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ADMINISTRATION, FINANCE, & 

HUMAN RESOURCE REFERENCE GUIDE
Overview
The Administration, Finance, & Human Resource Reference Guide was coordinated by the North End Community Renewal Corporation (NECRC) in collaboration with Partner Organizations to act as a guide to agencies and organizations who are either starting operations or experiencing rapid growth in scope and/or staff.

Many of these documents were created by NECRC to address the rapid growth of our organization, both in the scope of our programming and increasing numbers of staff.  NECRC was initially founded in 1998 as a community-based non-profit organization to promote the social, economic, and cultural renewal of the North End of Winnipeg.  At that time, NECRC was comprised of a single site/office and 4 staff.  Today, NECRC encompasses 5 separate sites/offices, a myriad of programs/initiatives, with 22 employees.  As a result, NECRC was faced with the challenge of creating policies and governance to address the increasing administrative and financial demands of the organization.   NECRC and Partner Organizations came together to create this resource reference.  
The guide encompasses generic forms and templates that can be easily adapted and/or used as a guideline to create your own administrative, financial, and human resource documents.  It should be noted that this reference is not a static document as many of the forms and templates are constantly evolving to meet the changing needs of organizations.  As such, it is intended primarily for use as a guide to assist with the creation of policy and governance documents specific to the needs of your agency or organization.  For purposes of this reference, and for ease of formatting, most of the documents that comprise this guide have been created in Microsoft Word.  However, many of the original financial documents and database forms were developed in Microsoft Excel for ease of use and manipulation of data.

Some of the forms in this document have a section entitled ADDITIONAL NOTES: in order to provide additional information regarding their intent/purpose, use, and format.

What is a Non-Profit Organization?

A non-profit organization (abbreviated NPO, also not-for-profit) is any organization that operates solely for social welfare, civic improvement, pleasure or recreation or any other purpose except profit.  Whereas for-profit corporations exist to earn and distribute taxable business earnings to shareholders, the nonprofit corporation exists solely to provide programs and services that are of public benefit. Often these programs and services are not otherwise provided by local, provincial, or federal entities. While they are able to earn a profit, more accurately called a surplus; such earnings must be retained by the organization for its future provision of programs and services. Earnings may not benefit individuals or stake-holders. 
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Disclaimer
The Administration, Finance, & Human Resource Reference Guide is only intended as a guideline and framework to create administrative, financial, and human resource documents specific to the needs of your particular agency or organization.  As such, it is strongly recommended that due diligence and research regarding the legality and/or compliance with the Manitoba Employment Standards or any other relevant body of legislation, of the documents contained in this guide be conducted prior to their final use and/or implementation by your agency/organization.  Documents are merely samples and can and should be changed to fit your organization’s needs.
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ADDITIONAL NOTES:
Forms/templates listed in the Table of Contents that are denoted in bold italics are drawn from the Manitoba Community Action Program for Children (CAPC) Coalition “Lighting the Road to Success” A Handbook for Non-Profit Executive Directors.   NECRC and the participating organizations would like to thank CAPC for the documentation they provided for the purpose of enhancing the scope this reference manual.  
It should be noted that approval from the Manitoba CAPC Coalition was obtained by NECRC prior to the inclusion of these forms/templates in this manual. 
I. 
ADMINISTRATION
The act of administering; government of public affairs; the service rendered, or duties assumed, in conducting affairs; the conducting of any office or employment; direction; management
This section may provide tools to assist in interlocking functions of developing corporate policies and organizing, planning, controlling and directing the organizations resources to achieve objectives.

Below is what you will find in this section:

" 

Administration


· " 

Meeting Agenda
 (Sample)
· Meeting Minutes (Sample)

· " 

Fax Cover Sheet
 (Sample)
· Employee Mileage Claim (Sample)

· " 

Employee Expense Claim (Sample)


· " 

Vehicle Policy
 (Sample)

· " 

Year At A Glance
 Table (Sample)
· Employee Leave Request Form (NECRC Sample #1)
· Employee Leave Request Form (NECRC Sample #2)

· " 

Purchase Order
 Form (Sample)
Meeting Agenda (SAMPLE)
Meeting Type (Staff, Board, etc.)

Date (Day, Month, Year)
Location (Address)

Time (Start & End)
Meeting Agenda
1) Welcome & Introductions
· Introductions by all members present at the meeting
· Note/record formal regrets of those unable to attend

· Denote a meeting Chair and Secretary to record the minutes

2) Approval of the Agenda
· Provides an opportunity to amend/revise the agenda (add and/or delete items) prior to passing a motion for approval 
3) Approval of the Previous Meeting Minutes 
· Approve (or accept as information) the minutes from the previous meeting (date)
4) Reports (Executive Director, Management, Staff, etc.)
· A brief written and/or oral report regarding an update of organizational business and operations since the last meeting  
5) Standing Items
· Ongoing orders of business that can include such items as Committee reports, financial statements/reports, etc.

6) In-Camera
· Provides an opportunity for those in attendance at the meeting to have closed forum for discussion “off the record” if needed and or required
7) Correspondence
· Provides an opportunity to review any relevant correspondence received prior to the last meeting pertaining to the operation of the agency/organization 
8) Other Business
· Any other relevant items/business added to the agenda prior to its approval 
9) Meeting Adjournment
· Motion to adjourn the meeting
· Next meeting date
Meeting Minutes (SAMPLE)

Meeting Type (Staff, Board, etc.)

Date (Day, Month, Year)

Location (Address)

Time (Start & End)

Meeting MINUTES

Present:

Note all those in attendance at the meeting

Regrets:

Note all those who gave formal regrets regarding their attendance at the meeting

1) Welcome & Introductions

· Record the names of the meeting Chair and Secretary
2) Approval of the Agenda

· Note any amendments and/or revisions to the agenda

· Record the name and motion for approval of the agenda  

3) Approval of the Previous Meeting Minutes 

· Record the name and motion regarding the approval of the minutes from the previous meeting (make sure to note any revisions and/or amendments to the minutes)
4) Reports (Executive Director, Management, Staff, etc.)

· Provide a brief/concise report of organizational business and operations since the last meeting  

5) Standing Items

· Ongoing orders of business that can include such items as Committee reports, financial statements/reports, etc.

6) In-Camera

· Provides an opportunity for those in attendance at the meeting to have closed forum for discussion “off the record” if needed and or required

· Anything discussed in-camera is not recorded into the meeting minutes

7) Correspondence

· Provides an opportunity to review any relevant correspondence received prior to the last meeting pertaining to the operation of the agency/organization 

8) Other Business

· Any other relevant items/business added to the agenda prior to its approval 

9) Meeting Adjournment

· Record the name and motion to adjourn the meeting

· Schedule the next meeting date if applicable
Fax Cover Sheet (SAMPLE)

Date: ______________________________________

Agency/Organization: ___________________________________________________________________________

To: ________________________________________

Phone Number: _____________________________

Fax Number: _________________________________
Number of Pages (including cover sheet): ________

From: ______________________________________

Phone Number: _____________________________

Regarding: ____________________________________________________________________________________

Additional Comments:

This facsimile and/or any documents in this transmission is intended for the addressee(s) only, and may contain legally privileged or confidential information.  Any unauthorized use, disclosure, distribution, copying, or dissemination is strictly prohibited.  If you receive this transmission in error, please notify the sender immediately and return the original.
ADDITIONAL NOTES:

The Fax Cover Sheet should be copied/produced on agency/organizational letterhead if available.

Employee Mileage Claim (SAMPLE)
	MONTH & YEAR

	DATE
	ADDRESS/LOCATION
	PURPOSE
	# OF KMS
	PARKING

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL # OF KMS & PARKING AMOUNT
	
	$0.00

	

	MILEAGE AMOUNT (TOTAL # OF KMS X $0.00/KM)
	$0.00
	

	

	TOTAL MILEAGE CLAIM AMOUNT (MILEAGE + PARKING) 
	$0.00


Date Submitted: ___________________________________________

Employee’s Signature: ______________________________________

Supervisor’s Signature: ______________________________________ 

ADDITIONAL NOTES:

This Employee Mileage Claim form is intended for use as a template to calculate monthly employee travel expenditures related to the performance of their duties as staff of the agency/organization.  

It should be noted that mileage rates (amount allowable per kilometer) can vary greatly across agencies/organizations, and may be regulated by certain funders with regards to maximum allowable rates per kilometer.  When calculating the number of kilometers per trip, the generally accepted practice is the distance of a round-trip from the employee’s place of work to the particular destination, and back again.    

The form should be signed by the employee and authorized/signed by their supervisor prior to submission for reimbursement.  This procedure is to ensure that both the employee and supervisor are aware of and in agreement of all valid/allowable expenditures being claimed for that particular time period. 

It is worthy of mention that for ease of use regarding both the imputing and manipulation of information when creating a similar document for use with your agency/organization, it should be developed using Microsoft Excel whenever and wherever possible.
Employee Expense Claim (SAMPLE)
	MONTH & YEAR

	DATE
	DESCRIPTION
	AMOUNT

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL EXPENSE AMOUNT

	$0.00


Date Submitted: ___________________________________________

Employee’s Signature: ______________________________________

Supervisor’s Signature: ______________________________________ 

ADDITIONAL NOTES:

This Employee Expense Claim form is intended for use as a template to calculate monthly employee expenditures related to the performance of their duties as staff of the agency/organization.  

The form should be signed by the employee and authorized/signed by their supervisor prior to submission for reimbursement.  This procedure is to ensure that both the employee and supervisor are aware of and in agreement of all valid/allowable expenditures being claimed for that particular time period. 

It is worthy of mention that for ease of use regarding both the imputing and manipulation of information when creating a similar document for use with your agency/organization, it should be developed using Microsoft Excel whenever and wherever possible.

Vehicle Policy (SAMPLE)
	DEPARTMENT:   
	REFERENCE # 

	
	

	POLICY TITLE: VEHICLE USE 

	

	

	AUTHORITY
	Legislative
	
	EFFECTIVE DATE:  

	
	(Council)
	
	

	
	
	
	DATE FOR REVIEW: 

	
	Administrative
	
	

	ISSUED BY:                               CITY ADMINISTRATOR
	ISSUE DATE:        



	
	


POLICY STATEMENT

To ensure that the use of City vehicles by City employees is cost efficient, effective and that vehicles are operated in a legal and safe manner.

I.
GENERAL

The following applies to all employees driving vehicles while carrying out City activities:

1. Drivers must operate vehicles in accordance to the laws of Canada and Manitoba, Workers’ Compensation Regulations, and City rules, regulations and policies.

2. Drivers must immediately advise their applicable manager if their driver’s license is suspended or if medical conditions impair or prevent driving.  Drivers are required by the National Safety Code and the Manitoba Motor Vehicle Act to submit Drivers Abstracts to the City, if requested.  (See Schedule F).  The City will annually request abstracts from the Manitoba Motor Vehicle Branch on all drivers covered by Schedule F.

3. All accidents involving City vehicles or equipment must be reported immediately to the employee’s supervisor and the Foreman III Garage.  The City’s standard Accident Report Form attached as Schedule “A” must be completed.  Schedule “A” shall be forwarded to the Operations Manager as soon as it is practical but no later than the next regular working day after the accident, unless the individual is incapacitated.  A copy of Schedule “A” is to be forwarded to the Department Head for information.

4. City vehicles may only be used to transport City employees or other persons directly related to City business.

5. The driver of the vehicle is responsible for all fines and penalties assessed during their operation of the vehicle.

· If the City receives a Photo radar speeding ticket, the Purchasing Manager will send the ticket to the Director to whose department the vehicle is assigned.  The Director will forward the ticket to the driver’s supervisor.  That supervisor will verify who was driving at the time and deliver the ticket to the driver.

· The driver driving at the time of the infraction is responsible for payment of the fine. Payment may be made directly or through the City.  Payment must be made within 6 weeks of receipt of the ticket.

· If a driver received a second speeding ticket within a year under the Provincial Photo Radar Program, the City shall complete the “Application for Driver Nomination”, identifying the driver and forward the application to the Photo Radar program. The nominated driver will be responsible to deal with the violation ticket and MPI.

6. The designated driver of the vehicle is responsible for ensuring the vehicle is maintained in a safe and clean condition.  This includes carrying out daily driver checks as stipulated for the specific vehicle.

7. No driver shall operate a City vehicle while under the influence of any drug (including prescriptions), narcotic or alcohol that may have an effect on the safe operation of the vehicle.  

8. Passenger vehicles assigned to a specific driver or department may, subject to the approval of the Department Head or his designates, be used by employees from other departments.

9. No driver shall wear earphones for radio and/or tape players or similar devices while operating City vehicles.

10. City vehicles may not be used to pick up/drop off employees at home or other locations unless there is an emergency or they are required to work overtime and the employee has no other mode of transportation, and appropriate authorization has been granted.

11. Drivers may answer a cell phone but should pull over at the first safe opportunity.


12. Smoking is not permitted in City vehicles.

II.
EMPLOYEES AUTHORIZED TO USE OWN VEHICLES FOR CITY BUSINESS

1. Employees authorized to use their own vehicles must record the mileage (km) on the Vehicle Mileage Log Sheet, attached as Schedule “B”, and submit the Vehicle Log Sheet monthly for mileage reimbursement.

2. Employees are responsible for insurance.  Employees authorized to use their own vehicles for City business will be reimbursed 100% of the difference between “business use” insurance and “to work and back” insurance.  The reimbursement shall be made following proof of payment and shall be based upon the actual coverage carried by the employee with a minimum $1,000,000 third party liability, based upon the best rate maximum discount available.

3. Where a private vehicle is being operated specifically and upon request of the City to perform business on behalf of the Municipality and is involved in an accident, or causes or sustains damage, and any insurance deductible costs are held to be the responsibility of the employee, the City shall reimburse the employee for the deductible costs up to a maximum of $300 dollars per accident.  The provision does not apply to such situations as driving to and from work, being parked at an employee’s normal work site or using personal vehicles as a matter of convenience during working hours.

4. Mileage (km) will be paid based on the rates as per the respective CUPE/IAFF collective agreements and conditions of employment for exempt staff.

III.
USE OF CITY VEHICLES - CARS-PICKUPS AND PASSENGER VANS

1. Drivers are required to record all vehicle use on the Vehicle Usage Log provided (see attached Schedule “C”).

2. In accordance with Part 17, Transportation of workers, WCB Regulation, vehicles must be checked prior to first use on a work shift for any defects.  This is to include a circle check and a check of all gauges and warning lights.  Minor defects shall be noted in the Vehicle Usage Log and reported to the maintenance shop.  Defects affecting safe operation of the vehicle, shall be reported to the operator’s supervisor who shall ensure that the vehicle is safe prior to use.

3. Drivers who are permanently assigned a City car, pickup or passenger van, are responsible for fueling the vehicle.  At each fueling, the driver is required to complete the Daily Equipment Report (Schedule D-1).  Once completed and signed, a copy is to be turned into the Garage Foreman.

4. It is the driver’s responsibility to keep the vehicle clean, both inside and outside.

IV. 
USE OF CITY VEHICLES - DUMP TRUCKS AND OTHER HEAVY EQUIPMENT

1. A “Daily Equipment Report” as illustrated in Schedule “D” attached, giving operator name, date, equipment number, hours and mileage must be filled out daily along with fuel, coolant and oil used.

2. Equipment shall be checked over prior to use each day in accordance to Schedule “E” and any defects shall be noted on the daily equipment report attached as Schedule “D”.

3. Any defects noted before or during operation which affect the safe operation of the equipment shall be reported to the operator’s supervisor who shall ensure that the equipment is safe prior to operation.

4. Each driver/operator shall ensure that equipment is being operated within proper operating ranges and is accountable for any miss-use of vehicles/equipment.  For example, the back-end of a backhoe (dipper and boom) shall be operated between 1800-2200 RPM in normal digging conditions.  Any questions pertaining to operating ranges of specific equipment shall be directed to your supervisor or the Shop Foreman for clarification.

5. Drivers of garbage trucks are required to stop vehicles 3 meters from any weight scale structure prior to proceeding onto the scale.  Maximum allowable speed on any weight scale, unless posted at a lesser speed shall be 5 km/hr.

6. Each driver and operator shall be responsible for cleaning and lubricating the vehicle or equipment in accordance with the attached Schedule “E”.

7. Safety equipment such as flares, first aid kits, fire extinguishers shall be kept in an useable condition at all times and replaced from stores when used, expired or rendered unsuitable.

8. It is the driver’s responsibility to keep the vehicle clean, both inside and outside.

9. The aforementioned vehicles shall only be operated by validated drivers with a current license as required.
V.
STANDBY USE OF CITY VEHICLES

The City Engineer, Parks and Recreation Director and Fire Chief will assign City vehicles with appropriate communications and equipment, to the standby foreman or individual in their department who is on standby.

These employees may be permitted to drive assigned City vehicles to and from work outside of their “on duty” periods provided that: 

a)
The vehicle and contents are secure and protected;

b)
Vehicle use is limited to trips directly to and from the workplace or emergency site; and

c)
Revenue Canada may require that taxable benefits be paid by the employee for the use of the vehicle to and from work.

The Operations Manager will maintain a current roster of City vehicle assignments available for distribution.

VI.
ASSIGNED CITY VEHICLES

Subject to their specific conditions of employment the following positions may be assigned a City owned/leased vehicle to be used for City business and for travel between home and work only - personal use is not permitted; City Engineer, Operations Manager, Assistant Operations Manager, Vector Control Officer, Fire Chief, Assistant Fire Chiefs, Chief Training Officer, Chief Fire Prevention Officer.  As the Fire Chief requires a vehicle with appropriate communications and equipment 24 hours a day for emergency response, the Fire Chief vehicle is authorized to use the assigned City vehicle for personal use when not on vacation.  When the Assistant Fire Chiefs are on their tour of duty, they will be permitted to use the City vehicle for personal use.

_________________________________

Name
 City Administrator

ADDITIONAL NOTES:

This Vehicle Policy form is intended for use as a template to develop a similar policy specific to your particular agency/organization.  It is based upon a sample municipal/city document.  

In an effort to conserve the length of the overall manual, the “Schedules” noted in the form were not included.     

Year at a Glance Table (SAMPLE)

It is recommended that at the beginning of the fiscal year, you take the time to identify important dates as per your agreements with funders, the agency’s policy and procedures, and other documentation.  The following document will guide you in identifying and recording these dates and activities. After identifying the activities and dates, move it to your calendar (see attached):  

	Activity 
	Who 
	Date(s) 
	Responsibility 
	

	Example: Financial Report 
	CAPC 
	July 10 October 10 January 10 April 10 
	Accountant 
	Done 

	Financial Report 
	
	
	
	

	Statistical Report 
	
	
	
	

	Narrative Report 
	
	
	
	

	Receiving Cheques 
	
	
	
	

	Forecast Work plan 
	
	
	
	

	Completed Work plan 
	
	
	
	

	Signing Authority Form 
	
	
	
	

	Reporting on purchases over funder-indicated amount10 
	
	
	
	

	Internal Audit 
	
	
	
	

	Yearly Audit 
	
	
	
	

	Mail auditor’s report to funders 
	
	
	
	

	Mail new Board list to funders 
	
	
	
	

	Insurance Renewal 
	
	
	
	

	Filing GST Form 
	
	
	
	


Employee Leave Request Form (NECRC Sample #1)

	Name:
	

	Supervisor:
	

	Date Submitted:
	


LEAVE CODES:


SL
Sick Leave



CCL
Compassionate Care Leave

MATL
Maternity Leave 


PATL
Paternity Leave

PARL
Parental Leave


APL
Adoptive Parent Leave

JD
Jury Duty



PDL
Professional Development Leave

WD
Wellness Day


VAC
Vacation Leave

LOA
Leave of Absence


FL
Family Leave

BL
Bereavement Leave 


FH
Floating Holiday


BT
Accrued/Banked Overtime 

	LEAVE CODE
	FROM (DATE)
	TO (DATE)
	# OF DAYS
	# OF HOURS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL AMOUNT OF LEAVE REQUESTED
	
	


Staff Signature:  _____________________________

Please note that all Leave requested requires prior approval/authorization from your immediate Supervisor and/or Program Director before being taken.

Status of Request:                   □ Approved


□ Not Approved

Supervisor Signature: __________________________
Date: ______________
	January 2009
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Employee Leave Request Form (NECRC Sample #2)
Name: __________________________________________

Supervisor: ______________________________________

Date Submitted: __________________________________

LEAVE CODES:


SL

Sick Leave


CCL

Compassionate Care Leave

MATL

Maternity Leave 


PATL

Paternity Leave

PARL

Parental Leave


APL

Adoptive Parent Leave

JD

Jury Duty


PDL

Professional Development Leave

WD

Wellness Day


MHD

Mental Health Day


VAC

Vacation Leave


LOA

Leave of Absence


FL

Family Leave


BL

Bereavement Leave 


FH

Floating Holiday


BT

Accrued/Banked Overtime 

Please consult the NECRC PERSONNEL Policies & Procedures Manual for more information regarding each of the allowable types of Employee Leave. 

	LEAVE CODE
	FROM (DATE)
	TO (DATE)
	# OF DAYS
	# OF HOURS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL AMOUNT OF LEAVE REQUESTED
	
	


Staff Signature: ___________________________________

Please note that all Leave requested requires prior approval/authorization from your immediate Supervisor and/or Program Director before being taken.     

Status of Request:

□ Approved


□ Not Approved

Supervisor Signature: ______________________________
Date: ___________________

ADDITIONAL NOTES:

This Employee Leave Request form is intended for use as a template for employees to use to request a leave from work.  The form should be signed by the employee and authorized/signed by their supervisor prior to submission for approval.  This procedure is to ensure that both the employee and supervisor are aware of and in agreement with time requested. 

