used for personal purposes.  This includes the use of the Company’s e-mail systems, the Internet, the Intranet, as well as desktop software packages.

Loading ANY software; install any pieces of hardware, either personal or company-owned, to the Company’s network or personal computers without consent from the Office Manager.

Removing, copying or duplicating ANY software or hardware.  Any equipment or software applications, instructed to be moved or transferred from the building for business purposes, must include written consent from the Office Manager.

Downloading ANY software from the Internet, for intended installation on the Company’s network or personal computers, unless for specific Company business application and not without prior consent from the Office Manager.

This  policy includes, but is not limited to, lewd and offensive screen savers, pornographic material, games, chat programs, illegal internet tools, data-mining applications, non-IT approved custom developed applications, and the usage of inappropriate language, detailed within the format of the Company’s electronic mail and communication systems.

Failure to comply with this policy could cause interruption in business activity and potentially jeopardize customer relationships.  Violation of these policies may result in termination of employment.

Usage of Customer Tools and Processes

In a support position, an employee is required to use many customer tools and processes.  All tools and processes are to be used for the sole purpose of servicing customers.  Use of these tools for any other reason is strictly prohibited and under no circumstances is an employee to use any of these tools on their own behalf.  Any unauthorized use or misuse of customer tools is grounds for immediate termination of employment.

Hours of Work

Salaried – Full Time

Salaried full-time employees are expected to work (on site) thirty-seven and a half (37 ½) hours per week, Monday – Friday, 8:30 a.m. to 5:00 p.m. daily, with an unpaid thirty (30) minute lunch break, and two (2), unpaid fifteen (15) minute coffee breaks.  An employee may wish to combine their breaks together to take a one (1) hour, unpaid lunch break.

Hourly – Full Time / Part Time

Hourly full-time employees are to be available to work, on site or off, a maximum of forty (40) hours per week.  The hours of work may vary depending on the client program and will be discussed in advance with the employee.  In some cases, the employee may only be required on a part-time basis.  All breaks are unpaid.

Statutory Holidays

Employees shall be entitled to all statutory holidays listed below (plus Boxing Day) in accordance with the Employment Standards Act:

· New Years Day

· Good Friday

· Victoria

· Canada Day

Statutory Holidays (cont.)

· B.C. Day

· Labour Day

· Thanksgiving Day

· Remembrance Day

· Christmas Day

Additional holidays such as Easter Sunday, Easter Monday, and Boxing Day are not recognized within the Employment Standards Act, as Stat Holidays.  However, at the Company’s discretion, Boxing Day has been recognized and given to employees as an additional stat holiday.

Annual Vacation & Vacation Pay

Upon successful completion of their three (3) month probation period and a minimum six (6) months employment, all full-time and part-time employees may access any accrued vacation time, at a rate of four percent (4%) of total wages for the first five (5) years and six percent (6%) thereafter to be paid at least seven (7) days before the employee’s annual vacation.  The Company uses January 1st as a common date for calculating the annual vacation entitlement of all its employees.

Annual vacation must be taken within twelve (12) months of being earned, and should be scheduled in periods of one or more weeks unless the employee requests shorter periods. 

Vacation requests for periods of more than one (1) week at a time will require consideration of the Company’s operations first before approval, to ensure client services are maintained during the employee’s absence.

All employees are required to complete and submit a Vacation Request Form outlining all their vacation requests for the upcoming year, by mid-March of each year.  Alternatively, send an e-mail to the Office Manager and Managing Director.  Additional requests or changes to vacation time will require at least two (2) weeks notice and approval by the Office Manager or Managing Director.  All vacation requests will be considered and approved based on seniority and staffing levels.

Attendance, Time off Requests and Leave of Absence

Requests for time off from work must be directed to the Office Manager.  Reasonable requests may be granted when given sufficient time to consider workload and responsibilities of the employee.

Unscheduled Absence, Late Arrival and Leaving Early Notification

From time to time, there may be a need for an employee to have an unscheduled absence or to arrive late or leave early from work.  These situations are to be requested through correspondence with the Office Manager, giving at least twenty-four (24) hours notice, and should be kept to a minimum.

No Call, Late Arrival or No Show

Employees who do not call in or e-mail prior to 9.00 a.m. and arrive late or do not show up at all are in direct violation of the Company’s policies and procedures.  Repeated incidences will result in a written warning placed in the employee’s personnel file.

Excessive absenteeism or tardiness are considered violation of the Company’s Employee Guide Policies and Procedures and may result in immediate termination of employment (see Causes for Termination on Page 6).