It is worthy of mention that for ease of use regarding both the imputing and manipulation of information when creating a similar document for use with your agency/organization, it should be developed using Microsoft Excel whenever and wherever possible.
Purchase Order Form (SAMPLE)

	P.O. NUMBER: ________________



	Company Name 

Address, City, Province, Postal Code

Phone:   #   Fax:  #



	TO:

Name:  _________________________________________

Org Name:  _____________________________________

Address: _______________________________________

City, Province, P.C. _______________________________

Phone #: _______________________________________


	SHIP TO:

Name: _______________________________________

Org. Name: ___________________________________

Address: _____________________________________

City, Province, P.C. ____________________________

Phone #: _____________________________________



	P.O. Date
	Requisition
	Shipped Via
	Terms

	
	
	
	
	


	Qty
	Unit
	Description
	Unit Price
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Requested by: _______________________________    Date:  _____________

Authorized by:  ______________________________    Date:  _____________


	Subtotal
	

	
	GST
	

	
	PST
	

	
	Shipping TAX
	

	
	TOTAL
	


II. 
PROPERTY MANAGEMENT

Operation of property as a business, including rental, rent collection, maintenance, and so on. For example, the following tasks are often required in the ownership of property: accounting and reporting, leasing, maintenance and repair, paying taxes, provision of utilities and insurance, remodeling, and rent rate setting and collection.
In this section you will find:


MANAGEMENT

" 

PROPERTY MANAGEMENT


· " 

Property Status Form (Sample)


 HYPERLINK  \l "_Hlk229388138" \s "1,14435,14461,62,,PROPERTY UTILITY SYNOPSIS

· " 

Property Utility Summary (Sample) 

· 
Environmentally Friendly Building Management Ideas
· Maintenance Check List (NECRC Sample)
· Capital Cost Replacement Strategy (Sample)
· Commercial Insurance Information
· Lease Agreement (NECRC Sample)
· Replacement Strategy (Sample)
· Canadian Property Tax Information
· List of Contractors & Maintenance People (Sample)
· Fire Safety Plan Information
· Building Safety Policy (Sample)

Property Status Form (SAMPLE)

Property Address:

· Street and/or mailing address and postal code
Purchase Information:

· Date of purchase and amount

Property Overview:

· Overall square footage of all buildings on the property

· Lot size

· Type of zoning permit (residential, commercial, etc.)

Building Occupancy Permit:

· Date attained and permit number

Improvements Made:

· Provide a brief listing of any major capital improvements and/or renovations/repairs
Utility Statistics:

· Provide a brief overview of all relevant utilities and amounts (see Property Utility Synopsis template on page 14 for more information)
Taxation:

· Provide a brief listing of the type of taxes (school, property, municipal, etc.), dates paid, and the amounts paid 

Property Assessments:

· Provide a listing of all property assessments (dates and amounts)

Appraisal Dates:

· Dates and appraised amounts
History: 
· Provide a brief synopsis of the following information:
· Building construction date

· Type of building construction

· Heating and cooling system information (type of furnace/AC system, etc.)

· Electrical information
· Plumbing information 

Lease Information:

· Provide lease information for all building(s) tenant(s) if applicable (rental amount, what is included in the rent, when the rent is due, etc)  
Title/Permits:

· List the type of title/permit(s), date(s) issued, and title/permit number(s)
Blue Prints:

· Provide copies of all blueprints and/or schematics for all buildings located on the property 

Building Safety:
· Provide a listing of all smoke detectors and fire extinguishers and their location within the building(s)

· Provide maintenance schedules of all building(s) smoke detectors and fire extinguishers 

Procedures Manual:

· Attach a copy of the Building Procedures Manual if applicable
ADDITIONAL NOTES:

This Property Status Form document is only an example, and is by no means mutually elusive and/or exhaustive in its scope or categories.  
Regardless as to if your agency/organization owns or leases its building(s); the form is intended for use as a guideline to record all pertinent property management information into a “quick-reference” type document. 

Property Utility Summary (SAMPLE)

	PRO FORMA OPERATING COSTS

	UTILITY 
TYPE
	MONTH & AMOUNTS
	UTILITY TOTALS

	
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEPT
	OCT
	NOV
	DEC
	

	Property Taxes
	
	
	
	
	
	
	
	
	
	
	
	
	

	Water & Sewage
	
	
	
	
	
	
	
	
	
	
	
	
	

	Insurance Premium
	
	
	
	
	
	
	
	
	
	
	
	
	

	Property Mortgage
	
	
	
	
	
	
	
	
	
	
	
	
	

	Natural Gas Bill
	
	
	
	
	
	
	
	
	
	
	
	
	

	Electrical or Hydro Bill
	
	
	
	
	
	
	
	
	
	
	
	
	

	Maintenance

Fees
	
	
	
	
	
	
	
	
	
	
	
	
	

	Property Management
	
	
	
	
	
	
	
	
	
	
	
	
	

	MONTHLY TOTALS
	
	
	
	
	
	
	
	
	
	
	
	
	


ADDITIONAL NOTES:

This Property Utility Synopsis form is intended for use as a template to record all pertinent utility and property management information into a “quick-reference” type document. 

It is worthy of mention that for ease of use regarding both the imputing and manipulation of information when creating a similar document for use with your agency/organization, it should be developed using Microsoft Excel whenever and wherever possible.
Environmentally Friendly Building Management Ideas
Business owners and employees can take small steps toward greening their office space by reducing waste, switching to environment-friendly products and implementing programs the entire company can participate in.

Save Some Trees
According to the American Forest and Paper Association (AFPA) only 56% of paper consumed in the United States in 2007 was recovered for recycling. The AFPA estimates that each ton of paper that is recycled saves over 3.3 cubic yards of space in the landfills.

Offices can start with goals to reduce, reuse and recycle paper consumption with the following tips:

· Internal memos can be limited to electronic mail instead of print.

· Specific print software can be purchased or printers can be configured to allow for printing on both sides of the sheet of paper.

· Adding a recycling program for the office with a focus on educating employees and customers on accepted recyclable materials as well as effective recycling habits.

· Office supply purchases can include products with recycled labels that contain high percentages of recycled content, or post-consumer content.

Improve Air Quality
Poor indoor air quality can be very expensive for any size business when employees develop environment sensitivities and require sick leave.

· A switch to low VOC (volatile organic compounds) paints or milk and clay based paints when painting is required will leave the office free of toxic fume pollutants.

· New materials can be given adequate ventilation after being installed to reduce exposure to chemical off-gasses. An example would be to leave windows open overnight after carpet installations.

· Companies can invest in allergen filters for central air offices, replacing every three months or as directed, or request such quality filters from building management.

Conserve Energy
Rising energy costs may be enough to inspire less energy dependence. Simple steps at the office can lower a business’s energy bills. The more steps an office can take the greater the savings achieved.

· Configure all office computers' energy saving settings to power down when not in use.

· Printers, scanners and other infrequently-used electronics can be turned off until needed.

· All computers should be shut down at the end of the day.

· Energy-saving light bulbs can be purchased and used to replace existing bulbs when they burn out.

· Turning off lights in rooms not in use during the day and then turning off all lights at the end of the day can add up in savings.

Feel Good Steps
Taking bigger steps towards a green business is totally dependent on the company’s direction and, often times, what image that company wants to present. The following steps would give a leading green edge and show employees and customers that going green is about more than changing light bulbs.

· Support environmental efforts through donation and membership in 1% For The Planet or other non-profit organizations.

· Explore options available to include renewable energy sources through the electric company – such as local solar or wind power.

· A company can plan annual events to involve employees in community outreach programs to clean up local parks and public spaces.

The copyright of the article Creating a Green Office in Green Business Practices is owned by Amy Kreydin. Permission to republish Creating a Green Office in print or online must be granted by the author in writing. 


Read more: http://green-business-practices.suite101.com/article.cfm/creating_a_green_office#ixzz0T4WT7WWR
Maintenance Check List (NECRC SAMPLE)
Building/Property Checklist

Property/Address: _______________________________________

The following checklist outlines all of the standard requirements for all NECRC-owned buildings/properties:

	Description of Requirement
	Compliant
	Notes

	HEATING & COOLING INFORMATION

	· Programmable thermostats installed and functioning/calibrated properly
	
	· 

	· All doors/windows properly sealed and vapour barriers installed as needed and/or required
	
	· 

	· Building air quality testing/assessment has been completed
	
	· 

	SAFETY INFORMATION

	· Smoke detectors installed where appropriate and/or required and functioning properly
	
	· 

	· Carbon monoxide detectors installed where appropriate and/or required and functioning properly
	
	· 

	· Fire alarms installed where appropriate and/or required and functioning properly
	
	· 

	· Fire extinguishers installed where appropriate and/or required and charged/functioning properly
	
	· 

	LIGHTING INFORMATION

	· All light fixtures and bulbs are installed and functioning properly 
	
	· 

	SNOW REMOVAL INFORMATION

	· Seasonal snow removal contract in place with a reliable/dependable individual(s) or company 
	
	· 

	· Casual/on-call snow removal contract in place with a reliable/dependable individual(s) or company 
	
	· 


Inspection completed by: ______________________________
Date: ___________________

Verified by: ______________________________

Capital Cost Replacement Strategy (SAMPLE)

Commercial Insurance Information

Commercial insurance is insurance for a business.  In fact, it is one of the most important investments a business owner can make.  Commercial insurance can be instrumental in protecting a business from potential loss caused by unforeseen and unfortunate circumstances.

Commercial insurance can provide valuable protection against such things as theft, property damage, and liability.  It can also provide coverage for business interruption and employee injuries.  A business owner who chooses to operate a business without insurance puts his enterprise at risk of losing money and property in the wake of an unfortunate event.  In some situations, a business owner may even place personal money and property at risk by failing to secure adequate commercial insurance.

Finding commercial insurance can be as simple as locating a reliable agent who specializes in commercial insurance.  It is best to interview several different agents and select a licensed, knowledgeable agent with whom you feel comfortable.  The agent you choose should be able to discuss different types of commercial insurance with you and assist you in selecting the best type for your particular needs.

The Internet is an excellent resource for finding insurance agents.  You may also find information about agents through local business networking organizations.  Business contacts, especially those in related industries, may be able to provide agent referrals as well.

Depending on your particular business, there may be some types of commercial insurance you don’t need.  For example, you may need commercial property insurance, but not commercial auto insurance.  Keep in mind, however, that it is wise to learn about the different types of commercial insurance, even if you don’t need them all.  As your business grows and expands, you may discover that your insurance needs change.  Obtaining preliminary information now will provide you with the basic information you need to decide whether or not to add to or change your policy later.

Though most businesses are able to obtain commercial insurance with ease, for others, securing insurance is difficult.  For example, a business that has already experienced a considerable loss may be viewed as a high-risk company.  To insurance companies, significant previous losses translate into a heightened risk of high or frequent claims. 

A business may also be considered high risk if it is fairly new or involved in operations that make frequent insurance claims more likely.  In such situations, securing commercial insurance is not impossible.  However, your agent may need to provide you with options for finding insurance through non-standard avenues. 

Lease Agreement (NECRC SAMPLE)

LEASE of 123 Smith Street
BETWEEN:

                                            

 ________________________________





(Hereinafter referred to as “Landlord”)

-And-

           



_________________________________

 (Hereinafter referred to as “Tenant”)
PROPERTY ADDRESS:
123 Smith Street
WINNIPEG, MANITOBA, the (hereinafter referred to as the “Leased Premises”)






The Landlord hereby demises and leases to the Tenant the Leased Premises on the following terms:
Leased Premises

That portion of the Land and Building municipally known as _____________, the building having a total rentable area of  _____ square feet, more or less, plus the basement and parking lot, together with the attached lands which is legally described as:

Lots: __________

Block: __________
Plan: __________
The Leased Premises are leased to the Tenant on an “as-is” basis for the Tenant’s use.
Term

Commencing on ____________, and ending __________.  

Rent

The initial monthly Gross rent shall be $ _______ (includes utilities and improvements as per the mutually agreed upon schedule A attached).  All rents are payable in monthly instalments on the first day of each month of the Term. Gross rent shall include hydro, gas, water, basic building insurance (not including tenant liability and fixtures insurance), property taxes and general maintenance, and management fee.

Insurance

The Tenant shall be responsible for obtaining Comprehensive General Insurance in an amount of not less than $ 1,000,000.00 as well as Liability Insurance and insurance for its equipment and fixtures.  Such insurance shall name the Landlord as an Additional Named Insured.  The Landlord shall obtain building insurance for the property, which is included in the Gross Rent.

Use

The Leased Premises shall be used only for the purposes and work of the Tenant.  It is understood and agreed by the parties that the facility may be used by the Tenant seven days per week, 24 hours per day.

Tenant Improvements

The Leased Premises are provided to the Tenant on an “as-is” basis and the Landlord shall not be required to do any additional work prior to the tenant assuming occupancy of the Leased Premises. 

It is understood and agreed to by both parties that the Tenant will engage the services of a competent Architect to design any future interior/exterior renovations for the Leased Premises and that a competent contractor will be engaged to construct such renovations to the satisfaction of both Landlord and Tenant.  The Landlord shall provide such approval in writing, upon receipt of an acceptable set of plans.

It is further understood and agreed to by both parties that any Tenant Improvements constructed at the Tenant’s cost, will be considered to be lease hold improvements.  Should the Tenant lawfully cease to occupy the premises at anytime during the term of the lease, the Tenant will recover a portion of improvement costs expended.  Any such agreement will be reached apart from the lease and appended to it by mutually agreement between the parties. In the event the parties fail to agree on a figure, the parties will refer the matter to arbitration in accordance with the provisions herein.  At the expiry of the Lease, the Tenant will be permitted to remove such fixtures and equipment as it is able to do so, without causing material damage to any part of the Leased Premises.  

Commencement Date

The Commencement date shall be _____________.

Quiet Enjoyment

The tenant shall occupy the Leased Premises, during the term and any renewal hereof, without any right of interference from the Landlord, so long as it is not in default of any provisions of the said Lease.

No Assignment

The Tenant shall not assign or otherwise transfer this Lease or any of its rights hereunder to any assignee or successor of the Tenant, unless such assignment or transfer is first approved in writing by the Landlord, which approval may be arbitrarily withheld.

Option to Renew

Provided that, and for as long only as:

(1) The Tenant pays the rents and performs each and every of the 


covenants, conditions and agreements herein contained in the Lease and is not and has not been in default in respect of any of the same: and

(2) The Tenant is itself in possession of and occupying and conducting its business in the whole of the Leased Premises and the Lease has not been assigned to another Tenant, the Landlord will, upon the request in writing, given by the Tenant at least three (3) months prior to the expiration of the then current lease Term, grant to the tenant a renewal lease of the Leased Premises for an additional term of 1 (one) year, subject to the covenants, conditions and agreements as are set forth in the Lease Agreement.  The annual rent for the renewal term shall be negotiated between the parties. In the event the parties cannot reach an acceptable rent for the renewal term within two (2) month prior to the expiration of the then current lease Term, the parties shall refer the matter to binding arbitration which must be completed before the lease term ends.  During the renewal term, all other terms and conditions of the existing Lease will remain in force and effect.

Remedies

In the event of a breach of this Agreement by either party, the aggrieved party shall be entitled to pursue all remedies afforded to it pursuant to the Landlord and Tenant Act of Manitoba C.C.S.M. c.L70. 

Right of First Refusal

In the event the Landlord receives an offer to purchase the Leased Premises that the Landlord is willing to accept, the Landlord shall not accept such offer without first giving notice to the Tenant offering to sell the Leased Premises to the Tenant on the same terms and conditions as the third party offer.  The Tenant shall have twenty-one days from receipt of the notice to agree to purchase the Leased Premises on the same terms and conditions as the third party offer. 

Arbitration

Should there be any dispute as to terms, conditions and/or provisions of this Lease or to the obligations of either the Landlord or the Tenant hereunder, and same cannot be solved as between the Landlord and the Tenant themselves then any such dispute shall be arbitrated by a single arbitrator if the Landlord and Tenant can agree upon one, otherwise by three arbitrators, one to be appointed by both the Landlord and the Tenant and the third to be chosen by the two first named, who shall enter upon the business of arbitration and whose award and determination (if such arbitrator or arbitrators or any two of said three arbitrators) shall be final and binding upon the Landlord and the Tenant.  The cost of having the dispute arbitrated shall be borne equally between the parties.

Recommendation for Legal Advice

It is understood and agreed to by both parties that the Tenant will obtain independent legal advice with respect to this Lease.

No Further Agreements

The tenant acknowledges that there are no agreements, representations, warranties or conditions, expressed or implied, relating to the Leased Premises, except as are contained in the Lease.

Headings

The headings are for convenience only and are not intended as a guide to interpretation of this Lease.
Severability 

If any of the provisions or covenants of this Agreement are found invalid by a Court of competent jurisdiction, they shall be severed from this Agreement without affecting the validity of that which remains.


Compliance with Applicable By-Laws and Governmental Regulations

It is agreed to by the Tenant, that in occupying the Leased Premises, it will adhere to all applicable municipal, provincial or other by-laws and regulations pertaining to its use and occupancy of the Leased Premises.

This Agreement is governed by the laws of the Province of Manitoba.

IN WITNESS WHEREOF the parties have executed these presents:

LANDLORD:
Per: _____________________________
Per: _____________________________

TENANT:
Per: _____________________________




Per: _____________________________

Per: _____________________________



DATED at Winnipeg, Manitoba, this ____ day of _________________, 200__ by the parties hereto.

Replacement Strategy (SAMPLE)
Canadian Property Tax Information
Property tax [image: image1.wmf]

in Canada is [image: image2.wmf]

the tax, which the individual property owners are liable to pay.  [image: image3.wmf]

Property tax [image: image4.wmf]

in Canada is also known as millage tax.  Mill levy is another name for [image: image5.wmf]

property tax [image: image6.wmf]

in Canada. 

There are two recognizable factors on which property tax [image: image7.wmf]

in Canada is based.  One is the assessed value of [image: image8.wmf]

the property, which is evaluated by the local authorities.  The other factor is the [image: image9.wmf]

property tax rate, which is fixed by the municipality or the local authorities handling taxes.  The special assessment tax is sometimes mistaken for the [image: image10.wmf]

property tax [image: image11.wmf]

in Canada.  The two are however different with regard to taxation.  [image: image12.wmf]

Property Tax is determined by the existing value of [image: image13.wmf]

the property in the market and on the other hand, Special Assessment Tax encompasses the special assessment. 

Types of Property:

For imposition of [image: image14.wmf]

Property Tax, three types of property are recognized: 

· Land 

· Personality and 

· Land Improvements 

Real property, Realty and real estate are terms, which denote land and its improvements. 

[image: image15.wmf]

Property tax [image: image16.wmf]

in Canada is different in the different provinces. 

Basis of Taxation:

In order to estimate as to how much tax a particular property would attract, the assessed value of [image: image17.wmf]

the property is multiplied with the tax rate.  Equal distribution of tax as per [image: image18.wmf]

the property value is the main aim of municipal taxation.  If [image: image19.wmf]

the property value is assessed correctly, it would ensure that the [image: image20.wmf]

property tax would also be justified. 

One common tool for finding out the value of a property is estimating market value.  However, the market value of any property depends on the location, features of the property.  All the provinces [image: image21.wmf]

in Canada have their own assessment boards which take care of appeals related to property assessment.  

Estimating the value of [image: image22.wmf]

the property also depends on whether [image: image23.wmf]

the property is currently being used or not.  [image: image24.wmf]

Property tax in Canada is an Ad Valorem tax and forms the main revenue source for municipalities in the country.  Although property taxes vary but the procedure followed in evaluating a property remains the same throughout Canada.  Estimating with the help of market value still remains the most preferred method owing to the vast differences in the results obtained when other methods are employed for the same. 


List of Contractors & Maintenance People (SAMPLE)
ELECTRICAL
	Name
	Address
	Phone
	Fax
	E-Mail

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


PLUMBING

	Name
	Address
	Phone
	Fax
	E-Mail

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


HEATING & AIR CONDITIONING

	Name
	Address
	Phone
	Fax
	E-Mail

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


BUILDING MAINTENANCE & REPAIR

	Name
	Address
	Phone
	Fax
	E-Mail

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


ADDITIONAL NOTES:

This List of Contractors & Maintenance People form is intended for use as a template to record contact information for specific trades’ people and/or contractors relevant to your particular agency/organization. 
Fire Safety Plan Information
Approved Fire Safety Plan Development

Since the introduction of Bill C-45, building executives and management officials with policy-making authority are legally responsible for preventing bodily harm to any persons in their buildings.  Given the enormous potential liabilities, building operators and their management personnel are becoming more aware of the risks to property and occupants in their facilities. 

The responsibility of building owners and their property management administrators is to implement a validated building fire safety plan in accordance with Section 2.8 of the National Fire Code to increase fire safety awareness for all occupants of a building, and to minimize the occurrence of situations that may be life-threatening. 

Our well-devised fire safety plan, coupled with the training implementation requirements, will dramatically increase the speed of evacuation for the occupants. In addition, it will provide fire responders with the critical building fundamentals as they negotiate the structure during a fire emergency. 

Key Fire Safety Plan Components

INTRODUCTION:

Provides an overview of the legality of having a current Fire Safety Plan for your building 

DISTRIBUTION & HUMAN RESOURCES:

Listed individuals who are to be contacted in the event of a fire emergency and their titles.  It also lists the persons who require assistance during a fire.

AUDIT OF BUILDING RESOURCES:

Details the major occupancy class of the building, provides a description of the layout and location of the main utility shutoffs for each building and identifies all fire and life safety equipment, including operating sequences.

OCCUPANTS FIRE PROCEDURES:

Defines the emergency evacuation procedures for all visitors, tenants and occupants for single-stage, two-stage or modified two-stage fire alarm systems. It also describes the procedures to follow upon discovery of a fire or smoke, or when hearing the fire alarm. 

OCCUPANT FIRE PROCEDURE SIGNAGE:

Examples of the emergency procedure signs that are to be posted by each manual pull station elevator lobbies and all floor areas. 