Job Abandonment

Employees, who do not report to work for two (2) consecutive days or more, are considered to have voluntarily resigned their position with the Company.

Illness

The Company allows salaried full-time staff only, five (5) paid sick days per annum.  In the event of illness that exceeds seven (7) consecutive days, a doctor’s note will be required.

Leave of Absences

The Company grants all unpaid leave of absences in accordance with the BC Employment Standards Act including:

· Maternity Leave

· Parental Leave for Birth and Adopting Parents

· Family Responsibility Leave

· Bereavement Leave

· Jury Duty

Attendance, Time off Requests and Leave of Absence (cont.)

Full-time salaried employees will continue to accrue vacation time during a leave (as stated above), and will receive credit for such time upon their return to work.

If an employee is on a leave, as stated above, employment is considered continuous for the purposes of calculating annual vacation and termination entitlements.  The employee is also entitled to all increases in wages and benefits that the employee would have received if not on leave.

An employer may not terminate an employee on leave or jury duty, or change a condition of employment, without the employee’s written consent.  As soon as the leave ends, an employee must be returned to his or her former position or a comparable position.  Notice of a return to work date is obligatory.

Performance reviews and merit increase adjustments will be delayed or pro-rated by the number of weeks of leave if an employee’s leave exceeds four (4) weeks during the twelve (12) month period immediately preceding the employee’s review date.

Any other requests for a leave of absence that is not categorized above will be considered on a one-to-one basis.

It should be noted that irregular attendance, tardiness and repeated requests for unscheduled time-off are considered in all performance reviews.

Developmental Performance Review / Salary Review

During the first year of employment, an employee shall receive a Developmental Performance Review (DPA) after the first three months of employment and annually thereafter.  Special circumstances may negate the DPA agenda, requiring more frequent reviews to take place.

The salary review is based on the past year’s work performance and attendance.  This takes place annually on the anniversary date of the employee’s first (1st) day of employment.

Employee Personnel Files

All employee files are considered confidential.  An employee may request information from their file through the Office Manager.  However, at no time should an employee access the personnel files without the assistance of the Office Manager.

Resignation and Termination of Employment

The last day worked is the effective date of termination.  Vacation may not be used to extend a termination date, and all remaining accrued vacation will be paid up through the date of termination.  Once accepted, a resignation cannot be withdrawn unless expressly authorized by the Office Manager and/or Managing Director.

Prior to exiting the building on their last day, terminated or resigned employees must return all company property to the Office Manager.

After the first three months of employment

An employee’s notification of resignation must be received in the form of a letter and submitted to the Office Manager and/or Managing Director.  A minimum of two (2) weeks notice, prior to the last requested day of work is requested to help the Company plan accordingly.  Alternatively, employment may be terminated by the Company and will be done in accordance wit the BC Employment Standards Act.

(Company Name) recognizes that the key to the Company’s success is in having a work environment that employees find comfortable, and conducive to the efficient use of resources and overall productivity.   Situations may arise, however, where violations of the Company policies and procedures specified in this Guide will occur.  Any questions regarding appropriate behaviour or acceptable performance may be directed to the Office Manager.

Causes for termination include but are not limited to:

· Willful or continued violation of Company policies, procedures and guidelines

· Repeated poor job performance as outlined in the DPAs.

· Unauthorized, deliberate destruction or damage of Company property

Resignation and Termination of Employment (cont.)

· Falsifying time reports, employment records or other Company documents

· Theft, or unauthorized/inappropriate use of Company resources

· Use, sale or possession of alcohol, illegal substances (drugs) or intoxicants while working or at the job site.

· Insubordination

· Fighting on Company property

· Actions viewed as endangering the health and safety of others

· Disclosure of Company confidential information – as agreed and signed on Confidentiality Agreement

· Excessive absenteeism or tardiness

· Failure to call or report to work.  A second instance of “No Call, No Show” is considered a voluntary resignation of employment

Procedure for Corrective Action and Termination

An infraction is a situation where a violation of the Company’s policies and procedures specified in this guide has been committed or where an employee engages in inappropriate and/or unacceptable performance as stated above.

1) Verbal warning, upon first (1st) infraction.  At the discretion of the Office Manager and/or Managing Director a record of the incident may be entered in the employee’s personnel file.

2) Written warning, upon second (2nd) infraction.  A record of this infraction will be kept in the employee’s personnel file.

3) Final Written warning, upon third (3rd) infraction.  A record of this infraction will be added to the employee’s file.

4) A termination interview will take place upon the fourth (4th) infraction.  This will take place when, upon the discretion of the Office Manager and the Managing Director, termination is deemed to be the only appropriate disciplinary action due  to the incident.