CONTROL OF FIRE HAZARDS:

Outlines fire safety and prevention measures, procedures and practices for occupants.  It includes means to minimize potential fire hazards, disposal of combustible or flammable materials, etc.

RESPONSIBILITIES OF SUPERVISORY STAFF:

Outlines the responsibilities of the owner and staff members before and during an emergency.  It describes emergency procedures for staff upon the discovery of smoke, fire or sounding of the fire alarm, as well as training of supervisory staff. 

PERSONS REQUIRING ASSISTANCE:

Contains the form for the owner or supervisor to list occupants who require assistance during a fire emergency. 

FIRE DRILLS:

Nature and frequency of fire drills in accordance with the building classification, as well as steps to be taken before and after the fire drill. 

MAINTENANCE REQUIREMENTS OF THE BUILDING FIRE AND LIFE SAFETY SYSTEMS:

Fire Code requirements for the checking, testing and inspecting the fire and life safety systems in the building, outlining the daily, weekly, monthly, semi-annual and annual requirements for various equipment. 

ALTERNATIVE MEASURES:

Describes the procedures to follow upon shutdown of any fire or life safety equipment in the building. 

FIRE WATCH:

In the event of any fire alarm systems or sprinkler systems are off-line, a fire watch through the use of fire watch personnel is to be implemented immediately.

FIRE ALARM PANEL OPERATIONAL FUNCTIONS:

The general functions of the fire alarm control panel.

APPENDIX:

Contains out-of-service signage and documents to be posted during shutdowns of building systems.  These are to be used to notify occupants of interim alternate procedures that have been implemented. 

SCHEMATIC DIAGRAMS:

Provided are floor plan layouts of your building and a site plan drawing.

Building Safety Policy (SAMPLE)

III.
HUMAN RESOURCE MANAGEMENT
Human Resource Management is the organizational function that deals with issues related to people such as compensation, hiring, performance management, organization development, safety, wellness, benefits, employee motivation, communication, administration, and training.

This section provides general tools on how to perform activities that include managing your approach to employee benefits and compensation employee records and personnel policies.  In most cases, not-for-profit organizations have to carry out these activities themselves because they can’t afford the additional help.  Yet, it is important to ensure that employees have and are always aware of personnel policies that conform to current legislation.

In this section you will find:

Human Resource Management

· Manitoba Employment Standards Act
· Board Member & Employee Code of Conduct (Sample)
· Checklist for Writing a Job Ad (CAPC Sample)

· " 

Employee Job Description
 (NECRC Sample)

· " 

Employment Position Posting (Sample)
· 

 HYPERLINK  \l "_Hlk230147031" \s "1,37868,37912,62,,Hiring Criteria Worksheets (CAPC" 

Hiring Criteria Worksheets 
(Sample)
· Employment Interview Questionnaire (Sample)
· Illegal Interview Questions (Sample)

· " 

Employment Letter of Offer (NECRC Sample)
· 

 HYPERLINK  \l "_Hlk230148079" \s "1,48608,48671,62,,Consent for Collection of Refere" 

Consent for Collection of Reference Information (Sample)


 HYPERLINK  \l "_Hlk230148243" \s "1,48672,48690,62,,New Employee Form

· " 

New Employee Form (Sample)
· 

 HYPERLINK  \l "_Hlk230148645" \s "1,48693,48708,62,,Letter of Offer" 

Letter of Offer
 (NECRC Sample) 


· " 

Employment Contract (Sample)
· 

 HYPERLINK  \l "_Hlk230149077" \s "1,48757,48783,0,,Checklist for Orientation " 

Checklist for Orientation (Sample) 


· " 

Personnel Policy Handbook Table of Contents (NECRC Sample)
· 

 HYPERLINK  \l "_Hlk230149841" \s "1,98632,98673,0,,Personnel Files Checklist (CAPC " 

Personnel Files (Sample)
· 
Employee Personnel File Checklist (NECRC Sample)

· Explanation of Confidentiality Agreement (FIPPA)
· The Personal Information Protection and Electronic Documents Act (Canada)
· Payroll Information
Employee 
· " 

Benefits Package (NECRC Sample)



· " 

Employee Code of Ethics (Sample)
· 
Employee Oath of Fidelity and Confidentiality (Sample)
· 

 HYPERLINK  \l "_Hlk229389124" \s "1,106426,106465,62,,Employee ANNUAL PERFORMANCE EVAL" 

Employee Performance Review Form (NECRC Sample)
· 
Employee Annual Performance Evaluation (Sample)


· " 

Employee Overtime Log (Sample)


 HYPERLINK  \l "_Hlk229389399" \s "1,110079,110099,62,,EMPLOYEE TIME SHEET

· " 

Employee Time Sheet (Sample)
· 
Employee Training Request Form (CAPC Sample) 
· Manitoba Human Rights Commission (CAPC Sample)
· 

 HYPERLINK  \l "_Hlk230490315" \s "1,113385,113459,0,,Financial Information to Include" 

Employee Termination Letter (CAPC Sample) 


Employee 
· " 

Exit Interview (Sample)


Manitoba Employment Standards Act
Manitoba Employment Standards Branch is a department of the Manitoba Labour and Immigration Division.  It enforces and administers laws governing minimum wages, overtime and equal employment opportunities.  These are minimum terms of employment.  The Government of Manitoba website provides extensive information including printable fact sheets regarding everything from overtime and hours of work, to vacation and general holidays.  A comprehensive “Quick Guide to Employment Standards” can be printed off of the Government of Manitoba website at www.gov.mb.ca/labour/standards. 
Board Member & Employee Code of Conduct (SAMPLE)
In order to be a member of the Board of Directors or an employee of the Agency/Organization Name, each individual must subscribe to and endorse the following principles:

1. First and foremost, absolute commitment of each Board member and employee to serve the Agency/Organization Name is essential and each are required to serve in accordance with the Agency/Organization Name mission and philosophy:

a. State the mission statement of your agency/organization in this section (if applicable).

b. State the philosophy and/or operational principles of your agency/organization in this section (if applicable).

2. That each Board member and employee performs his or her duties in accordance with the Policy & Procedures Manual of the Agency/Organization Name.

3. All information (documented, verbal or otherwise) associated with the corporation is privileged and shall be received and treated with the strictest of confidentiality by all Board members and employees.  Any and all requests for information from an employee regarding policies and/or positions of the Agency/Organization Name, other than from a client or prospective client, are to be directed to the Management of the Agency/Organization Name.

4. Each individual Board member and employee shall be committed to be responsible for the quality of his or her performance (written, verbal, representative, and so on) and to ensure that standards of excellence are endeavored at all times without exception.

5. Attitude is of maximum importance. Board members and employees shall perform their duties and conduct themselves utilizing the principles of teamwork, partnership and participation and cooperation in regards to all aspects of their involvement with the Agency/Organization Name.  This includes the clientele they serve, their peers, supervisors, co-workers, volunteers and any other community contacts.

6. All Board members and employees, in all capacities of their functions, duties, responsibilities, representation, and so on, of the Agency/Organization Name shall ensure that they are free of any substances (non-prescription drugs, alcohol, or any other substance that could impair judgment, etc.).  In the event that a prescription drug may have any adverse effects on employment requirements, it is the responsibility of the employee to consult with their supervisor regarding such and to ensure that all appropriate precautions are taken.

7. All Board members and employees are required to use appropriate language in all capacities of the functions of their involvement with the Agency/Organization Name.  This would include how one addresses their peers, co-workers, supervisors, etc. in the professional setting and that precautions are taken to ensure that the use of humour, etc. is appropriate for such.

8. The dress code for the Agency/Organization Name is relatively minimal, i.e.: no gym pants, gym shorts, halter tops, etc., in the office setting.  Board members and employees are encouraged to dress appropriately for their respective positions and keep in mind that they do represent our corporation and how they appear reflects not only on them but also on the Agency/Organization Name as a whole.

9.  Communication is of significant importance to the daily operations of the Agency/Organization Name.  Board members and employees are expected to utilize approved channels of communication at all times to ensure that recommended procedure is followed.  In the event that a Board member or an employee has an issue, concern, and so on, in regard to the corporation, they shall refer to the Agency/Organization Name Policy & Procedures Manual.

10. Only Board members and employees designated or authorized to represent the Agency/Organization Name on community Committees, Boards, at social functions, and so on, may do so.  Board members and employees who attend functions on their own behalf must make this clear at the time and ensure that personal views, opinions or actions expressed are not associated with our corporation.  At all times, each Board member and employee must ensure that they conduct themselves in a professional manner and act in accordance with the Agency/Organization Name Code of Ethics.

11. Under no circumstances should Board, staff, or volunteers make representations to the media on behalf of the Agency/Organization Name or its affiliates without the expressed written approval of the Agency/Organization Name.

12. The Agency/Organization Name works hard to maintain a solid reputation in the community and encourages Board members and employees to conduct themselves in a discretionary, responsible manner outside of their involvement with the Agency/Organization Name.

I agree to faithfully serve the Agency/Organization Name and conduct myself in a professional manner as outlined herein.

Signed this ________________ day of _____________________________, A.D. ____________________

____________________________________

Signature

____________________________________

Print Name

____________________________________

Witness

ADDITIONAL NOTES:

The Board Member & Employee Code of Conduct should be copied/produced on agency/organizational letterhead if available.  

The purpose of this document is to establish a standard/degree of professional conduct for both Board members and employees as official representatives of your agency/organization, both internally in the context of their respective positions, and externally in the communities they live in and serve. 

It should be noted that this document was tailored specific to the needs of NECRC, and as such some of the sections may not be applicable to your particular agency/organization and should therefore be adapted/revised accordingly. 

Checklist for Writing a Job Ad (CAPC SAMPLE)
Include: 
· Position title 
· Agency name and location 
· Short description of agency 
· Description of position 
· Required education, experience and skills 
· Salary and benefits 
· Contact information 

· Closing date 

Tone: 
· Written in a positive tone, to make the role and company sound worthwhile 

· Present the information in order of interest to the applicant 

· Present information in a logical order 

· Check your spelling and grammar 

· Get feedback from current employees (e.g., would this attract them?) 

Optional: (particularly for Internet Marketing) 

· Illustrate the work environment: busy, casual, professional, personal office space? 

· Describe the company: nonprofit, community-based, shelter? 

· Use subheadings to break up large sections 

· List items with bullet points to make the details easy to scan 

· Include keywords related to the role, such as alternative job titles 

· Detail the requirements of the role: 

· Key skills and responsibility areas 

· Software or technical knowledge 

· Professional memberships, certification 

· Special skills, such as languages 

Employee Job Description (NECRC SAMPLE)

	Job Title:


	Work Hours:



	Reports to:


	Location:



	Incumbent:


	Prepared by:




JOB SUMMARY:

Summarize the overall function of the job by outlining the most significant aspects only

KEY RESPONSIBITIES:

	Objective: 

Break the job down into key goals (usually 5 to 6 objectives in a job) 
	Typical Activities:

List the activities required to accomplish the goal

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 


FORMAL EDUCATION/TRAINING AND EXPERIENCE:

Indicate combinations of education/training and experience that would minimally be required for an incumbent in the job

	Education/Training:

Specify level of education or training minimally required (grade 12, courses, community college diploma, university degree, etc.)
	Experience:

Specify type of experience, and minimum number of years required for this position

	· 
	· 

	· 
	· 


OTHER KEY SKILLS/KNOWLEDGE:

PERSONAL CHARACTERISTICS:

SUPERVISORY/RESPONSIBILITY:

A. Number of individuals directly supervised:





Titles of positions directly supervised:

B. Number of individuals indirectly supervised:


 


Reporting to a supervisor who reports to the incumbent


Titles of positions indirectly supervised:

DECISION-MAKING AUTHORITY:

Give examples of decisions which are: made and implemented by the incumbent; recommended by the incumbent; and/or made with the participation of the incumbent 

A. Decides on:

B. Recommends:

C. Participates in decisions with others:

PROBLEM-SOLVING RESPONSIBILITY: 

Identify types and complexity of problems solved by incumbent

FINANCIAL AND MEASUREMENT DATA: 

Give numerical statistics explaining the financial responsibilities or potential financial impact of this position (volume measures of the job, number of records processed, size of budget, etc.)
COMMUNICATION/KEY RELATIONSHIPS:

Indicate whether internal or external contacts

A. Internal Contacts within Agency/Organization Name:


Subordinates, co-workers, managers, other staff, etc.

B. External Contacts outside Agency/Organization Name:


Professional/technical contacts, outside advisors, suppliers, government agencies, visitors/general public, 
etc.

WORKING CONDITIONS: 

Describe the conditions under which the job is performed

A. Location and Environment: 


Indicate % of time spent in office, warehouse, heat/cold/temperature changes, noise, dirt, 
odours/fumes, 
chemicals, travel conditions, unusual hours of work, etc.

B. Physical Effort: 
Indicate the length of time spent standing, sitting, pulling, pushing, carrying, walking, lifting, using detailed hand/finger movements, stretching/bending, etc.

C. Sensory Attention: 
Identify the length of uninterrupted time the specific senses are used, visual, hearing, smelling, tasting, touching, and for what purpose of activity each sense is used

OTHER COMMENTS (optional): 

Enter any comments that may enhance the thoroughness, accuracy, or understanding of the position

ACKNOWLEDGEMENT AND ACCEPTANCE:

This job specification should not be construed to imply that these requirements are the exclusive standards of the position.  Incumbents will follow Agency/Organization Name Personnel Policy and perform any other related duties as may be required by their Supervisor.

I hereby acknowledge receipt of this Job Description and accept the above conditions of the position as outlined herein.

______________________________


______________________________

Employee Signature




Supervisor/Director 








_____________________________








Executive Director 

Employment Position Posting (SAMPLE)

Purpose:  

The employer should provide a general synopsis and rational regarding the purpose of the position, as well as how it relates to the overall operation of the agency/organization.   

The nature of the position (permanent or term, part-time or full-time, etc.) should also be stated in this section. 

Roles & Responsibilities:

The employer should provide a detailed description of all of the specific tasks, roles, and responsibilities encompassed by the position.  These could include, but are not limited to the following types/categories of typical duties:

· Administration

· Financial planning and management 

· Human resource planning and management

· Leadership

· Community relations

· Operational planning and management

· Program planning and management 

It is also beneficial to note the chain of supervision as it relates to the position.  This would include the title of the immediate supervisor to the position, as well as any staff and/or departments the position may be responsible to supervise or manage. 

Qualifications: 

The employer should provide a detailed description of all the specific skills, knowledge, experience, and abilities required to perform the roles and responsibilities of the position.  It is also beneficial to note which of these are “minimum requirements” of the position, and which of these are considered as “assets” to the position.  These could include, but are not limited to the following types/categories of qualifications:

· Education

· Professional designation(s)

· Personal characteristics

· Previous experience

· Computer skills/proficiency

· Communication skills

· Organizational skills

· Time management skills

· Language (ability to speak and/or write a specific language)

Working Conditions:

The employer should provide relevant details with regards to the logistics of the position:  This could include, but is not limited to the following information:

· Office/location of the position

· Travel requirements of the position

· Days and hours of work

· Overtime requirements

· Vacation leave

· Sick leave 

Salary Range:

The employer should provide the salary range for the position (the starting wage as well as the maximum rate).  It should be noted in this section that the salary/rate of pay is often dependent upon the qualifications and experience of the employee.
Deadline for Applications:

The employer should note the specific date and time that applications will be accepted for submission.

It is also beneficial to note the specific contact person to address all applications, as well as the preferred method(s) of submission (fax, e-mail, deliver in person, etc.).   

ADDITIONAL NOTES:

This Employment Position Posting template is intended for use as an informational guide when advertising employment vacancies within your particular agency/organization.

The extent of the information provided will be dependent upon the nature of the position and/or the publication it will be posted in.      

Hiring Criteria Worksheets (SAMPLE)

The goal of staff selection is to ensure that the successful candidate is a good fit with regard to both the job and the organization's culture. This requires some thought about the results that the candidate will be expected to achieve, as well as a clear grasp of the values and working climate that comprise the organization's culture. There are several approaches to the development of selection criteria, some of which involve intensive position analysis. This is a simple, basic ap​proach that can be used without special expertise. 

This printable worksheet should be modified to reflect your own organization. 
1. Fit with the Job 

	Results for Clients/Members/Customers: (Please List) 
	Skills, knowledge and experience required to achieve these results: (Please List) 

	Results for Senior Management/ Directors: 
	Skills, knowledge and experience required to achieve these results: 

	Results for Staff Departments/External Professionals: 
	Skills, knowledge and experience required to achieve these results: 

	Results for Co-workers: 
	Skills, knowledge and experience required to achieve these results: 


Used with permission from CharityVillage.com.  Available at http://www.charityvillage.com/ CV/ires/SelectCriteria.html  
Having used the first worksheet to consider the results that the successful candidate will be ex​pected to achieve, and the skills, knowledge and experience needed to achieve them, you will now identify the fundamental values espoused by your organization. Organizational cultures are complex, and are influenced by a wide range of internal and external factors. We remind you that this is a simple, basic approach that can be used without special expertise. 

2. Fit with Organization's Values 
	Our organization's Key Values with regard to Clients/Members/Customers are: (Please List) 
	In this position, these values would be demonstrated through the following behaviours: (Please List) 

	Our organization's Key Values with regard to Regulatory Bodies are: 
	In this position, these values would be demonstrated through the following behaviours: 

	Our organization's Key Values with regard to Co-workers are: 
	In this position, these values would be demonstrated through the following behaviours: 


Having used the first worksheet to consider the results that the successful candidate will be ex​pected to achieve, and the second worksheet to identify the organization's values, you will use this worksheet to describe your organization's working climate. 

Working climate can involve a mix of characteristics such as hard work, high standards, re​sourcefulness, flexibility, openness, trust, mutual support, co-operation, respect for the individ​ual, respect for authority, tolerance of dissent, informality, emphasis on formal communications channels, support of personal development, fairness, rewards tied to performance, encourage​ment of unconventional solutions, following rules and procedures, punctuality, long hours, tem​porary assignments, part-time employment, etc. Identify those that apply to your organization. 

This printable worksheet should be modified to reflect your own organization. 
3. Fit with the Organization's Working Climate 
	The major elements of our organization's Working Climate are: (Please List) 
	Compatibility with this working climate would be most likely be found in candidates with the following education, personal traits, and experience (Please List) 


Employment Interview Questionnaire (Sample)

General Questions:

· What is the most attractive aspect of the job you are interviewing for? 

· What is the least attractive aspect of the job you are interviewing for? 

· In order to successfully meet the responsibilities of this position, which of your personal qualities will be of the greatest benefit? 

· What part of the job that you interviewing for do you look forward to the most? 

· What part of the job that you are interviewing for do you look forward to the least? 

· What aspect of our organization has the greatest appeal for you? 

· What do you think your responsibilities will be if you’re hired? 

· Why are you interested in the position? 

· What are you seeking from this job? 

· What can you contribute to our company? 

· What do you intend to accomplish as the Position/Title? 

· What aspect of the Position/Title do you get the most excited about?

· How will you add value to our Agency/Organization?
Experience & Education Related Questions:

· How does your experience and education qualify you for this job?

· Do you feel there are gaps in your training or preparedness for this job?

· How does your experience qualify you for this job? 

· What actions have you taken in the past 10 years to prepare you for this position? 

· What steps have you taken in the past two years to improve your qualifications? 

· In the areas where your experience falls short for this job, what steps will you take to make up for this shortfall? 

· What experience have you had working with external agencies? 

Personal Attributes/Skills Related Questions:

· How do you handle conflict?
· Tell us about a particularly difficult problem that you analyzed and what your recommendation was.

· Describe a strategy you initiated to achieve a longer-term objective.  What process did you use to identify it?  How did you go about assessing its impact?

· Tell us about your inter-personal skills. 

Leadership Related Questions:

·  Define leadership? 

· What personal qualities should a leader have? 

· What is your strongest leadership skill and how will it assist you for this job? 

· Provide us with an example of your leadership ability. 

· What is the importance of leadership in the organization?

· What role does leadership play for a supervisor or manager?

· What have you done to develop your leadership skills?

· What is the difference between a leader and a manager?

· Tell us about a situation in which you demonstrated your leadership ability. 

Previous Employment Related Questions:

· What were your three greatest accomplishments on your last job? 

· What are some of the things on your current job you have done well? 

· What is the most difficult assignment you have had? 

· What accomplishment on the job are you the most proud of? 

· Why do you want to leave your current job? 

· Tell us about a difficult situation that you encountered and how you resolved it. 

· Why do you want to leave your current position?

· What challenges do you think that you will face in moving from your current position to this position? 

· Give me an example of a time when a project really excited you?  What made it exciting?
· Describe a challenge or opportunity you identified, and how you developed a strategy to respond to it?

· Describe a situation in which you identified a problem or issue you knew would be controversial within your organization.  How did you handle the situation?

· Tell us about a situation in which you were required to work with people at various levels within your organization?  What was the most important step that you took to work effectively with these people? 

Financial & Budget Related Questions:

· Describe your experience in developing and maintaining project budgets.

· Describe your experience in writing funding proposals.

ADDITIONAL NOTES:

The Employment Interview Questionnaire is a generic and general example of a myriad of questions available for use by your agency/organization.  As such, this form will vary greatly depending upon the specific position and/or department you are hiring for, and can be tailored accordingly.

The majority of questions are of the “Open-Ended” format which tend to provide the most relevant information regarding an applicant, as opposed to “Closed-Ended” questions which often only solicit “Yes” or “No” responses.  

Each of the questions has been grouped according to a general category/type for ease of formatting. 

Illegal Interview Questions (Sample)
	Subject
	Legal
	Not Legal

	Name 
	Previous name under which appli​cant has been educated or em​ployed 
	Inquiry into previous name for purposes other than education or employment, e.g., maiden name. 

	Address 
	Present address and length of resi​dence in the province or country, Previous address in Canada. 
	Inquiry into foreign addresses which may indicate national origin. 