Employee Benefits

Worker’s Compensation Board

The Company maintains Workers’ Compensation Board (WCB) premiums for the benefit of the Employee.

Worker’s Compensation is employer-paid accident and illness coverage that companies are required to provide by law.  WCB provided coverage for medical expenses and salary loss resulting from work-related injury or illness.  Worker’s Compensation insurance also pays for a portion of pay lost due to an absence caused by a work-related injury.  Employees are generally paid for lost time through WCB when the absence exceeds five (5) days.  Worker’s Compensation is separate from medical insurance.   Employees are covered by this program commencing on their first day of employment with the Company.

Reporting Accidents

To insure that proper attention is given or action is taken for accidents occurring on premises, employees must follow the following procedure:

· If an accident occurs, an employee should report it to the Office Manager as soon as possible.

· If an employee is involved in, or witness to, an accident on work premises they must provide all pertinent information to the Office Manager for the completing of the WCB report.  It is important that immediate action in recording all details of the accident is taken.

Employee Benefits Plan

The Company’s Employee Benefits Plan costs are completely covered by The Company.  Coverage includes: Life Insurance, Dependent Life Insurance, Accidental Death and Dismemberment, Health Care, and Dental Care.  The accompanying brochure outlines the coverage in more detail.

This benefit will begin after the (3) month probationary period has been successfully completed and does not include contract employees.

Expenses

Employees will be reimbursed for any reasonable expenses properly incurred in connection with duties arising from their employment, including but not limited to parking, mileage and meals, as authorized by the Office Manager and/or Managing Director in advance.*  No unauthorized expenses will be paid.  

Personal Information

If there is any change in an employee’s personal information, including address, telephone number, marital status, number of dependents, insurance beneficiaries, and emergency contacts, employees must notify the Office Manager as soon as possible.

Solicitation

In order to maintain an open work environment and respect the privacy of each employee, the Company prohibits outside vendors from soliciting products, contributions or support on Company premises and during working hours.  If an employee would like to present a fund-raising event at the office, it must be pre-approved by the Office Manager.

Housekeeping

The Company attempts to provide a clean, well maintained facility for their employees.  However, it cannot be done without employee cooperation.   Employees are expected to help keep the facility clean and safe at all times.  An example would be that immediately following the use of the kitchen area, the employee would wash and dry the used dishes and clean the area.

Dress Code

Employee dress attire is an important part of projecting a professional image for the employee and for the Company.  In reality, we all work for the public, and the public often judges us by our outward appearance.  It is, therefore, important that our attire conveys a professional image.

The Company has a standard of proper “business casual” attire that applies to all employees.  This attire allows for comfort, and assures a neat, clean, professional environment for customers, vendors, contractors, and employees.

Good judgment should apply as a general rule at all times.  An employee should be clean, tidy and neatly groomed, and an employee’s dress should at no time be disruptive or offensive to fellow employees or visitors (no low necklines showing cleavage, bare midriffs, tight fitting or see-through clothing, halter tops, hats, muscle shirts, printed t-shirts with images, slogans or foul language, jeans, shorts, etc).

Personal Items

While the Company understands and respects an employee’s desire to personalize their work area, employees must be aware that the Company cannot be responsible for the loss or damage of any personal items brought onto the premises.  All personal belongings are brought on site at the employee’s own risk.

Use of the Telephone

As a large share of company business is performed by telephones, it is important to keep the lines as free as possible.  Employees are to restrict personal calls to a minimum.  Employees are encouraged to make required personal calls during personal time.  Employees may use their personal cell phone during break time.

Please see previous comments in the “Use of Company Property and Equipment” section of this document for further clarification. 

Computer Games

Computer games are not to be played during company business hours.  Please see previous comments in the “Use of Company Property and Equipment” section of this document for further clarification.

Smoking

To comply with local ordinances, and to promote good health, this facility has been designated as a non-smoking facility.  This means that there is no smoking anywhere in the building.  This rule applies seven (7) days a week, 24 hours a day.   An employee who wishes to take a smoking break may do so outside the building.  Please dispose of cigarette butts in the can(s) provided.  Smoke breaks are considered part of the unpaid one (1) hour break allotted each day.

Agreement & Acceptance of These Terms and Conditions

The policies outlined in this Employee Guide have been adopted voluntarily by the Company.  By signing below, the employee understands and acknowledges that the policies and procedures set out in this Guide constitute terms and conditions of their employment with the Company.

Employee:
______________________________________

Date:

______________________________________

Witness:
______________________________________