	Age 
	May ascertain if applicant is under the age of majority, or if the appli​cant is 16 years or under in accor​dance with The Employment Stan​dards Act. 
	a) Request birth certificate or baptismal record or any other such information re​garding age. b) Inquiry as to whether applicant is over the age of retirement.  

	Sex 
	
	a) Any inquiry as to sex on the application form. b) Different application forms for males and females e.g. filed separately, colour​coded, computer-coded, coded in any way.  

	Marital Status/  Family Status
	a. For purposes of addressing the 
Applicant, an inquiry as to whether the applicant is 'Mr., Miss, Mrs., Ms.' will be acceptable, provided it is clearly designated as 'optional'.  b. 'Are you willing and able to travel or be transferred to other areas of the province or country?'
	a) Inquiry as to whether applicant is single, married, remarried, engaged, di​vorced, separated, widowed, and living com​mon-law as "optional". b) Any inquiry as to applicant's spouse e.g. Is spouse subject to transfer?" c) Inquiry as to number of children or de​pendents. d) Inquiry as to childcare arrangements. e) Inquiry as to whether applicant is pregnant, on birth control, or has future childbearing plans. f) Inquiry into name and address of next of kin and his or her relationship. (This could reveal marital or family status.) g) Inquiry as to whether applicant has any relatives employed by the employer.

	Birthplace Nationality Ethnic  or National Origin 
	
	a) Any inquiry which would indicate race, color, or complexion, including colour of eyes hair or skin. b) Any inquiry as to birthplace. c) Applicant's nationality, or nationality of parents, grandparents, relatives, or spouse. d) Any other inquiry as to ethnic or na​tional origin, e.g. birth certificate, mother tongue. 

	
	'Are you legally entitled to work in Canada?' 
	Questions about citizenship which would tend to divulge applicant's nationality, ethnic or national origin. 

	Military Service 
	Prior Canadian military service. 
	Inquiry into all military service.    

	Languages
	 Inquiry into which languages appli​cant speaks, reads or writes 
	a) Mother tongue. b) How and where language skills were attained. 

	Photographs 
	
	Request photograph (this could reveal applicant's age, sex, or ancestry, etc.)  

	Religion 
	Willingness to work shifts or re​quired work schedule. 
	a) Inquiry as to willingness or availabil​ity to work on a specific religious holi​day. b) Any inquiry that may reveal religious denomination, affiliation, or preference. c) Church attended, religious holidays, customs observed or religious dress. d) Request reference or recommendation from pastor, priest, minister, rabbi or other religious leader. 

	Political Belief 
	
	Any inquiry as to political belief, affilia​tion or preference. 

	Education 
	Academic, professional, vocational or technical schools attended, nature and level of education received. 
	Any inquiry pertaining to the dates of graduation from elementary or high schools (this may reveal the age of the applicant.) 

	Previous Experience 
	Previous work experience. 
	Requiring 'Canadian experience' is con​sidered to be discriminatory on the grounds of racial or ethnic origin. 

	Physical or Mental Handicap 
	Has applicant any physical handi​caps or health problems affecting the job(s) applied for? Physical handicaps or health problems that applicant wishes to be taken into consideration when determining job placement. Note: While an inquiry into any physical handicaps or health problems affecting employ​ment generally will not be consid​ered unlawful, the alternatives sug​gested above are preferable. This is to discourage applicants from vol​unteering information on handicaps which may not be relevant to the jobs applied for and could possibly be used to discriminate. 
	a) Request that applicant list all physical or mental disabilities or health problems. (This would tend to divulge disabilities or health conditions which are not neces​sarily relevant to job performance.) b) Any inquiry regarding physical or mental disabilities or health problems not necessary to determine ability to perform the duties of the position.  

	Information 
	Medical inquiries may solicit information which would be otherwise prohibited if such information is nec​essary to determine physical fitness for the job
	a) It is unlawful for the employer to make prohibited inquiries in the context of so​liciting medical information on applica​tion form or during an interview. b) Any medical or health inquiry by an employer which may reveal applicant's sex, marital status, family status, or other prohibited grounds, e.g. number of preg​nancies; date(s) of delivery; method of birth control; nature of menstrual periods; number of dependents, etc.  

	Organizations 
	Inquiry into membership in any or​ganization. However, the applicant is not required to list any clubs or or​ganizations that indicate race, relig​ion, color, sex, age, marital status, physical handicap, ethnic or national origin, political belief or family status. 
	Request that applicant list all clubs or or​ganizations where membership is held. 

	References 
	Request from reference information pertinent to job performance, e.g., work experience, ability, character. Who referred applicant for a particu​lar position? 
	Any inquiry from a reference which would reveal applicant's race, religion, color, sex, age, marital status, physical handicap, ethnic or national origin, politi​cal belief or family status. 

	Source: Used by permission of the Manitoba Human Rights Commission 


Employment Letter of Offer (NECRC Sample)
Date

Employee Name 

Address

City, Province

Postal Code

Dear Employee Name:

Re:
 Employment Letter of Offer
This will confirm our offer of employment commencing Date for the position of Position Title.  The terms of the offer are as follows:

1. You would work out of the Agency/Organization Name & Address, and your standard hours of work would be Hours & Days.  This includes a Number/Amount minute unpaid lunch break.  The standard hours may vary from time to time, and there may be occasions when you are required to work additional hours, or start earlier or work later than standard in order to meet the requirements of the position.  That being said, the working hours in any given week are not expected to exceed 50.  You shall not be eligible or receive additional compensation for any such "overtime" work, as your compensation package has already been structured to take such efforts into account.  If there is a need for your workload to ever exceed that, you must advise your supervisor in advance so that you can be authorized to do the work, or make alternate arrangements in order to get it done.  To be clear, you are not authorized nor expected to work beyond 50 hours per week, and in all likelihood you would be working anywhere from Number/Amount to Number/Amount hours per week.

2. You would report directly to your direct supervisor of the Agency/Organization Name.  Your duties, responsibilities, reporting relationships, and location of your employment may be changed unilaterally by the Agency/Organization Name as it may deem appropriate.

3. The Agency/Organization Name has a Personnel Policies and Procedures Manual, which it has provided to you for your review.  You acknowledge that this Manual as it may be amended from time to time will be binding on you.  Should there be any conflict between that Manual and this letter; the terms in this letter will apply.

4. Your duties will include all matters as set out in the job description provided to you, and as well those as may be more particularly assigned to you from time to time to you by your supervisor.

5. You will be on probation for the first Number/Amount days of employment.  During the probation period, there will be regular consultation between you and your supervisor to assess work performance. 

You will be subject to a Number/Amount day period during which time either party can terminate the relationship, in their absolute discretion, with or without just cause, and without notice or pay in lieu.  

After that Number/Amount day period the notice or pay in lieu will be as follows:

· Less than one (1) year of service, one (1) week; 

· At least one (1) year and less three (3) years, of service, two (2) weeks; 

· At least three (3) years and less than five (5) years of service, four (4) weeks; 

· At least five (5) years and less than ten (10) years of service, six (6) weeks; 

· At least ten (10) years of service, eight (8) weeks 

This notice or pay in lieu is in full satisfaction of any requirements, including by statute or common law.  

6. You will be paid on a bi-weekly basis at the rate of Salary Amount per year, which is subject to statutory and other authorized deductions, as well as possible increase based on performance, funding levels and other factors that the Agency/Organization Name deems appropriate.

7. Holiday and vacation entitlement is as set out in the Personnel Policies and Procedures Manual.

8. Subject to the rules of the appropriate plans, you will be entitled to participate in the group insurance plan upon successful completion of Number/Amount months with the corporation, and as well the RRSP plan after Number/Amount months of continuous employment.

9. Despite anything to the contrary, your employment is subject to our ongoing receipt of funding for your work.  Should the funding cease for whatever reason, your employment will automatically end, with no further obligations of notice or payment in lieu to you.  Further, in such case there is no obligation on the part of Agency/Organization Name to consider or offer alternate employment to you, but that is something that we may do in our discretion.

10. In the course of your work, you will likely obtain confidential information related to the Agency/Organization Name, its employees, its agents and clients.  You will not disclose any of this confidential information nor make use of it for any purpose other than for our benefit, without our express written consent.

11. Upon termination of your employment, or at such other time as Agency/Organization Name may direct, you shall forthwith deliver to us all documents, papers, and other property of or relating to your work which may be in your possession or under your control and you shall not retain any copies.

12. This letter and the Personnel Policies and Procedures Manual constitutes the whole agreement between us with respect to your employment and supersedes any representations, agreements or understandings, verbal or written, between us.

13. You are representing by signing this that you are relying wholly on your own judgment and knowledge, that you have had the full opportunity to obtain legal or other advice as may be required, and that you are entering this agreement and employment with us, voluntarily and without duress.

14. You agree that the terms of this agreement shall be kept confidential except to the extent necessary to comply with law and for the proper operations of the Agency/Organization Name.

Sincerely,

Name
Position/Title
Signed this _______ day of _________, A.D. _______________________________

______________________________

____________________________
Witness






Signature







____________________________








Print Name

ADDITIONAL NOTES:

The Employee Letter of Offer should be copied/produced on agency/organizational letterhead if available.  
It should be noted that this document was tailored specific to the needs of NECRC, and as such some of the sections may not be applicable to your particular agency/organization and should therefore be adapted/revised accordingly. 
Consent for Collection of Reference Information (SAMPLE)

I, ________________________, authorize [agency] to collect information about me from appropriate references regarding employment dates, job responsibilities, performance, attendance, salary history, and other job-related information.  I understand that this information is required for the purposes of completing the process of an application for employment (or volunteer position) and will be kept confidential.  

I accordingly authorize anyone contacted as a reference to disclose such information to [agency] for that purpose.  

Printed Name ______________________________ Signature ___________________________

Dated this ____________ day of __________________, 20___ 

Should you have any questions about this consent to handle personal information, please contact ___________________________ at [agency and phone number] 

New Employee Form (Sample)
Employee Name:  _______________________________________________________________



LAST NAME


FIRST NAME

       MIDDLE NAME

S.I.N. ___________________________ Date of Birth: __ __/ __ __ / ____







M        D          Yr

Home Address:
_______________________

Home Telephone:  ______________



_______________________

Cell #: ________________________



_______________________

E-mail: ________________________

Emergency Contact:

Name:
_____________________________

Home Phone #: _________________

Relationship: ______________________________

Work Phone #: _________________








Cell #: ________________________

Job Information:

Department: ________________________________

FTE __________________________

Position Title: _______________________________

Status:  Perm ( 
     Term (         Casual (  

Start Date: _________________________________

End Date: _____________________
Salary start: $ ______________________________

Vacation Entitlement:  ___________

Hourly rate of pay: $ _________________________

___________________________________


______________________________

Employee Signature




Program Manager

___________________________________  

Finance Officer

Letter of Offer (NECRC SAMPLE)
NORTH END COMMUNITY RENEWAL CORPORATION

509 Selkirk Avenue

Winnipeg, Manitoba

R2W 2M6

Date

Name

Address 

Winnipeg, Manitoba 

Postal Code

Re:
Employment Contact Offer
Dear Name,

This will confirm our offer of employment commencing date for the position of Job Title.  The terms of the offer are as follows:

1. You would work out of the North End Community Renewal Corporation (location), and your standard hours of work would be 8:30 am to 4:30 pm, Monday to Friday.  This includes a 30 minute unpaid lunch break.  The standard hours may vary from time to time, and there may be occasions when you are required to work additional hours, or start earlier or work later than standard in order to meet the requirements of the position.   That said, the working hours in any given week are not expected to exceed 50.  You shall not be eligible or receive additional compensation for any such "overtime" work, as your compensation package has already been structured to take such efforts into account.  If there is a need for your workload to ever exceed that, you must advise your supervisor in advance so that you can be authorized to do the work, or alternate arrangements made in order to get it done.  To be clear, you are not authorized nor expected to work beyond 50 hours per week, and in all likelihood you would be working anywhere from 37.5 to 45 hours per week.

2. You would report directly to Name, Position, of the North End Community Renewal Corporation.  Your duties, responsibilities, reporting relationships and location of your employment may be changed unilaterally by the North End Community Renewal Corporation as it may deem appropriate.  

3. The North End Community Renewal Corporation has a Personnel Policies and Procedures Manual, which it has provided to you for your review.  You acknowledge that this Manual as it may be amended from time to time will be binding on you.  Should there be any conflict between that Manual and this letter; the terms in this letter will apply.

4. Your duties will include all matters as set out in the job description provided to you, and as well those as may be more particularly assigned to you from time to time to you by your supervisor.

5. You will be on probation for the first ninety (90) days of employment.  During the probation period, there will be regular consultation between you and your supervisor to assess work performance. 


You will be subject to a thirty (30) day period during which time either party can terminate the relationship, in their absolute discretion, with or without just cause, and without notice or pay in lieu.  


After that 30 day period the notice or pay in lieu will be as follows:

· Less than one (1) year of service, one (1) week;

· At least one (1) year and less three (3) years, of service, two (2) weeks; 

· At least three (3) years and less than five (5) years of service, X weeks;

· At least five (5) years and less than ten (10) years of service, X weeks;

· At least ten (10) years of service, X weeks.  


This notice or pay in lieu is in full satisfaction of any requirements, including by statute or common law.  

6. You will be paid on a bi-weekly basis at the rate of $00,000 per year, which is subject to statutory and other authorized deductions, as well as possible increase based on performance, funding levels and other factors that the North End Community Renewal Corporation deems appropriate.

7. Holiday and vacation entitlement is as set out in the Personnel Policies and Procedures Manual.

8. Subject to the rules of the appropriate plans, you will be entitled to participate in the group insurance plan upon successful completion of three (3) months with the corporation, and as well the RRSP plan after six (6) months of continuous employment.

9. Despite anything to the contrary, your employment is subject to our ongoing receipt of funding for your work.  Should the funding cease for whatever reason, your employment will automatically end, with no further obligations of notice or payment in lieu to you.  Further, in such case there is no obligation on the part of North End Community Renewal Corporation to consider or offer alternate employment to you, but that is something that we may do in our discretion.

10. In the course of your work, you will likely obtain confidential information related to the North End Community Renewal Corporation, its employees, its agents and clients.  You will not disclose any of this confidential information nor make use of it for any purpose other than for our benefit, without our express written consent.

11. Upon termination of your employment, or at such other time as North End Community Renewal Corporation may direct, you shall forthwith deliver to us all documents, papers and other property of or relating to your work which may be in your possession or under your control and you shall not retain any copies.

12. This letter and the Personnel Policies and Procedures Manual constitutes the whole agreement between us with respect to your employment and supersedes any representations, agreements or understandings, verbal or written, between us.

13. You are representing by signing this that you are relying wholly on your own judgment and knowledge, that you have had the full opportunity to obtain legal or other advice as may be required, and that you are entering this agreement and employment with us, voluntarily and without duress.

14. You agree that the terms of this agreement shall be kept confidential except to the extent necessary to comply with law and for the proper operations of the North End Community Renewal Corporation.

Congratulations and welcome to our team!

Sincerely,

North End Community Renewal Corporation

Per:

Robert Neufeld

Executive Director



Accepted this day of month, year. 

_______________________________

_______________________________
Signature





Witness

Employment Contract (Sample)
The first order of business with a new staff person is to sign an employment contract,  

Human Resources sometimes referred to as a Hiring Agreement, Job Contract or Employment Agreement.   
 Below are the elements to include in the contract:   

Employer: 
Name, address, telephone, and fax numbers, email address 

Employee: 
Name, address, telephone, and fax numbers, email address 

Position: 
Title 

Job Description: 
Detailed 

Term: 


· Term of employment (e.g., one year) 

· Type of employment (full-time, part-time, number of hours per week/day)
· Commencement date
· Working hours Probation period (according to the personnel policy). 

Wages and Benefits: 
· Yearly/weekly/bi-weekly/or hourly salary Frequency of pay Overtime (if applicable)

· Benefits available (e.g., group insurance, pension) including percentage or amount to be paid by the employee
· Vacation and sick time 

Termination of employment: 
· How much notice must be given during the term of the contract (for example, each party is required to give one pay period notice)? 

Special Clause: 
· You can add special clauses like “the agency is under no obligation to renew the contract,” “please refer to the job description” or “please refer to the personnel policy and/or union agreement.” 

Signing Details: 
· Name of the employee, position, date
· Name of the Executive Director (signing on behalf of the agency) and the date 

Please note that the moment the contract is signed, it becomes a legal document and both parties must abide accordingly.    

Checklist for Orientation (SAMPLE)

Building Human Resources

· Fire Exits 

· Alarm and alarm code 

· Washrooms and facilities in the building 

· Telephone system 

· Computer system 

· Printers

· Copier 

· ______________________ 

· ______________________
Policies 

· Personnel Policy.  

· Ask staff person to sign Personnel Policy Declaration Form 

· Service Delivery Policy 

· Confidentiality Policy 

· Conflict of Interest Policy 

· Attendance Policy 

· Union Agreement 

· Service provided 

· Staff 

· _____________________________ 

· _____________________________ 

Personnel Policy Handbook Table of Contents (NECRC SAMPLE)
A copy of this document in its entirety is located in the APPENDIX
Introduction

· Acknowledgement

· Your Personnel Policy Handbook

· Administrative Directives

· Complaint Procedure

Employment

· Employment Categories

· Personnel Files

· Fair Employment Opportunities

· Hiring Practices

· Reference Checks

· Job Descriptions

· Offer of Employment

· Limited Term Contracts

· Probationary Period

· Termination of Employment

· Dismissal

· Resignation

· Layoff

· Retirement

· Human Rights

· Right to Equality

· Right to Personal Protection

· Types of harassment include:

· Verbal Harassment:
· Physical Harassment:  
· Visual Harassment:  
· Sexual Harassment:  
· Right to Reasonable Accommodation of Needs

· Responsibility and Authority Related to Human Rights

· Procedures Related to Human Rights

· Filing a Complaint

· Investigation Report

Employee Performance

· Performance Appraisal

· Dress Code

· Discipline

· Dismissal

Compensation

· Salary

· Salary Reviews

· Pay Days

· Overtime

Attendance and Leave

· Working Hours

· Daily Breaks

· Notice of Absence

· Family Leave

· Maternity and Parental Leave

· Bereavement Leave

· Personal Leave without Pay

· Leave of Absence

· Jury Duty

· Compassionate Care Leave

Benefits

· Benefit Plan

· Benefit Plan Eligibility

· Holiday Observances

· Vacation Entitlement

· Vacation Deferral

· Vacation Scheduling

· Termination Allowance in Lieu of Vacation

· Sick Leave

· Wellness Day

· Health and Safety

 Professional Development

· Professional Development Support

· Costs for Courses and Conferences

· Eligibility for Subsidy

· Allocation of Professional Development Resources

Communication, Copyrights, and Use of Equipment and Technology

· Confidentiality

· Representation to the Media

· Copyright Compliance

· Ownership

· Software Copyrights and License Agreements

· Employee Owned Software

· Use of E-Mail and Internet Access

· Prohibited Activities

· Telephone Usage

Personnel Files (SAMPLE)

Listing of Relevant Information to Include
· Employee Information Form (full name, address, Social Insurance Number, date of birth, date of hire, salary) 

· Emergency contact information 

· Voided cheque (for direct deposit) 

· Completed TD1 form (Personal Tax Credit Return form) 

· Résumé 

· Education/degree 

· Interview notes 

· Reference check 

· Criminal records check 

· Child Abuse Registry check 

· Driver’s license 

· Signature on Personnel Policy Declaration form 

· Confidentiality Agreement 

· Conflict of Interest Declaration 

· Contract 

· Evaluation 

· Job description 

· Previous disciplinary action (if applicable) 

· Records of Employment (if applicable) 

· _____________________________ 

· _____________________________ 

· _____________________________ 

Employee Personnel File Checklist (NECRC Sample)
	
Name: ______________________________
Employee Number: __________________

Start Date: __________________________
Position: ___________________________

Rate of Pay: _________________________
Agency/Organization: ________________



	SECTION 1

Job Description



□
Application for Employment

□
Resume



□
Degrees & Certificates


□
Emergency Contact Information

□

	SECTION 2

Child Abuse Registry Check

□ 
Criminal Record Check 


□
Oath of Fidelity & Confidentiality

□
Code of Conduct


□
Code of Ethics



□
Personnel Policy Handbook

□
Cellular Phone Policy


□
Abuse Policy



□


	SECTION 3

New Hire Sheet


□
Employment Agreement

□
TD1 (Federal)



□
TD1 (Provincial)


□
Voided Cheque



□
Increment Forms


□
Record of Employment


□

	SECTION 4

Group Insurance


□
RRSP




□
WCB Claim Forms


□
United Way Contributions

□


	SECTION 5

Employee Leave Request Forms

□
Summary Sheets


□

	SECTION 6

Performance Review & Evaluation
□
Employment Correspondence

□
Other




□



Explanation of Confidentiality Agreement (FIPPA)
FIPPA for the Public
The Freedom of Information and Protection of Privacy Act (FIPPA) provides a right of access to information in records held by public bodies. With certain exceptions, you may see and obtain copies of records from Manitoba government departments, government agencies, local governments, school divisions, universities and colleges, regional health authorities, and other local public bodies.

FIPPA also protects your personal information. It establishes rules for the collection, use and disclosure of personal information by public bodies. It gives you the right to access your own personal information and to correct any information that public bodies hold about you.

If you are not satisfied with an access decision or the protection of your personal information by a public body, FIPPA provides you with the right to an independent review.

FIPPA does not apply to:

1. Private sector businesses, non-profit organizations or professional organizations. These organizations may be governed by The Personal Information Protection and Electronic Documents Act (Canada) 

2. Federal government departments, agencies and crown corporations. These may be covered by the federal Access to Information Act and Privacy Act. 

For further information about federal legislation, contact the Office of the Privacy Commissioner of Canada. 
The Personal Information Protection and Electronic Documents Act (Canada)
The Personal Information Protection and Electronic Documents Act (abbreviated PIPEDA or PIPED Act) is a Canadian law relating to data privacy.  It governs how private-sector organizations collect use and disclose personal information in the course of commercial business.  In addition, the Act contains various provisions to facilitate the use of electronic documents. 
PIPEDA was passed in the late 1990s to promote consumer trust in electronic commerce.  The act was also intended to reassure the European Union that the Canadian privacy law was adequate to protect the personal information of European citizens.

PIPEDA incorporates and makes mandatory provisions of the Canadian Standards Association's Model Code for the Protection of Personal Information, developed in 1995.  "Personal Information", as specified in PIPEDA, is as follows: information about an identifiable individual, but does not include the name, title or business address or telephone number of an employee of an organization.

The law gives individuals the right to:
· know why an organization collects, uses or discloses their personal information; 

· expect an organization to collect, use or disclose their personal information reasonably and appropriately, and not use the information for any purpose other than that to which they have consented; 

· know who in the organization is responsible for protecting their personal information; 

· expect an organization to protect their personal information by taking appropriate security measures; 

· expect the personal information an organization holds about them to be accurate, complete and up-to-date; 

· obtain access to their personal information and ask for corrections if necessary; and 

· complain about how an organization handles their personal information if they feel their privacy rights have not been respected. 

The law requires organizations to:
· obtain consent when they collect, use or disclose their personal information; 

· supply an individual with a product or a service even if they refuse consent for the collection, use or disclosure of your personal information unless that information is essential to the transaction; 

· collect information by fair and lawful means; and 

· have personal information policies that are clear, understandable and readily available. 

Though the Act requires that affected organizations comply with the CSA Model Code for the Protection of Personal Information, there are a number of exceptions to Code where information can be collected, used and disclosed without the consent of the individual.  Examples include for investigations related to law enforcement or in the event of an emergency.  There are also exceptions to the general rule that an individual shall be given access to his or her personal information.

Payroll Information 

The following information is derived from the Canada Revenue Agency (CRA) Employer’s Guide-Payroll Deductions and Remittances (T4001).  A copy of all of these guidelines in their entirety can be obtained through the CRA website at www.cra-arc.gc.ca.   
Who should use this guide?

You should use this guide if you are:

· an employer;

· a trustee; or

· a payer of other amounts related to an employment.

Do you need to register for a payroll account?
You need to register for a payroll account if you:

· pay salaries or wages;

· pay tips and gratuities;

· pay bonuses and vacation pay;

· provide benefits and allowances to employees; or

· need to report, deduct and remit amounts from other types of remuneration (such as pension or superannuation).

If you need a payroll account and you already have a Business Number (BN), you only need to add a payroll account to your existing BN.  However, if you don't have a BN, you must request one and register for a payroll account before your first remittance due date.

For information on the BN and CRA accounts or to register on-line, visit our Business Number (BN) registration page. You can also read the Pamphlet RC2, The Business Number and Your Canada Revenue Agency Accounts.

Are you an employer?
We generally consider you an employer if:

· you pay salaries, wages (including advances), bonuses, vacation pay, or tips to your employees; or

· you provide certain taxable benefits, such as an automobile or allowances to your employees.

An individual is an employee if the employment arrangement between the worker and the payer is an employer-employee relationship.  We explain this relationship in this guide as employment under a contract of service.  Although a written contract might indicate that an individual is self-employed (working under a contract for services), we may not consider the individual as such if there is evidence of an employer-employee relationship.

If you or a person working for you is not sure of the worker's employment status, either party can request a ruling to have the status determined.  Business owners can request the ruling electronically by using our My Business Account page.  As, well, you can use Form CPT1, Request for a Ruling as to the Status of a Worker Under the Canada Pension Plan and/or the Employment Insurance Act, and send it to the CPP/EI Rulings Division of your tax services office.  For more information on employment status, see Guide RC4110, Employee or Self-Employed?
What are your responsibilities?
You are responsible for deducting, remitting, and reporting payroll deductions.  You also have responsibilities in situations such as hiring an employee, when an employee leaves or if the business ceases its operations.

The following are responsibilities the employer, and in some circumstances, the trustee and payer must follow:

· Open and maintain a payroll account. If you meet the criteria to open an account in the section "Do you need to register for a payroll deductions account?", you must register to obtain one.

· Get your employee's social insurance number (SIN). Every employee must show you his or her SIN card to work in Canada. See the SIN topic on this page.

· Obtain a completed federal TD1 and, if applicable, a provincial or territorial TD1. New employees or recipients of other amounts such as pension income must complete this form. See "Form TD1, Personal Tax Credits Return".

· Deduct CPP contributions, EI premiums, and income tax from remuneration or other amounts, including taxable benefits and allowances, you pay. You should hold these amounts in trust for the Receiver General and keep them separate from the operating funds of your business. Make sure these amounts are not part of an estate in liquidation, assignment, receivership, or bankruptcy.

· Remit these deductions along with your share of CPP contributions and EI premiums. The CPP and EI chapters will explain how to calculate your share of contributions and the last chapter explains how and when to remit these amounts.

· Report the employees' income and deductions on the appropriate T4 or T4A slip. You must file an information return on or before the last day of February of the following calendar year. See "Filing information returns".

· Complete and issue Form INS2106, Record of Employment, (ROE) when an employee leaves. See "EI and the Record of Employment".

· Keep records. You must keep records of what you do as our officers can ask to see them. See topic below.

Note:

Employers resident outside Canada who have employees in Canada have the same responsibilities as Canadian employers, except that CPP coverage is optional in this case.

Keeping records

You have to keep your records for six years.  If you want to destroy them before the six-year period is over, you have to get permission from the director of a tax services office.  To do this, either use Form T137, Request for Destruction of Records, or prepare your own written request.  

For more information, visit our "Keeping Records" page or see Guide RC4409, Keeping Records.

Employee Benefits Package (NECRC Sample)
United Way Agencies’ Employee Benefits Plan

Benefits at a Glance

Employee Life Insurance:




· 2 times your annul earnings, to a maximum of $250,000

Employee Optional Life Insurance:



· Increments of $10,000 to a maximum of $200,000

Dependent Life Insurance:



· $5000, spouse, $2000 each dependent child

Dependent Optional Life Insurance:


· Spouse increments of $10,000 to a maximum of $200,000 (children are not applicable)
Employee Accidental Death and Dismemberment: 
· 2 times your annual earnings, to a maximum of $250,000 upon death

· Schedule of benefits for Loss or Loss of Use of  hands, feet, sight etc. or paralysis

Extended Health Care: 
· Overall Benefit Maximum – Unlimited

· Deductible $50 Individual, $100 Family per calendar year

· Out of Country Emergency Coverage – 100%

· Benefit Percentage – 70% of covered expenses per calendar year
·  Drug Card  

Dental Care:                   
· Deductible – Nil

· Current Fee Guide (80% Routine & 60% Major)
· Benefit Maximum - $1,200 per calendar year

Long Term Disability:   
· Definition: disabled from your own occupation, during the Qualifying Period and the 1 year immediately following the Qualifying Period, then any occupation for which you are qualified or may reasonably become qualified, by training, education or experience, after the 1 years specified above

· Benefit Amount: 55% of your first $3,500 of monthly earnings, plus 40% of any excess amount to a maximum of $3,500

Employee Assistance Plan:  

· Counseling for member and dependents (optional)

Employee Code of Ethics (SAMPLE)

The Code of Ethics for the employees of the Agency/Organization Name shall be:

1. To fully serve each and every person in the community without prejudice or bias to any person or group of persons.

2. To recognize that the expenditure of corporate funds is a community trust and to endeavor to see that such funds are expended efficiently, effectively and in the best interest of the community.

3. To ensure that no employee or other persons associated with the corporation uses his or her position for personal gain.

4. To abide by, accept and support majority decisions of the Board.

5. To recognize that authority rests with the Board as a whole and not with individual Board members.

6. To maintain the integrity, confidence and dignity of the Agency/Organization Name by conducting yourself as outlined in the Board Member & Employee Code of Conduct.

7. To maintain a high level of service, confidence and social justice for all people, clients and staff members associated with the corporation.

I hereby agree and solemnly swear that I will faithfully truly and to the best of my judgment, skill and ability execute and perform all duties required of me as an employee of the Agency/Organization Name, honestly, in good faith, and with a view solely in the best interest of the Agency/Organization Name.

Signed this ________________ day of _____________________________, A.D. _________________

___________________________________________
____________________________________

Witness
Signature

____________________________________

Print Name

ADDITIONAL NOTES:

The Employee Code of Ethics should be copied/produced on agency/organizational letterhead if available.  

The purpose of this document is to establish a standard/degree of professional conduct for employees as official representatives of your agency/organization, both internally in the context of their respective positions, and externally in the communities they live in and serve. 

It should be noted that this document was tailored specific to the needs of NECRC, and as such some of the sections may not be applicable to your particular agency/organization and should therefore be adapted/revised accordingly. 
Employee Pledge of Fidelity and Confidentiality (SAMPLE)

I, Employee Name, hereby agree and solemnly swear that I will faithfully truly and to the best of my judgment, skill and ability execute and perform all duties required of me as an employee of the Agency/Organization Name, honestly, in good faith, and with a view solely in the best interest of the Agency/Organization Name.

I, Employee Name, further agree that I will faithfully and truly respect the confidentiality of all information which comes to my knowledge, or into my possession or care as a result of my employment with, or participation in any way with, information collected and/or held by the Agency/Organization Name.  I will not communicate or allow to be communicated to any person not legally entitled thereto any information relating to the affairs of the Agency/Organization Name, or its clients, nor will I allow any such person to inspect or have access to any such information.

In so agreeing, I acknowledge and agree that this pledge obligates me to strictly abide by the following:

· That I will keep confidential all financial information relating to personnel and/or clients. 

· Other than by clients themselves, access to recorded information regarding any client may only be viewed by, and may only be in the possession of, paid employees of the Agency/Organization Name.  Any exception to this must have prior written authorization of the client involved.  All records must be kept secured at all times from theft, damage, and unauthorized access.

· Any and all requests for information from an employee regarding policies and/or positions of the Agency/Organization Name, other than from a client or prospective client, are to be directed to the Supervisor’s Name of the Agency/Organization Name.

· Under no circumstances should staff or volunteers make representations to the media on behalf of the Agency/Organization Name or its affiliates without the express written approval of the Agency/Organization Name.

In so agreeing and swearing, I further acknowledge and agree that the information covered by this pledge may be written or recorded in various forms, or not at all, and that my commitments of this confidentiality extend to all such information however and by whatever means it comes into my knowledge and/or possession.

In so agreeing, I further acknowledge that any such breach of any part of this pledge may constitute, in and of itself, in the sole discretion of the Agency/Organization Name, grounds for sanction or discipline, up to and including the termination of my employment. These sanctions or discipline may be in addition to other remedies available to the Agency/Organization Name, or other parties as a result of any breach.

Signed this ________________ day of _______________________________, A.D. __________________
____________________________________

____________________________________

Signature

Witness

____________________________________
Print Name

ADDITIONAL NOTES:

The Employee Pledge of Fidelity and Confidentiality should be copied/produced on agency/organizational letterhead if available.  

The purpose of this document is to maintain agency/organizational information in congruence with the Freedom of Information and Protection of Privacy Act set forth by the government of Canada.  The purposes of this Act are to make public bodies more accountable to the public and to protect personal privacy by:

· Giving the public a right of access to records

· Giving individuals a right of access to, and a right to request correction of, personal information about themselves

· Specifying limited exceptions to the rights of access

· Preventing the unauthorized collection, use or disclosure of personal information by public bodies, and

· Providing for an independent review of decisions made under this Act

It should be noted that this document was tailored specific to the needs of NECRC, and as such some of the sections may not be applicable to your particular agency/organization and should therefore be adapted/revised accordingly. 

Performance Review (NECRC Sample)

	Employee Name
	
	Hire Date
	

	Position
	
	Review Date
	


Instructions:

	For each factor circle the number which, based upon your observation and all pertinent information, best fits the performance of the employee in his/her recent position.  Tabulate each performance factor and write the total in the appropriate box.  Appraisers should use freely the “comments” section for description of employee’s performance.  Do not rate on potential performance, but on the past and present accomplishments.


	


	1.
	Job Knowledge
	4
	8
	12
	16
	20

	
	How well the employee knows, retains and utilizes information in performing the job. Consider the extent to which the employee knows what he/she is doing and why. Ability to determine priorities of job tasks and achieve a balance between quantity and quality.  
	U
	M
	Q
	C
	D

	
	
	
	
	
	
	

	2.
	Quality of Work
	4
	8
	12
	16
	20

	
	The ability to perform work duties correctly and accurately within the established time frames.  Consider the accuracy, thoroughness and neatness of the work.  Is employee careful to avoid errors?  Does the employee repeat mistakes or learn from them
	U
	M
	Q
	C
	D


	3.
	Customer Service
	4
	8
	12
	16
	20

	
	Professional in both appearance and behavior.  Demonstrates.  Does employee follow dress code guidelines?  Consider feedback received from clients/staff.  Does employee put needs of customers before his/her own?
	U
	M
	Q
	C
	D


	4.
	Attendance
	3
	6
	9
	12
	15

	
	Combination of tardiness and absenteeism.  Able to adhere to a schedule.  Consider the number of occurrences and incidents over the length of the appraisal period.  Has the employee been warned?  Did attendance improve?
	U
	M
	Q
	C
	D


	5.
	Safety
	2
	4
	6
	8
	10

	
	Recognize report and correct unsafe acts and conditions.  Consider how the employee follows and observes safety rules, maintains equipment, and uses proper lifting techniques.  Does the employee report and/or correct unsafe actions and conditions?
	U
	M
	Q
	C
	D


	6.
	Co-operation/Communication
	2
	4
	6
	8
	10

	
	The ability to work with others, follow instructions and communicate effectively with co-workers to complete tasks in a timely manner.  Consider general attitude toward word and fellow employees.  Does employee “connect” with others?  Can employee react constructively to disagreements?  What happens when they are overruled?
	U
	M
	Q
	C
	D


	7.
	Initiative/Dependability
	2
	4
	6
	8
	10

	
	Reliability and desire to start a job and follow through to completion.  Consider how well the employee begins an assignment without directions and recognizes the best way to doing it.  Is the employee a self-starter?
	U
	M
	Q
	C
	D

	Unacceptable
	Marginal
	Qualified
	Commendable
	Distinguished

	21-38
	39-54
	55-74
	75-95
	95-105

	Fails to meet job requirements.  Calls for immediate and substantial improvement
	Performance does not consistently meet job requirements.  Usually requires close supervision in order to meet standards.
	Meets overall job requirements with routine supervision.  Valued job performance
	Consistently meets and often exceeds job requirements.  Conscientious in completing assignments.  Reliable and requires minimal supervision.
	Job performance always exceeds expected work level; sets example for others.  Performance rarely achieved by others.

	Total:


	Total:


	Total:


	Total:


	Total:




Performance Review (con’t)
To be completed by the Supervisor/Manager

	Comments concerning the appraisal, highlighting specific strengths and weaknesses discussed with the employee and suggestions for improved performance (a list of goals to be achieved).

	

	

	

	

	

	

	

	

	

	

	


	Reviewed by Supervisor/Manager
	
	Date
	

	Reviewed by Executive Director
	
	Date
	


To be completed by the Employee

	Your signature only indicates that you have read the review of your job performance; not that you agree or disagree.  Feel free to include any comments regarding this review in the space below.  Please sign and date this form.

	

	

	

	

	

	

	

	

	


	Employee Signature
	

	Date
	

	Employee Name (please print)
	


Employee Annual Performance Evaluation (SAMPLE)

Name: ____________________________________________


Position: __________________________________________


Period Covered by this evaluation: ___________________________________________


1. Discuss the goals, objectives, duties, etc. as identified in the job description.

a. Highlight those areas which are going well:

b. Note areas of concern or difficulty:

c. Is the current job description an accurate reflection of the job?  If not, what changes should be made?

2. Assess the following areas of work performance.  What aspects feel comfortable?  Which areas might the employee strive to improve?

a. Work organization (planning, goal setting, and time management):

b. Quantity and quality of work:

c. Job knowledge (possesses technical knowledge to carry out assignments):

d. Initiative/creativity/resourcefulness in identifying and solving problems:

e. Written and oral communication skills (speaking, writing, listening, respecting other's opinions, etc.):

f. Contribution to the efforts of the rest of the team (facilitates & supports the work of other staff):

g. Other factors affecting performance:

3. Personal development plan.
a. In terms of work responsibilities, what tasks seem to give: 

i. Greatest satisfaction

ii. Least satisfaction

b. Does the worker possess job skills and knowledge that are not being used to full potential?  If so, how could these be more fully utilized?

c. Growth and development:
i. Identify one growing edge in your work. What would be helpful to you in this respect?

ii. What are some things you would like to see happen in the next year? In the next five years?

Date Completed: ___________________________________________
Employee’s Signature: _______________________________________
Supervisor’s Signature: ______________________________________   

ADDITIONAL NOTES:

The Employee Annual Performance Evaluation is but one generic example of a myriad of templates and formats available for use by your agency/organization.  

It should be noted that this document was tailored specific to the needs of NECRC, and as such some of the sections may not be applicable to your particular agency/organization and should therefore be adapted/revised accordingly.

Employee Overtime Log (SAMPLE)

	OVERTIME LOG

	EMPLOYEE NAME:
	

	NOTE:
	· All time recorded is in hours to the nearest 15 minutes

	DATE
	DESCRIPTION
	TIME ACCRUED
	TIME USED
	BALANCE

	Balance Carried Forward from Previous Fiscal Year
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


ADDITIONAL NOTES:

This Employee Time Log form is intended for use as a template to track an employee’s various types of “time” allotted, accrued, and/or used as a staff member of your agency/organization.  The most common types of employee “time” that should be monitored within an agency/organization include:

· Vacation Time
· Sick Time (if applicable to your agency/organization)
· Overtime 

For example purpose only, the above form was created as an “Overtime Log”, but can be readily adapted to record employee “Vacation Time” and “Sick Time”.  This form is designed to be used in conjunction with the Employee Time Sheet as quick reference document to record all relevant “time” allotted, accrued, and/or used to date by an employee.     
It is worthy of mention that for ease of use regarding both the imputing and manipulation of information when creating a similar document for use with your agency/organization, it should be developed using Microsoft Excel whenever and wherever possible.

Employee Time Sheet (SAMPLE)
Name: __________________________________________

Supervisor: ______________________________________

Pay Period Dates: ________________________________________________

	WEEK 1 HOURS

	DAY
	DATE
	WORK HOURS
	SICK TIME
	VACATION TIME
	OVERTIME

	SATURDAY
	
	
	
	
	

	SUNDAY
	
	
	
	
	

	MONDAY
	
	
	
	
	

	TUESDAY
	
	
	
	
	

	WEDNESDAY
	
	
	
	
	

	THURSDAY
	
	
	
	
	

	FRIDAY
	
	
	
	
	

	WEEK 1 TOTAL HOURS
	
	
	
	

	WEEK 2 HOURS

	DAY
	DATE
	WORK HOURS
	SICK TIME
	VACATION TIME
	OVERTIME

	SATURDAY
	
	
	
	
	

	SUNDAY
	
	
	
	
	

	MONDAY
	
	
	
	
	

	TUESDAY
	
	
	
	
	

	WEDNESDAY
	
	
	
	
	

	THURSDAY
	
	
	
	
	

	FRIDAY
	
	
	
	
	

	WEEK 2 TOTAL HOURS
	
	
	
	

	GRAND TOTAL HOURS
	
	
	
	


Staff Signature: ___________________________________

Supervisor Signature: ______________________________

ADDITIONAL NOTES:

This Employee Time Sheet form is intended for use as a template to track an employee’s various types of “time” worked and/or used (Sick Time, Vacation Time, and/or Overtime) as a staff member of your agency/organization within a specified pay period.  It should be noted that pay periods can vary from agency/organization (bi-weekly, monthly, etc.), and that this form should be adapted accordingly to reflect your specific requirements.  
The form should be signed by the employee and authorized/signed by their supervisor prior to submission for reimbursement.  This procedure is to ensure that both the employee and supervisor are aware of and in agreement of all “time” being claimed for that particular pay period. 
Employee Training Request Form (CAPC SAMPLE)

Name:  ____________________________________________________________ 

Date: _____________________________________________________________ 

Professional training requested: ________________________________________ 

Date Delivered: ____________________________________________________ 

Cost: _____________________________________________________________ 

Benefit to the agency: __________________________________________________________ 

____________________________________________________________________________ 

Benefit for service delivery______________________________________________________ 

Approved by_________________________________ 

Employee Termination Letter (CAPC SAMPLE)
Information to Include In a Termination Letter
 [DATE] 
What to include in a termination letter: 

· To provide ($ amount) less applicable taxes.  This includes any pay in lieu of notice and severance pay which you may be entitled under the Employment Standards Code. 

· The final pay cheque will include any vacation pay (less applicable taxes) that was earned but not taken as of the day of work. 

· The employment benefits (if applicable) to cease effective [date] and you will receive no additional compensation for the loss. 

· With regard to the group insurance plan (if applicable) to contact the insurance company for information regarding benefits and disability insurance and any conversion privilege. 

· If you are a participant in the Group RRSP plan, you will receive any Group RRSP amounts you are entitled to pursuant to the plan and any applicable legislation, which may be converted to an individual RRSP or transferred in accordance with your election following your last day of work. 

· Payment will be conditional upon the execution of the enclosed Release Requirement to return of all company property, including keys, computer discs, all corporate documents, and so on. 

· Reminder that any confidential information obtained by you during your employment must   continue to be kept confidential upon your employment ceasing.   

If you accept the above terms, you may do so by signing the bottom of this letter and returning it by [time] on [date], at which time it will be automatically withdrawn if not accepted.   

[NAME] 
Signature Date of Signature 

Note:
It is always advisable to obtain legal counsel if you have any concerns or questions regarding termination 
of an employee. 
Employee Exit Interview (Sample)
These are sample exit interview questions. Feel free to copy and use any combination of these exit interview questions in your organization.

· Why have you decided to leave the company? 

· Have you shared your concerns with anyone in the company prior to deciding to leave? 

· Was a single event responsible for your decision to leave? 

· What does your new company offer that encouraged you to accept their offer and leave this company? 

· What do you value about the company? 

· What did you dislike about the company? 

· The quality of supervision is important to most people at work. How was your relationship with your manager? 

· What could your supervisor do to improve his or her management style and skill? 

· What are your views about management and leadership, in general, in the company? 

· What did you like most about your job? 

· What did you dislike about your job? What would you change about your job? 

· Do you feel you had the resources and support necessary to accomplish your job? If not, what was missing? 

· We try to be an employee-oriented company in which employees experience positive morale and motivation. What is your experience of employee morale and motivation in the company? 

· Were your job responsibilities characterized correctly during the interview process and orientation? 

· Did you have clear goals and know what was expected of you in your job? 

· Did you receive adequate feedback about your performance day-to-day and in the performance development planning process? 

· Did you clearly understand and feel a part of the accomplishment of the company mission and goals? 

· Describe your experience of the company’s commitment to quality and customer service. 

· Did the management of the company care about and help you accomplish your personal and professional development and career goals? 

· What would you recommend to help us create a better workplace? 

· Do the policies and procedures of the company help to create a well-managed, consistent, and fair workplace in which expectations are clearly defined? 

· Describe the qualities and characteristics of the person who is most likely to succeed in this company. 

· What are the key qualities and skills we should seek in your replacement? 

· Do you have any recommendations regarding our compensation, benefits and other reward and recognition efforts? 

· What would make you consider working for this company again in the future? Would you recommend the company as a good place to work to your friends and family? 

· Can you offer any other comments that will enable us to understand why you are leaving, how we can improve, and what we can do to become a better company?

End the meeting on a positive note.  Commit to using the information provided to improve your workplace.  Wish your employee success in their new endeavor.  End the exit interview graciously.
IV.
FINANCIAL MANAGEMENT

The process of managing the financial resources, including accounting and financial reporting, budgeting, collecting accounts receivable, risk management, and insurance for a business.
In this Section you will find:


MANAGEMENT

" 

FINANACIAL MANAGEMENT

· Cheque Requisition Form (NECRC Sample)
· Financial Policy (NECRC Sample)
· Cheque Requisition Codes (NECRC Sample)

· Budget Sheet (NECRC Sample)

· Plain Language Financial Reports to Board (SAMPLE)

· Sustainability Planning Document (SAMPLE)
· Charitable Tax Status (SAMPLE)

· " 

Canada Revenue Agency Information (SAMPLE)
· 
Funding Agreement Summary Form (CAPC SAMPLE)
· Quarterly Interim Audit Checklist (CAPC SAMPLE)
· Annual Financial Audit Checklist (CAPC SAMPLE)
Cheque Requisition Form (NECRC SAMPLE)


[image: image25]
	
	
	
	Amount of Cheque
	$


	Date:
	
	Requested by:
	


	Payable to:
	


	For the Purpose of:
	

	


	S.I.N. (if honorariums)
	


	Address:
	
	
	City:
	Winnipeg

	
	
	
	Province:
	Manitoba

	
	
	
	Postal Code
	


	


	Date:
	
	Approved by:
	


	For accounting purposes please complete the following: (please ensure original receipts attached)




	Budget Account #
	Cost Center/Project
	Expense Amount
	½ GST
	Net Amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Cheque Number:
	
	Date Cheque Issued:
	




Financial Policy (NECRC SAMPLE)

Project Management Guidelines

Program Development/Proposal Stage:

At the Project Proposal Stage determine with management whether the proposed project meets agency’s Mission and Strategic Vision.

The following are general guidelines:

· Determine anticipated outcomes.

· Determine desired timelines both start time and length of project to determine whether or not it fits in with program plan. 

· Provide a rough project plan to management.

· Determine Human Resources required both time commitment and salary.  Determine if project staff is to be an employee or contractor. 

· Determine other resources required such as Program Supplies, Activity Costs, Outside Services, Child Care, Bus Tickets, and start-up equipment.

· Develop a budget reflecting above.

· Assign Administration and Rent costs to be recovered as per policy and add to budget in categories appropriate to each funder.

· Complete any funding submissions as per the funder’s criteria.

· Draft a cover letter.

· Submit to management for final approval.

·  Take 2 file copies of submission- one copy is to be kept in Administrations Central Project Files.

· Ensure that the proposal is delivered to the funder before the deadline.

Ongoing Project Management:

· Copies of all correspondence or reporting requirements are to be copied to the Central Administrations’ Funders File.

· Once funding has been confirmed, schedule a meeting with the appropriate manager to review timelines, rework budget if required, and determine next steps.

· Complete the Internal Budget Form so that Accounting can enter the budget (To be developed.)

· Project Staff will be hired only with the approval of the Executive Director.  Project staff will have Employment Contracts which recognize the time limited nature of any funding agreements.   If Consultants or Contractors are to be used, a letter of reference or service agreement will be in place and the consultant will be responsible for invoicing NEWC to receive payment.

· Copies of official correspondence with funders, changes in plans and any reports need to be reviewed with supervisor and a copy filed in Central Administration’s Funders File.

· It is the responsibility of project supervisors to ensure that reporting to funders is completed on a timely basis.  The Financial Administrator must verify financial reports.  Project work plan and budget should be reviewed monthly with Supervisor.

· Your Supervisor must approve purchases or contracting of services over $100.  Project Coordinators must generate a Cheque Requisition or Purchase Order and request their supervisor’s signature to show approval. Note- any purchases over $500 or involving a contract extending a year or more should be taken to the Finance Committee for approval.

· If a cheque is required, submit an approved cheque requisition to Administration by Tuesday morning. .  Signed cheques are generally ready by Wednesday.  Cheque requisitions should state supplier, description should state budget line, and distribution should state project name.

· Petty Cash is to be used for purchases of $25 or less.  Petty Cash disbursements should state project budget line as well as project name.   Invoices for purchases on accounts (Staples, Office Depot, Safeway, Cantors or California Fruit) must state which program and budget line (such as supplies or activity costs.)

· Honorariums can be provided if budgeted within the following guidelines.  Honorariums for other agency staff, who are representing that agency, must be paid directly to the agency, not the individual.  All Honorariums, if possible, should be paid by cheque. 

· Honorariums to other professionals must be reasonable and approved by the project supervisor.  (We will be developing a policy around honorariums and appropriate amounts.)

· Honorariums will not be paid to staff.  Any remuneration must be paid through the normal payroll process at their normal hourly rate.  In appropriate circumstances, centre staff who have their own business, may invoice the centre directly for services outside of  their employment responsibilities

· Mileage for project work can be reimbursed.   Mileage must be recorded on a Monthly Mileage Claim sheet.  The date, addresses and actual kilometers used must be recorded.

· Out of pocket expenses can be reimbursed on submission of approved invoices.

Related Policies:

· Recovery of administration costs and rent. (Draft Attached)

· Policy regarding Client Accessibility – Child Care, Bus Tickets, etc

1) Policy Regarding the Recovery of Administration Fees and Rent

Funding Criteria may limit ability to charge Admin and Rent.  The following serves as a guideline.

a) Administration Fees

· Projects are charged Admin fees to recognize costs related to managing projects, providing accounting services, use of office equipment and increased costs of payroll charges, liability insurance cost increases and standard office supplies.  

b) Rent

· Projects are charged rent to recognize the costs related to facility management.  These include utilities, janitorial costs, other building maintenance and repair, property taxes and property insurance.  

c) Guidelines
Capital or Technical Consulting 

· In general, Admin or Rent cannot be recovered from such projects as there is no direct service delivery and these should contribute to the long term assets of the organization.

d) Sample Guidelines

Direct Service Projects which require additional 0.50 or more of dedicated staff:

· Charge minimum rent of $250 per month.

· Charge Admin Fee of 12% of project costs including rent.

Other Direct Service Projects
· Charge minimum of 15% Admin Fee.

Cheque Requisition Codes (NECRC Sample)
	Direct Program Expenses (5600)
	Code

	Communication Resources
	5610

	Evaluation
	5620

	Printing
	5630

	Career Assessment Resources 
	5640

	Resources/Memberships
	5650

	Participant Tuition Funds
	5660

	Participant Travel
	5670

	Child Care
	5680

	Subscriptions
	5690

	Honorariums
	5700

	Meeting Expenses
	5710

	Project Costs (Program Supplies)
	5720

	Special Events
	5730

	Management (Administration) Fees 
	5750


Budget Sheet (NECRC SAMPLE)

	 
	 
	 
	Budget April 1 to March 31
	Core
	Project 1
	Project 2

	Income
	 
	 
	 
	 

	 
	4100 Core Grants
	 
	 
	 
	 
	 

	 
	 
	Funders
	
	
	
	

	 
	4200 · PROJECT GRANTS
	 
	
	
	
	

	 
	 
	Funders
	
	
	
	

	 
	Management Fees
	
	
	
	

	Total Income
	 
	 
	
	
	
	

	Expense
	
	
	
	

	 
	5000 · PERSONNEL
	 
	
	
	
	

	 
	 
	Salaries/Wages/Benefits
	
	
	
	

	 
	5100 · OFFICE
	 
	
	
	
	

	 
	 
	Office Supplies
	
	
	
	

	 
	 
	Computer Services
	
	
	
	

	 
	 
	Telephone
	
	
	
	

	 
	 
	Liability Insurance
	
	
	
	

	 
	Total OFFICE
	 
	
	
	
	

	 
	5400 · BUILDING/OCCUPANCY
	5410 Building Insurance
	
	
	
	

	 
	 
	5420 Property Taxes
	
	
	
	

	 
	 
	5430 · Rent
	
	
	
	

	 
	 
	5460 Utilities
	
	
	
	

	 
	 
	5470 Janitorial Services
	
	
	
	

	 
	Total 5400 · BUILDING/OCCUPANCY
	 
	
	
	
	

	 
	5600 · DIRECT PROGRAM EXPENSES
	5610 · Communication Resources
	
	
	
	

	 
	 
	5620 · Evaluation
	
	
	
	

	 
	 
	5710 · Meeting Expenses
	
	
	
	

	 
	 
	5730 · Special Events
	
	
	
	

	 
	 
	5750 · Management (Admin) Fees
	
	
	
	

	 
	Total 5600 · DIRECT PROGRAM EXPENSES
	 
	
	
	
	

	Total Expense
	 
	Projected Surplus/Deficit
	
	
	
	

	 
	 
	
	
	
	
	




Plain Language Financial Reports to Board (Sample)
Example budget finance overview by Garry Loewen (NECRC to provide)
Sustainability Planning Document (Sample)

Neighbourhoods Alive! has created a sustainability plan framework plan, as well as tools and examples

Charitable Tax Status (SAMPLE)

NECRC has a sample document in PDF

Canada Revenue Agency Information (SAMPLE)

Funding Agreement Summary Form (CAPC SAMPLE)

Funder:    _____________________________________________________________

Contact Person: ________________________________________________________
Phone Number: _______________________ 
E-mail:  ___________________________
Expenditures: 

Budget Planning Worksheet (CAPC)



Quarterly Interim Audit Checklist (CAPC SAMPLE)




Annual Financial Audit Checklist (CAPC SAMPLE)

Pre-Audit
· Confirm dates of the audit with the auditor

· Send the confirmation letter to the bank (see attached)

· Send the list of funders including the contact person, name of funder and address to your auditor

· Trial balance

Audit (as many as applicable)

· Bank Statements and cancelled cheques

· Bank Reconciliation

· Deposit books

· Cheque stubs

· Charitable receipts book and/or regular receipts book

· Invoices paid during the fiscal year

· List of Accounts Receivable 

· List of Grants Receivable

· List of Prepaid Expense

· List of Accounts Payable

· List of Vacation Payable

· List of Deferred Revenue

· Copy of Agreements with Funders, including budgets

· List of Grants

· Reconciliation of Interest Revenue

· Analysis of Miscellaneous Revenue

· Analysis of Salaries and Benefits (reconcile it to T-4)

· Board Minutes (signed and dated)

· General Ledger Book

· Credit Card Statements including receipts

· Credit Cards Merchant Copy

· Capital Assets – Any purchase of capital during the year and according to the policy

· Analysis of Donations

· Analysis of Revenue from Fundraising

· Copies of long[[term agreements or debts (e.g. rent, vehicle lease)

· Analysis of Professional Fees

· Copy of the Financial Policy

· Copy of motions by the board that have financial implications

· Contract agreements with staff that identify their hourly/yearly salary

· Salary Scale

· Union Agreement

V.
ORGANIZATIONAL DEVELOPMENT

Organization development is a planned, top-down, organization-wide effort to increase the organization's effectiveness and health.
In this section you will find:


MANAGEMENT

" 

ORGANIZATIONAL DEVELOPMENT

· Critical Dates Calendar (SAMPLE)
· Central Filing System (NECRC SAMPLE)

· Information Database (SAMPLE)

· Organizational Operations Work Plan (NA! SAMPLE)

· Communication Policy (SAMPLE)

· Policy Development Matrix (CAPC SAMPLE)

· Critical Incident Forms (CAPC SAMPLE)

· Year at a Glance Table (CAPC SAMPLE)

· Template for Developing Your Project Logic Model (CAPC SAMPLE)

· Personnel Policy Declaration Form (CAPC SAMPLE)

· Proposal Development Worksheet (CAPC SAMPLE) 

Critical Dates Calendar (SAMPLE)
	Date
	description
	time
	location

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


ADDITIONAL NOTES:

The intent of the Critical Dates Calendar is to create an informational document for distribution to Board, Management, and staff members that denotes important pending organizational events.  Examples of such events could include, but is not limited to, the following:

· Board meetings

· Management meetings

· Staff meetings

· Annual General Meeting

· Deadlines (funding proposals, reports, budgets, etc.)
Central Filing System (NECRC SAMPLE)
The Central Filing System is comprised of the following seven categories of files:

· Critical Files

(who is responsible to maintain these files and where they are stored)

· Employee Files

(who is responsible to maintain these files and where they are stored)

· Payroll Files

(who is responsible to maintain these files and where they are stored)

· Operational Files

(who is responsible to maintain these files and where they are stored)

· Financial Files

(who is responsible to maintain these files and where they are stored)
· Miscellaneous Files
(who is responsible to maintain these files and where they are stored)

· Archived Files

(who is responsible to maintain these files and where they are stored)

The Critical Files and Financial Files are sorted and colour coded according to each of the following six departments:

· CORE Operations


(Grey)

· Community Development

(Green)

· Economic Development

(Purple)

· Employment Development

(Yellow)

· Housing Development


(Red)

· Property Management


(Blue)

A. Critical Files

· To be kept in the office of the Administrative Coordinator

· The Critical files will be comprised of the following categories and documents:

1. Board Meeting Minutes

· To kept in the master Board Orientation Manual binder (only the Board approved/signed copies of the minutes)

· Electronic copies on computer

2. Legal Documents

· To include documents such as purchase agreements, charitable tax status, incorporation documents, by-laws, etc. 

3. Funding Agreements

· Original signed copies of all project funding agreements and lease agreements Copies of all project-related reports (progress, financial, evaluation, etc.)

· Projects that have multiple funders will be stored in separate files

· Copies of all relevant documents will be forwarded to the appropriate Program Director

4. Policies & Procedures

· To include both staff & board

5. Planning Documents

· Copies of all approved annual staff work plans

· Copies of all community and housing plans

6. Insurance Policies

· Original copies of all current insurance policies for all owned and leased properties (building and contents)

7. Tax Assessments & Appeals

· Original copies

8. Articles of Incorporation

· Original copies

B. Employee Files

· To be kept in the office of the Executive Director

· The Employee files will be comprised of the following categories and documents:

1. Current Employees

· Job Descriptions

· Letter of Offer

· Performance appraisals

· Disciplinary action

· Letter of resignation/termination

2. Previous Employees

· To be filed and maintained at the discretion of the Executive Director in accordance with Manitoba Employment Standards and the Freedom of Information and Privacy Act 

3. Applicant Resumes

· To be filed and maintained at the discretion of the Executive Director

C. PayROLL FILES

· To be kept in the office of the Administrative Assistant 

· The Payroll files will be comprised of the following documents:

1. Tax information (TD1)

2. Direct deposit information

3. Employee benefits

· Group insurance 

· RRSP

· Waivers

· Changes to beneficiaries, etc

4. Record of Employment 

D. Operational Files

· To be kept in the office of the Administrative Coordinator

· The Operational files will be comprised of the following documents:

1. Warranties

2. Computer Licenses

3. Operation Manuals

4. Computer & Furniture Inventories

5. Vender Information

· Lines of credit

· Changes in billing address

· Property management files

· Boiler inspections

E. Financial Files

· To be kept in the office of the Financial Controller

· Files from both the previous and current operating years will be kept in the office (all other financial files will be archived) 

· The Financial files will be comprised of the following documents:

1. Expenditures

2. Revenue

3. Audited Statements

4. Project Agreements & Claims

F. MISCELLANEOUS FILES

· To be kept in the office of the Executive Director

· The Miscellaneous files will be comprised of projects, documents, information, etc. that don’t fit in the other categories

· To be filed and maintained at the discretion of the Executive Director

G. ARCHIVED FILES

· To be locked and stored in a designated area/space

· Policies and protocol needs to be created to determine what types of information is to be archived and when 

ADDITIONAL NOTES:

This Central Filing System document is only an example, and is by no means mutually elusive and/or exhaustive.  It is intended primarily for use as a frame of reference for creating and adapting a policy and protocol specific to the needs of your agency/organization with regards to the storage and manipulation of documents.

Information Database (SAMPLE)
	AGENCY/ORGANIZATION
	CONTACT PERSON
	ADDRESS
	PHONE #
	FAX #
	E-MAIL

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


ADDITIONAL NOTES:

This Database document is only a generic example and can be adapted for a variety of informational requirements and or uses.  Some examples of databases that NECRC currently utilizes are:

· Organizational Membership

· Funders & Partners

· Staff

· Board of Directors

It is worthy of mention that for ease of use regarding both the imputing and manipulation of information when creating a specific database for use with your agency/organization, it should be developed using Microsoft Excel whenever and wherever possible.  This is especially useful when the database will be potentially used as a mailing list, as it will facilitate the creation of a “Mail Merge” document for ease of distribution.  When doing so however, you must create separate “cells” on the worksheet for all of the relevant information to be included in the database.  For example, when imputing the address of an agency/organization you have to put the street/mailing address, city, province, and postal code into separate “cells” in order to be able to facilitate the “Mail Merge” feature.

Organizational Operations Work Plan (NA! SAMPLE)
	OPERATIONS WORK PLAN

	GOALS:
What are your long-term organizational goals?  What is the timeframe for their implementation and/or achievement?

	INITIATIVES
	OUTPUTS (TARGETS)
	PARTNERSHIPS
	STRATEGIES
	IMPLEMENTATION TASKS
	MEASUREMENT TOOLS
	OUTCOMES

	· What is the general category? 

· What is the basic program name?       

· What is the basic intent of the program?
	· Define what you are going to produce or deliver over the timeframe of the Work Plan?
	· Who are your partners?

· What role will they play versus what role will you play?

· What targets will they focus on versus what targets will you focus on?
	· How are you going to achieve your targets (focus on your targets, not your partners targets, unless it is an interwoven collaboration or project)? 

· What strategies will you employ to get things done?  Be specific and avoid words like “support”,  “guide”, etc.
	· Whose role in your organization is it to complete these tasks?           

· What are the details of the work plan for year one?        

· What grants do you need to apply for and what are the deadlines?          

· If there is collaboration, what tasks do you have to do, and what are your partner's tasks?
	· How will you measure the change?

· How will you know this has been a good investment of resources?

· How will you decide where to make future investments?

· What tool(s) do you need to measure the impact?

· How will you collect the data and how often?

· How will you analyze the data?

· How will you use the data for long term planning? Understand how to collect, collate and use data before starting data collection
	· Why are you doing this activity, initiative or program?

· What kind of change do you want to see occur as a result of your actions?

· Why should residents, participants, stake-holders, or funders care about this initiative?




ADDITIONAL NOTES:

This Work Plan document is based on a format created by Neighborhoods Alive! (Provincial funding body) for all agencies/organizations in receipt of funding (core and/or project-based) from their department.

Regardless of funder, the document provides a concise guideline for charting your agency/organization’s operational Work Plan over a specified period of time.  The template can be adapted for use with regards to a specific program/project, and is a helpful tool to include in proposals to funders.

Communication Policy (SAMPLE)

Policy Development Matrix (CAPC SAMPLE)

	Is there a foreseeable risk to: A. Your program? B. Your agency? 
	

	How can you minimize the risk? 
	

	Make sure your policy is clear by tak​ing into consideration the expectations of staff: a. Staff roles/expectations b. Clients’ roles and/or expectations 
	

	Action Plan a. Developing a policy b. When by c. Who is involved Implementing the policy d. When implemented e. Who will monitor f. Reporting to the board on imple​mentation 
	

	Input from a. Staff b. Volunteers c. Board d. Others 
	

	Are there costs involved?  Who will cover? 
	

	Draft Policy 
	


Critical Incident Forms (CAPC SAMPLE)

It is important that whenever a critical incident occurs in your organization (for example, injury, a fall, threatening behaviour, a fight, suicide attempt), a staff member completes a Critical Incident Form as soon as possible.  
The form needs to describe the incident, indicate the staff/agency response and state the follow-up activity required.  It is your responsibility to ensure that the follow up actually happens.  The completed form will be important documentation should the issue ever need to be pursued by the legal system, the media or funders.  

Critical Incident Form Date: __________________________________________________ 
Name of Person Filling Form:  ________________________________________________
Name(s) of Person(s) Involved:  _______________________________________________
Description of Incident: _____________________________________________________
Action Carried Out: ________________________________________________________
Follow-Up/Action Required: _________________________________________________
Signature of Person filling out form: ___________________________________________
Signature of Executive Director: _______________________________________________ 

Year at a Glance Table (CAPC SAMPLE)

	Activity 
	Who 
	Date(s) 
	Responsibility 
	Completion Date

	Example: Financial Report 
	CAPC 
	July 10 October 10 January 10 April 10 
	Accountant 
	Done 

	Financial Report 
	
	
	
	

	Statistical Report 
	
	
	
	

	Narrative Report 
	
	
	
	

	Receiving Cheques 
	
	
	
	

	Forecast Work Plan 
	
	
	
	

	Completed Work Plan 
	
	
	
	

	Signing Authority Form 
	
	
	
	

	Reporting on purchases over funder-indicated amount
	
	
	
	

	Internal Audit 
	
	
	
	

	Yearly Audit 
	
	
	
	

	Mail auditor’s report to funders 
	
	
	
	

	Mail new Board list to funders
	
	
	
	

	Insurance Renewal
	
	
	
	

	Filing GST Form
	
	
	
	


Template for Developing Your Project Logic Model (CAPC SAMPLE)


[image: image26]
Personnel Policy Declaration Form (CAPC SAMPLE)
I, _______________________________________, acknowledge that I have received a copy of the Personnel Policy, and understand adherence of this policy to be a condition of my employment with [agency]. 

_______________________________

__________________________

Signature of Respondent 



Date 

Proposal Development Worksheet (CAPC Sample)

The Funder

Funder’s Key Words: ___________________________________________________________________________

	Funder’s Goal/Objectives
	Proposal’s Fit

	E.G. Community-led solutions
	Proposed solution suggested by community member and endorsed at community meeting

	
	

	
	


The Project

	Need
	Ways Project meets needs

	E.G. 25% of infants in community are born underweight
	Providing mild and grocery vouchers to pregnant women will increase infant weight

	
	

	
	
















VI.
Governance

Governance relates to consistent management, cohesive policies, processes and decision-rights for a given area of responsibility.
In this section you will find:

Governance
· Board of Directors Job Description (SAMPLE)
· Board of Directors Evaluation Form (NECRC SAMPLE)
· 
Board of Directors Code of Conduct (NECRC SAMPLE)
· Oath of Fidelity/Confidentiality (NECRC SAMPLE)

· Corporate By-Laws (NECRC SAMPLE) 

· Board Orientation Manual Table of Contents (NECRC SAMPLE)

Board of Directors Job Description (SAMPLE)

The Sector structure of the Board of Directors of Agency/Organization is to allow for the greatest blanket of representation within the Agency/Organization boundaries.  As input from these individual sectors is critical to the decision making process, it is imperative that participation is received from all Board members.

Following is a specific job description for the Board of Directors of Agency/Organization.  Executive Positions; President, Vice-President, Secretary, and Treasurer have added responsibilities which are outlined in the Agency/Organization By-Law.

The Board of Directors has three main roles:

· To be advocates of the Corporation

· To be constructive critics

· To be ultimately responsible for all the actions of Agency/Organization
Director Job Description:

· Attend and participate in Board meetings (monthly, a minimum of 8 times per year) the Annual General Meeting and committee meetings

· Volunteer on a minimum of one committee (Standing or ad/hoc.)

· Understand the organization’s mission, vision, and purpose

· Commit to the work of the organization

· Ensure that the organization is in compliance with all its legal obligations

· Understand and scrutinize all financial matters

· Establish goals, objectives, and priorities for the organization in meeting the needs of the community

· Prepare for and participate in the discussion and deliberations of the Board

· Keep Board discussions confidential and sign a Confidentiality Agreement

· Be aware of and abstain from any conflict of interest; this does not mean declaring a conflict and moving ahead

· Assist in the establishment of organizational polices

· Monitor and evaluate the effectiveness of the organization’s programs and services

· Be accountable to funders for services provided and funds expended

· Act as a good will ambassador and work to enhance the public image of Agency/Organization
· Promote the membership in the organization and on the Board of Directors

ADDITIONAL NOTES:

This Board of Directors Job Description document is only an example, and is by no means mutually elusive and/or exhaustive.  It is intended primarily for use as a frame of reference for creating and adapting a Board of Directors Job Description document specific to the needs of your agency/organization.

It should be noted that this document was tailored specific to the needs of NECRC, and as such some of the sections/material may not be applicable to your particular agency/organization and should therefore be adapted/revised accordingly. 
Board of Directors Evaluation Form (NECRC Sample)
The reasoning behind this assessment is to identify your particular understanding and commitment to the Agency/Organization Board of Directors.  

The goal of the evaluation is to pin point (possible) shortfalls and identify what support, assistance, changes, or resources can be applied to remedy this.

Please answer the questions below in the spaces provided.  If additional room for comments is needed, please attach the additional paper to this evaluation.  

EVALUATON QUESTIONS

1) Do I attend Board meetings on a regular basis?  If not why?  Be specific.

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

2) Do I read all relevant material prior to attending meetings, i.e., Minutes, Reports, Financial Statements etc…?  If not why?  Be specific.

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

3) Do I request further clarification on issues/reports if I require them?

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

4) Do I participate actively in discussions?

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

5) Do I value the contributions of others at the table?

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

6) Do I feel my on contributions are valued?

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

7) Do I have any particular skills/expertise that may benefit Agency/Organization that I want to utilize?

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

8) Am I willing to assist by joining/starting a committee?  If starting a committee, what is its purpose/goal?

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

9) Have you been provided with a Board Manual?  Do you have any suggestions for improvement of the Manual?

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

10) Is there any particular Board training/development you would like to see implemented?

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

11) Have you signed a confidentiality agreement as a Board Member of Agency/Organization?

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

12) Do you positively promote Agency/Organization in your community?

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

We value your input!

A compilation of this evaluation will be compiled and distributed to the Board of Directors.

Name: _______________________________
Sector: __________________________

ADDITIONAL NOTES:

This Board of Directors Evaluation Form document is only an example, and is by no means mutually elusive and/or exhaustive.  It is intended primarily for use as a frame of reference for creating and adapting a Board of Directors Evaluation Form document specific to the needs of your agency/organization.

It should be noted that this document was tailored specific to the needs of NECRC, and as such some of the sections/material may not be applicable to your particular agency/organization and should therefore be adapted/revised accordingly. 

Board of Directors Code of Conduct (NECRC SAMPLE)

NORTH END COMMUNITY RENEWAL CORPORATION

509 Selkirk Avenue

Winnipeg, Manitoba

R2W 2M6

CODE OF CONDUCT

In order to be a member of the Board of Directors or an employee of the North End Community Renewal Corporation, each individual must subscribe to and endorse the following principles:

13. First and foremost, absolute commitment of each Board member and employee to serve the North End Community Renewal Corporation is essential, and each are required to serve in accordance with the North End Community Renewal Corporation’s mission and philosophy:

a. To be committed to the social, economic and cultural renewal of the North End.

b. To ensure that NECRC operates on principles of Community Economic Development using a development system approach to bring about renewal in the North End.

14. That each Board member and employee performs his or her duties in accordance with the Policy Manual of the North End Community Renewal Corporation.

15. All information (documented, verbal, or otherwise) associated with the corporation is privileged and shall be received and treated with the strictest of confidentiality by all Board members and employees.  

Any and all requests for information from an employee regarding policies and/or positions of the North End Community Renewal Corporation, other than from a client or prospective client, are to be directed to the Management of the North End Community Renewal Corporation.

16. Each individual Board member and employee shall be committed to be responsible for the quality of his or her performance (written, verbal, representative, and so on) and to ensure that standards of excellence are endeavored at all times without exception.

17. Attitude is of maximum importance.  Board members and employees shall perform their duties and conduct themselves utilizing the principles of teamwork, partnership, participation, and cooperation in regards to all aspects of their involvement with the North End Community Renewal Corporation.  This includes the clientele they serve, their peers, supervisors, co-workers, volunteers, and any other community contacts.

18. All Board members and employees, in all capacities of their functions, duties, responsibilities, representation, and so on, of the North End Community Renewal Corporation shall ensure that they are free of any substances (non-prescription drugs, alcohol, etc.) that could impair judgment.  In the event that a prescription drug may have any adverse effects on employment requirements, it is the responsibility of the employee to consult with their supervisor regarding such and to ensure that all appropriate precautions are taken.

19. All Board members and employees are required to use appropriate language in all capacities of the functions of their involvement with the North End Community Renewal Corporation.  This would include how one addresses their peers, co-workers, supervisors, etc. in the professional setting, and that precautions are taken to ensure that the use of humour, etc. is appropriate for such.

20. The dress code for the North End Community Renewal Corporation is relatively minimal, i.e. no gym pants, gym shorts, halter tops, etc. in the office setting.  

Board members and employees are encouraged to dress appropriately for their respective positions and keep in mind that they do represent our corporation and how they appear reflects not only on them, but also on the North End Community Renewal Corporation as a whole.

21. Communication is of significant importance to the daily operations of the North End Community Renewal Corporation.  Board members and employees are expected to utilize approved channels of communication at all times to ensure that recommended procedure is followed.  

In the event that a Board member or an employee has an issue, concern, and so on, in regard to the corporation, they shall refer to the NECRC Policy Manual.

22. Only Board members and employees designated or authorized to represent the North End Community Renewal Corporation on community Committees, Boards, at social functions, and so on, may do so.  Board members and employees who attend functions on their own behalf must make this clear at the time and ensure that personal views, opinions, or actions expressed are not associated with our corporation.  

At all times, each Board member and employee must ensure that they conduct themselves in a professional manner and act in accordance with the North End Community Renewal Corporation Code of Ethics.

23. Under no circumstances should Board, staff, or volunteers make representations to the media on behalf of the North End Community Renewal Corporation or its affiliates without the expressed written approval of the North End Community Renewal Corporation.

24. The North End Community Renewal Corporation works hard to maintain a solid reputation in the community and encourages Board members and employees to conduct themselves in a discretionary responsible manner outside of their involvement with the North End Community Renewal Corporation.

I agree to faithfully serve the North End Community Renewal Corporation and conduct myself in a professional manner as outlined herein.

______________________________


______________________________


Name






Signature





______________________________


Date

Oath of Fidelity/Confidentiality (NECRC SAMPLE)
NORTH END COMMUNITY RENEWAL CORPORATION

509 Selkirk Avenue

Winnipeg, Manitoba

R2W 2M6

OATH OF FIDELITY AND CONFIDENTIALITY 

I, ______________________________, hereby agree and solemnly swear that I will faithfully, truly, and to the best of my judgment, skill, and ability execute and perform all duties required of me as an employee of the North End Community Renewal Corporation, honestly, in good faith, and with a view solely in the best interest of the North End Community Renewal Corporation.

I, ______________________________, further agree and solemnly swear that I will faithfully and truly respect the confidentiality of all information which comes to my knowledge, or into my possession or care as a result of my employment with, or participation in any way with, information collected and/or held by the North End Community Renewal Corporation.  I will not communicate or allow to be communicated to any person not legally entitled thereto any information relating to the affairs of the North End Community Renewal Corporation, or its clients, nor will I allow any such person to inspect or have access to any such information.

In so agreeing and swearing, I acknowledge and agree that this oath further obligates me to strictly abide by the following:

· That I will keep confidential all financial information relating to personnel and/or clients. 

· Other than by clients themselves, access to recorded information regarding any client may only be viewed by, and may only be in the possession of, paid employees of the North End Community Renewal Corporation.  Any exception to this must have prior written authorization of the client involved.  All records must be kept secured at all times from theft, damage, and unauthorized access.

· Any and all requests for information from an employee regarding policies and/or positions of the North End Community Renewal Corporation, other than from a client or prospective client, are to be directed to the Management of the North End Community Renewal Corporation.

· Under no circumstances should staff or volunteers make representations to the media on behalf of the North End Community Renewal Corporation or its affiliates without the express written approval of the North End Community Renewal Corporation.

In so agreeing and swearing, I further acknowledge and agree that the information covered by this Oath may be written or recorded in various forms, or not at all, and that my commitments of this confidentiality extend to all such information however and by whatever means it comes into my knowledge and/or possession.

In so agreeing and swearing, I further acknowledge that any such breach of any part of this Oath may constitute, in and of itself, in the sole discretion of the North End Community Renewal Corporation, grounds for sanction or discipline, up to and including the termination of my employment.  These sanctions or discipline may be in addition to other remedies available to the North End Community Renewal Corporation, or other parties as a result of any breach.

______________________________


______________________________


Name






Signature





______________________________


Date

Corporate By-Laws (NECRC SAMPLE)

BY-LAW NO. 1
THIS IS THE GENERAL BY-LAW OF NORTH END COMMUNITY RENEWAL CORPORATION, (referred to as the “Corporation”).  THE FOLLOWING IS HEREBY ENACTED as a By-Law of the Corporation:

CORPORATE SEAL
1.
The seal of the Corporation shall be in the form prescribed by the First Directors, with the words "North End Community Renewal Corporation" inscribed on it.

AIMS & OBJECTIVES

2.
The Corporation shall be incorporated as a not-for-profit Corporation, pursuant to Part XXII of the Corporations Act. 

The objects of the Corporation are to alleviate poverty, reduce unemployment, and relieve suffering in the North End of Winnipeg by: 

· Assisting low-income people to prepare for, find, and keep employment;

· Improving the quality of affordable housing for the benefit of low-income people in the community; 

· Promoting industry and trade for the benefit of the North End community at large; and

· Reducing the level of crime and violence in the North End community.

HEAD OFFICE

3. 
The head office of the Corporation shall be located in the City of Winnipeg, in Manitoba.

4. 
The Corporation may establish other offices which the Directors decide are needed.

BOARD OF DIRECTORS
5.
The business of the Corporation shall be managed by a board of not less than six (6) and not more than thirteen (13) directors.  Each director has one vote, and fifty percent of the sitting directors are a quorum. 

6.
The applicants for incorporation shall become the First Directors of the Corporation.

7.
Successors to the First Directors shall be elected in accordance with sections 35-38 of this Bylaw.

8.
If the position of a director becomes vacant, the Board shall appoint an eligible member of the Corporation to serve the duration of the remaining term.  That replacing director must be selected from the same director’s position identified in section 35(a) or 36 as the one that was vacated

9.
The directors are to serve without remuneration.  No director may directly or indirectly receive any profit from their position as director.  A director may be reimbursed for reasonable expenses incurred by them in the performance of their duties, and may be paid reasonably for any duties they perform under contract or as an employee of the Corporation. 

DIRECTORS MEETINGS AND DUTIES
10.
The directors must meet at least four times each year.  Other meetings may be held at a time and place the directors choose. 

(a)
A meeting of directors may be convened on at least five days' notice by the President or any two directors or by the Secretary on the direction or authorization of the President or any two directors.  The notice may be in writing and delivered or mailed or may be given by telephone, telegraph, facsimile transmission, electronic mail, or Telex and need not specify the purpose of business to be transacted at the meeting. 

(b)
Formal notice is unnecessary if all the directors are present at a meeting, or waive the notice requirement in writing or signified their consent in writing to the meeting being held in their absence.

(c)
A director may participate in a meeting of directors by means of such telephone or other communication facilities as permit all persons participating in the meeting to hear each other, and a director participating in the meeting by that means is deemed, for the purposes of the Act, to be present at the meeting.

(d)
Questions arising at any meeting of directors shall be decided by a majority of votes.  The Chair shall not be entitled to vote except in the case of an equality of votes whereupon the Chair of the meeting shall have the ability to cast a vote, if the Chair is a director.

11.
At the first meeting of directors following an annual meeting, the directors shall elect officers of the Corporation, and make appointments to any standing committees.  Election of officers shall be by secret ballot.

12. 
The Directors are responsible for coordinating the work of the Corporation, and for considering resolutions made at the annual meeting of the Corporation.

13. 
The Directors are responsible for ensuring that funds of the Corporation are accounted for, and for ensuring that minutes of the meetings are properly maintained.

14.
The Directors may exercise all the powers of the Corporation except those which the Act or a By-Law requires to be exercised by the members. Specifically, the directors may do any of the following things:

(a)
Conduct the financial business of the Corporation, including without limitation, the investment or borrowing of money (and the giving of security therefore), to be transacted with such credit unions, banks, trust companies, or other bodies corporate or organizations as may from time to time be designated by Board.  Such financial business or any part thereof shall be transacted under such agreements, instructions and delegations of powers as the Board may from time to time prescribe or authorize;

(b)
Make appeals for funds, to acquire, accept, or receive gifts, donations, bequests, or subscriptions of money or other real or personal, immoveable or moveable, property, whether they be unconditional or subject to special conditions, provided any special conditions are not inconsistent with the objectives outlined in Article 2 of this By-Law;

(c)
Acquire by purchase, lease, or otherwise any real or immoveable property necessary for the carrying on of its objectives, and to sell, lease, dispose of, and convey the same or any part thereof as may be considered advisable;

(d)
Delegate to an officer power to employ and pay salaries;

(e)
Make appropriate rules for the operation of the Corporation; and
(f)
Appoint any employee to sit as an ex-officio, non-voting member of the Board.

14.1  
The following persons are disqualified from being a director of a corporation: 


(a) 
Anyone who is less than 18 years of age; 


(b) 
A person who is not an individual; 


(c) 
A person who is found to be of unsound mind; and


(d) 
A person who has the status of a bankrupt.

OFFICERS

15. 
The officers shall be: President, Vice-President, Treasurer, and Secretary, who shall constitute the Executive Committee.  At the discretion of the Board, a member at large may also be appointed to the Executive Committee.  No individual shall hold more than one office.

16. 
Officers shall hold office for a term of one (1) year.  An officer may resign office by giving written notice to the Secretary, (or in the case of the Secretary, to the President).

17. 
The Board of Directors may remove an officer by following this procedure:

· A notice of motion to remove must be included in the notice of meeting provided to all board members at least 5 days before the meeting which will consider the motion.

· The meeting considering the motion to remove must have a quorum without counting the director who brought the motion, or the director who is the subject of the motion, neither of whom may vote on the motion. 

· A decision on the motion to remove must be voted on by secret ballot and be supported by two-thirds (2/3) majority for the motion to be carried.

18.
If a vacancy occurs in any office, the Board will fill it from among its members.

19.
If an officer dies, resigns, retires, or is removed, any property of the Corporation in their possession is to be returned to the Board. It is the Secretary's responsibility to make sure this is done.

20.
The President will preside at the Annual General Meeting and at all meetings of the Board.  In addition the President is responsible for preparing and submitting a report to the annual meeting.

21.
The Vice-President, in the absence of the President, shall perform the President's duties.  The Vice-President will perform other duties as may be directed by the Board.

22. 
The Secretary shall attend all meetings of the Board, or of members, and be responsible to record all votes and minutes of the proceedings.  In the absence of the Secretary, the Board may appoint another director to serve in that capacity.  The Secretary is responsible to ensure that notice of Board meetings are sent to the members or of the Board.  The Secretary will perform other duties as may be directed by the Board.

23.
The Treasurer has responsibility for the oversight of the Corporation's money, and of the accounts which are kept of the Corporation's assets, liabilities, receipts, and disbursements.  The Treasurer is responsible for providing an accounting to the President and directors as required.  The Treasurer will perform other duties as may be directed by the Board.

24. 
The duties of any other officers will be assigned by the Board after the office is created.

SIGNING DOCUMENTS
25.
Any documents requiring the signature of the Corporation are to be signed by any two officers.  Any properly signed document is binding on the Corporation without further authorization or formality.  The Board may appoint any officer to sign any specific document for the Corporation.  The Board may also provide authority for staff members to sign any documents within parameters to be determined by the Board.

26.
The Corporation's seal may be put on any document requiring it by the officer signing the document.

COMMITTEES
27.
The Board of Directors shall, on an annual basis, appoint any Ad Hoc Committees it may require.

CONDITIONS OF MEMBERSHIP

28.
The Corporation shall have three classes of membership, organizational membership, associate membership and individual membership.

29.
Organizational class of membership shall be granted to a bona fide organization within the catchment area which represents one of the categories defined in Appendix “A” to this By-Law.

30.
Individual class of membership is for individual citizens who reside in the catchment area of the Corporation.  Individual members shall not be eligible to vote in elections or on amendments to the Corporation's By-laws.

30.1.
Associate class of membership shall be assigned to individuals or organizations, not within the catchment area of the Corporation, but who wish to be associated.  Associate members are non-voting. 

31.
The eligibility for each class of membership is contained in Appendix "A" to this By-law.  The Board, or a Committee so delegated, shall determine the eligibility of each.

32.
Membership decision of any Committee may be, upon written notice, appealed to the Board of Directors.  A further appeal, if required, may be made to the membership at the next Annual General Meeting.

33.
Membership in the Corporation is valid until revoked by the member or terminated by special resolution of the Members at an annual meeting.  The Board of Directors shall, from time to time, establish a fee for membership in the organization.

34.
A member organization may resign its membership through written notification to the Secretary, and such written notice must be signed by an authorized signing authority of the member organization.

ELECTION OF DIRECTORS

35.
(a)
The Board of Directors may be comprised of no more than thirteen (13) Directors, twelve 
(12) of whom shall be elected from the organizational class of membership.  At least one position 
will be delegated from each of the categories of organizational membership, except for the 
Residents’ organizations which will be represented in at least 3 positions, as follows:

· Aboriginal Organizations 1 (one)

· Cultural Organizations 1 (one)

· Business Organizations 1 (one)

· Community Service Organizations 1 (one)

· Labour Organizations 1 (one)

· Religious and Fraternal Organizations 1 (one)

· Resident's Organizations 3 (three)

· Directors from any of the above categories, but limited to 1 (one) Additional Director per Sectors

(b)
No organization shall have more than one representative on the Board.  No individual may 


represent more than one organizational member.

(c)
Nominations for candidates to unassigned seats can be from any sector such that the number of representatives on the Board, at any given time, from any one sector, not including the "Resident's' Organizations" is limited to a maximum of two (2).
36.
The Board may appoint one (1) Director-At-Large to the Board, based on their specific expertise or knowledge.

37.
(a)
The term of office for each Director shall be three (3) years.  In order to preserve staggered 
terms, at the first election of Directors each class of membership shall elect half of their Directors 
for a two (3) year term and half of their Directors for a one (1) year term.  At the first election of 
Directors, the Labour Organization members shall elect a Director for a two (2) year term, and 
the Religious and Fraternal Organizations shall elect a Director for a one (1) year term.  
Thereafter, all Directors shall be elected for a two (2) year term.

(b)
The Board shall have the right to terminate any Director who misses three or more consecutive meetings without providing notification of reasonable cause.  Any such action by the Board must be passed by a 2/3 majority of the Directors present.  The Board may appoint a replacement for any Director terminated under this article.  The replacement must be a member from the sector of the Director who has been terminated.  The appointment will be effective until the next Annual General Meeting, at which time the position must be filled through the normal election process.

(c)
The Board shall have the right to terminate any Director who is shown to be in violation of signed Corporation confidentiality agreements, or otherwise deliberately operating against the interests of the Corporation.  Any such action by the Board must be passed by a 2/3 majority of the Directors present.  The Board may appoint a replacement for any Director terminated under this article.  The replacement must be a member from the sector of the Director who has been terminated.  The appointment will be effective until the next Annual General Meeting, at which time the position must be filled through the normal election process.

(d)
No director shall serve more than 2 consecutive terms.  In the event that a director was appointed to fill a vacancy on the board, the period in which that director serves the remaining term of the previous director shall not be counted as a term for the new director.  

38.
Elections shall be conducted according to the following procedure:

(a)
The Board shall appoint an Electoral Officer to oversee the election process.  The Electoral Officer shall, no less than twenty-one (21) days prior to the Annual General Meeting, send out a written notification of vacant positions, and any names of nominees and accompanying biographical information obtained by the Board of Directors to each organizational member of the Corporation.  This notice shall be accompanied by credentials which allow an approved delegate of the organization to vote.

(b)
Each organizational member shall have one (1) vote, to be cast by their credentialed delegate at the Annual General Meeting. Voting by proxy shall not be permitted.  

(c)
Nominations may be made from the floor during the elections at the annual meeting, provided that any nominee meets the requirements to serve as a director.


(d)
No person shall be eligible to be nominated if they are;



i)
Under the age of eighteen (18) years



ii)
Of unsound mind as determined by a court of Canada



iii)
Has the status of an undischarged bankrupt

(e)
Individual members and Associate Members of the Corporation shall not be entitled to vote.

GENERAL MEETINGS
39.
The annual meeting of the Corporation shall be held within four (4) months of the year end on a day and at a place which the Board decides is convenient.  Each member of the Corporation shall be notified of the annual meeting by a written notice sent to their last address of record, no less than twenty-one (21) days prior to the meeting.

40. 
The annual meeting shall always:

(a)
Receive an Activity Report.

(b)
Receive the financial statement and the Auditor's Report.

(c)
Conduct an Election of Directors.

(d)
Appoint an Auditor for the following year.

41.
The Annual General Meeting shall also be empowered to consider and debate policy resolutions which may be moved and seconded by individual or organizational members.  All individual and organizational members present at the meeting shall be eligible to vote on the resolution.  Those resolutions which are passed must be reviewed by the Board and reported on at the next Annual General Meeting. 

42.
A general meeting of the Corporation may be called at any time by the Board of Directors, or the President, or the Vice-President, or by twenty-five percent (25%) of the members.  Every member is to be given at least twenty-one (21) days notice of a general meeting.  The notice is to state the business of the meeting, and is to be sent to the last address the member has given to the Secretary.

43.
The lesser of twenty (20) organizational members or thirty percent (30%) of the organizational members constitutes a quorum. Each member present will have one (1) vote.  Voting by proxy shall not be allowed.

44.
Any error or omission in giving notice of a meeting will not invalidate the meeting, or business conducted at the meeting.  Members may waive the notice requirements, and may approve and confirm anything done at a meeting held without notice.

45.
Every question at any meeting will be decided by a majority of votes, unless the Act or any By-Law requires otherwise.  If the vote is tied, a second vote shall be called.  If the vote remains tied, the question will be defeated.

46.
The rules of procedure at meetings is to be determined at the first annual meeting and may be amended at any time by ordinary motion.

RESOLUTIONS AND AMENDMENTS
47.
Resolutions are either ordinary or special. An ordinary resolution may pass on a simple majority of votes. A special resolution must be identified as such in the notice of the meeting at which it will be considered, and requires a two-thirds (2/3) majority to pass.

48.
By-Laws may be enacted or amended by special resolution at any general meeting.  Individual members and Associate members of the Corporation shall have voice, but shall not be eligible to vote on By-Law amendments.

49.
Notice to introduce or amend a By-Law, including a draft of the proposed or amended By-Law, is to be given in writing to all members at least fourteen (14) days prior to the meeting at which it will be considered.

FINANCIAL YEAR AND ACCOUNTANTS

50.
The Corporation's financial year shall be from April 1 to March 31.

51.
At each annual meeting the members are to appoint an accountant to serve as auditor.  The auditor will hold office until the following annual meeting.  If a vacancy occurs between the annual meetings, the Board will appoint a replacement.  The auditor is to be paid an amount decided by the Board.

52.
The directors are responsible to ensure that the Corporation keeps whatever books or records the By-Laws or law requires. 

INTERPRETATION
53.
In this and any other By-Law, the following rules apply unless the context indicates otherwise:

(a)
Singular words include the plural.

(b)
Gender specific words include the opposite gender.

(c)
Reference to persons includes corporate entities.

(d)
Reference to any By-Law, statute or law includes any later amendment or re-enactment of the By-Law, statute, or law.

(e)
Reference to the "Act" means the Corporations Act (Manitoba), as amended from time to time, being Chapter C225 in the Continuing Consolidation of the Statutes of Manitoba, or any act that may be hereafter substituted therefore.

(f)
In computing the date when notice must be given under any provision of the Act or this By-Law requiring a specified number of days’ notice of any meeting or other event, the date of giving the notice and the date of the meeting or other event shall be excluded.  

(g) 
The accidental omission to give a notice to any member, director, officer or auditor or the non-receipt of any notice by any member, director, officer or auditor or any error in any notice not affecting the substance thereof shall not invalidate any action taken at any meeting held pursuant to such notice or otherwise founded thereon, unless otherwise provided in the Act.

DISPOSITION OF SURPLUSES AND DEFICITS
54.
The Corporation shall use any surplus, profit, capital or asset solely for the purposes defined in Article 2 of this By-Law.

WINDING UP
55. 
Upon dissolution the assets of the Corporation shall be distributed to one or more qualified donees under 
the terms of Income Tax Act of Canada.

INDEMNIFICATION

56.
The Corporation  shall indemnify directors or officers, former directors or officers, or persons who act or acted at the Corporation's request as directors or officers of a body corporate of which the Corporation is or was a shareholder or creditor, or persons who undertake or have undertaken any liability on behalf of the Corporation or any such body corporate, and their heirs and legal representatives, against all costs, charges and expenses, including an amount paid to settle an action or satisfy a judgment, reasonably incurred by them in respect of any civil, criminal or administrative action or proceeding to which they are made a party by reason of being or having been directors or officers of the Corporation or such body corporate, if

(a)
They acted honestly and in good faith with a view to the best interests of the Corporation; and


(b)
In the case of a criminal or administrative action or proceeding that is enforced by a

monetary penalty, they had reasonable grounds for believing that their conduct was lawful.

SIGNED AT WINNIPEG, MANITOBA ON THE                       DAY OF                    , 20__ BY THE CORPORATION'S OFFICERS.

President

 _____________________________________________

Vice-President

_____________________________________________

Secretary

_____________________________________________

Treasurer

_____________________________________________

Appendix "A" - Eligibility For Membership

Pursuant to Section 31 of this By-Law, the Board or its committee shall be responsible for determining eligibility for membership in each of the various classes.  As a general criterion, the Board or committee should ensure all applicant organizations:


a)
Support the aims and objectives of the Corporation


b) 
Pay the appropriate membership fee (see Section 33)


c) 
Meet the eligibility criteria specific to the appropriate class of membership, as outlined below.

Organizational Members

Organizations which operate primarily in the catchment
 area of the Corporation, whose aims and objectives are compatible with the Corporation, and who fall into at least one of the following categories:

Business Organizations 

· Any bona fide registered business organization located and representing businesses within the catchment area that has a specific mandate to represent or service businesses and that is controlled by members of the business community shall be eligible for membership in this category.  Eligible organizations include Business Improvement Zones, North Chapters of the Chamber of Commerce and Better Business Bureau, Between the Parks Business Association, etc.

Aboriginal Organizations 

· Any bona fide organization that has a specific mandate to represent or service Aboriginal people, and is controlled by members of an Aboriginal community, shall be eligible for membership in this category.  For purposes of eligibility, Aboriginal shall be deemed to include Métis, Status Indian, non-Status Indian, and Inuit persons.
Resident's Organizations 

· Any bona fide organization that represents residents of the catchment area as a substantial portion of their constituency, and is democratically selected, shall be eligible for membership.  This may include, but is not restricted to, parent councils, tenant's associations, housing groups, and resident's associations.  It shall not include organizations or committees where the leadership is appointed.

Community Service Organizations 

· Any bona fide not-for-profit corporation or other democratically elected organization that provides community services and has operations located within the catchment area, is eligible for membership in this category.

Religious and Fraternal Organizations 

· Any bona fide religious or fraternal organization that has premises or operations located within the catchment area shall be eligible for membership in this category.

Labour Organizations 

· Any bona fide local union or labour umbrella organization that represents workers employed at work sites within the catchment area shall be eligible for membership in this category.  This shall include the Winnipeg Labour Council and the Manitoba Federation of Labour.

Cultural Organizations 

· Any bona fide organization that has a specific mandate to represent or service Ethnic peoples, and is controlled by members of an ethnic community, shall be eligible for membership in this category.  For purposes of eligibility, ethnic shall be deemed to include all cultural groups not defined under Aboriginal Organizations. 

Individual Members

Any individual citizen whose permanent residence is within the catchment area of the Corporation shall be eligible to hold individual membership in the Corporation.

Associate Members

Individuals or organizations who do not live within the boundary areas of the Corporation, but who would like to help.  Associate memberships are non-voting memberships.
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NECRC Personnel Policies Compared to Manitoba Employment Standards

North End Community Renewal Corporation (NECRC)
Personnel Policy Handbook

Section 1:  Introduction

The North End Community Renewal Corporation (NECRC) and North End Revitalization Incorporated (NERI) wish to affirm the importance of your welfare and security in your employment with the organization.  Mutual understanding of employment arrangements, respective rights, requirements, and working conditions promote confidence, respect, and security for the staff and the organization.  These policies reflect a desire to ensure such an understanding.

In recognition of our commitment to social justice, these policies reflect the organization’s desire to be an inclusive employer, to compensate employees with a living wage, and to operate within the legislated employment standards of the jurisdictions in which NECRC and NERI operate.

Please review the policies carefully.  Questions or concerns about the policies, or their impact on your employment should be directed to your supervisor or the Executive Director.  Once you are satisfied that you understand the policies, and that you agree to abide by them during your employment with the NECRC/NERI, please sign the attached acknowledgement and return it to your supervisor or the Executive Director to be retained in your personnel file with other pertinent documents related to your employment.

Welcome to the North End Community Renewal Corporation (NECRC).

1.1
Acknowledgement

I have received a copy of the North End Community Renewal Corporation Personnel Policy Handbook and understand that I am responsible to be aware of and understand its contents.

I understand that the policies, procedures, and benefits in the handbook may be changed and that the handbook is provided to me on an advisory basis.

I further understand that the Personnel Policy Handbook is not a legal contract.

__________________________

__________________________

Employee Name




Employee Signature

__________________________


Date

1.2
Your Personnel Policy Handbook

This Personnel Policy Handbook provides information about current personnel policies, benefits, and procedures for employees of the North End Community Renewal Corporation (NECRC).  This resource is not intended to be inclusive.  Employees should contact the supervisor or the Executive Director if further information is required.

Personnel policies, procedures, and benefits are continually being reviewed and may be changed.  In the event policies or benefits are changed, NECRC will notify you with three (3) months written notice of the change.  Employees will be provided with written updates for inclusion in the handbook.

The handbook does not constitute a contract, and does not guarantee employment security or specific benefits.  An employee may terminate employment upon giving proper notice, and employment may be terminated by NECRC within the limits of the Personnel Policies.

The policies and benefits outlined in this handbook are intended to conform to provincial and federal legislation.  In the event that governmental legislation conflicts with a policy stated in this handbook, NECRC reserves the right to alter the policy to conform to legislation.

1.3
Administrative Directives

The Executive Director is entitled to issue directives which amplify or provide detailed administrative direction for any of these policies, always expecting that such directives do not contravene the letter or spirit of the personnel policies of the North End Community Renewal Corporation.

1.4
Complaint Procedure

It is recognized that an employee may have reason to feel that some condition under which she/he is called upon to work violates these policies, or is a condition which justifiably evokes complaint.  In such events the employee will approach the direct supervisor with the concern.  If the issue cannot be resolved at this level, the complaint will be escalated to the Executive Director, or if the complaint involves the Executive Director, the employee is entitled to lay the complaint before the Board of Directors whose decision about resolution of the complaint shall be binding. 

A complaint shall be described in writing, and shall be accompanied by a statement of the redress requested.  The complaint shall be signed by the employee.  The complaint shall be presented to the Executive Director within twenty (20) working days after the date on which the employee first became aware of the action or circumstances giving rise to the complaint.

The Executive Director will hold a hearing to discuss the complaint with the employee, the employee’s supervisor, and the employee’s representative should one be identified by the employee.  A decision regarding the resolution of the complaint shall be issued in writing by the Executive Director with fifteen (15) days of receipt of the complaint.

If the complaint cannot be satisfactorily resolved, the employee may submit the same complaint and redress requested to the Board of Directors.  The Board shall hold a hearing to discuss the complaint with the employee, the employee’s supervisor, the Executive Director, and the employee’s representative before issuing a decision about resolution of the complaint.  The Board will issue a decision in writing to the employee.  A decision of the Board is final and binding on the parties.

Complaints concerning demotion, suspension, or dismissal may be submitted directly to the Board of Directors. 

North End Community Renewal Corporation (NECRC)

Personnel Policy Handbook

Section 2:  Employment

2.1
Employment Categories

The following categories of employee may be employed by NECRC.

Permanent Full-Time:  An employee who works a regular thirty-seven and a half (37.5) hour work week, and maintains continuous regular employment.  The permanent full-time employee is entitled to all of the employee benefits offered by NECRC.

Permanent Part-Time:  An employee who works less than thirty-seven and a half (37.5) hours per week, but maintains continuous regular employment and works every week.  The permanent part-time employee is entitled to the employee benefits package on a proportionate basis.

Limited Term:  An employee who works either full-time or part-time under contract for a specific term.  Where the term is shorter than six (6) months, the employee is not eligible for the employee benefits package.  Where the term is longer than six (6) months, the employee is entitled to the employee benefits package with the exception of the NECRC Pension Plan.

Casual:  An employee paid by the hour to work when required and as requested.  The casual employee is not entitled to employee benefits.

Contractor:  An individual may be contracted by NECRC to perform specific duties or functions.  This contractor is not an employee of the Corporation, and statutory withholdings will not be deducted on the contractor’s behalf.  Contractors must invoice the Corporation for professional services rendered as per the terms of the contract agreement.  Signing authority for such contracts is held by the Executive Director.

2.2
Personnel Files

NECRC maintains a personnel file for each employee.

NECRC limits the collection of personal information to that which is required to fulfill the obligations of employment.

An employee may review his or her personnel files in the presence of the Executive Director.  No material is to be removed from the file.  Copies may be requested in writing from the Executive Director.

The Executive Director and/or the employee’s immediate supervisor will have access to personnel files as required in the day to day management of human resources.  The information in personnel files may not be shared with other parties without the express written consent of the employee.  The files will be stored in a secure manner so that only authorized persons may access them. 

Personnel files will be retained for the entire period of employment, and for seven (7) years after an employee ceases to be employed by NECRC.

2.3
Fair Employment Opportunities

NECRC affords equal opportunity for employment.  Hiring decisions are based on assessment of the skills, abilities, experience, maturity, and health required to fulfill the task.  Decisions will be made without regard to race, colour, age, gender, national origin, ancestry, marital status, religious affiliation, sexual orientation, or other factors as prohibited by the human rights legislation of the jurisdiction in which the Corporation operates.

In filling vacancies, preference shall be given to:

· Promoting current qualified staff members;

· Applicants who have the required training, skills, experience, and an affirmation of NECRC’s mission and culture;

· Applicants who live within the geographic boundaries of NECRC; and

· Applicants who represent the diversity of the area.

2.4
Hiring Practices

Vacant positions shall be advertised internally and externally.  Where circumstances require that casual employees be hired on short notice, the requirement to advertise may be waived.

All applications shall be screened by the relevant supervisor and the Executive Director.  References shall be obtained for applicants before a position is offered (see Section 2.5).

All likely candidates for a position shall have access to details of the position with respect to wages, duties, hours of work, benefits, and the NECRC’s mission.

Prior to an offer of employment being issued, applicants may be required to provide a Criminal Record Check Report.  If such a check is necessary, it will be stated in the job description.  The cost of the report will be paid by NECRC.  The Executive Director may also require that a Child Abuse Registry Check be completed for any appointment.  Applicants for positions requiring licensing or registration shall provide proof of credentials. 

Qualified applicants for staff positions will be interviewed by the Executive Director and/or designates.  Appointments to the staff will be made by the Executive Director.

The Executive Director will be interviewed and appointed by the NECRC Board of Directors.

2.5
Reference Checks

Reference checks are undertaken for all prospective employees prior to an offer of employment being made.  A reference check is not conducted until after the written authorization of the applicant is obtained. 

2.6
Job Descriptions

Each NECRC position will be described with a job description that informs the employer and employee of the responsibilities, accountabilities, skills, knowledge, and experience required in each position. 

2.7 
Offer of Employment

Employees will sign an offer of employment which outlines the terms of employment.  Once a verbal offer of employment has been made and accepted, a written offer of employment is prepared which includes the position title and description, salary, vacation entitlement, starting date, hours of work, probationary period, and any other specific conditions which may apply.  The letter will also specify any licenses or memberships which must be maintained by the employee as a condition of employment.

The signed offer of employment will be retained in the employee personnel file as an indication of the acceptance of the terms of employment.

2.8
Limited Term Contracts

Limited term employees and contractors will sign a contract which outlines the terms of the limited period of employment.  The contract will include the position title and description, rate of pay, starting and ending date of the term, hours or work, probationary period, and any other specific conditions which may apply.

2.9
Probationary Period

An employee will be on probation for the first ninety (90) days of employment.  During the probation period, there will be regular consultation between the Executive Director or the immediate supervisor and the employee to assess work performance.

Permanent appointment as an employee is conditional upon satisfactory performance during the probation period.  At the discretion of the Executive Director, the probationary period may be extended to a period not to exceed one hundred and eighty (180) days in total.  Notice of the extension will be given to the employee in writing outlining the reason(s) for the extension.

During the probationary period, employees are entitled to all rights and privileges except with respect to discharge.  If a decision is made to dismiss an employee in the first thirty (30) days of probation, no notice is required.  If a decision is made to dismiss an employee after thirty (30) days of probation, but still within the probation period, one (1) week’s notice will be given.  If an employee decides to resign during the probationary period, notice is not required to be given during the first thirty (30) days of probation, but one (1) week’s notice must be given after thirty (30) days of employment. 

2.10
Termination of Employment

Dismissal

In the event there is sufficient cause to dismiss an employee, the decision to terminate shall be based on cumulative data from written performance reviews that have been shared with the employee.  The exception will be if the employee has committed a transgression as outlined in Section 3.4, in which case no notice will be given.

NECRC will give the following written notice of termination:


Period of Employment





Notice Period

Less than one (1) year





one (1) week


At least one (1) year, and less than three (3)



two (2) weeks


At least three (3) years, and less than five (5)


four (4) weeks


At least five (5) years, and less than ten (10)



six (6) weeks


At least ten (10) years





eight (8) weeks

If it is determined that the employee is to leave immediately, salary equal to the notice period shall be paid in lieu.

Resignation

Termination due to employee resignation will require a written notice by the employee of at least two (2) weeks.  It is expected that the employee will provide reasonable notice so that the completion and transfer of tasks will be achieved.  Written notice of resignation will specify the last date upon which the employee will be present performing regular duties. 

Layoff

Written notification of an impending layoff will be provided by NECRC to the affected employee as soon as possible, but not later than two (2) weeks in advance of the layoff.

Laid off employees will be provided compensation equivalent to two (2) weeks pay.

Laid off employees will be given first opportunity to fill new or re-opened positions, dependent upon their suitability and/or availability for the job to be filled.

Upon reinstatement of employment after layoff, previous accumulated seniority will be recognized.

2.11
Retirement

The normal retirement age for employees is sixty-five (65).

2.12 
Human Rights

NECRC is committed to demonstrating respect for the human rights of all of its employees. 

All employees have the right to be treated with fairness, dignity, and respect by supervisors, peers, and subordinates.  In particular, the following will be diligently defended:

2.13
Right to Equality

NECRC is committed to equality of all persons.  All NECRC employees and volunteers will be considered equal and have the right to be free from discrimination.

Discrimination is defined as the differential treatment of any person based on generalizations about a group to which they belong or are perceived to belong.  Some characteristics on which discrimination may occur include, but are not limited to the following:  ancestry, perceived race, colour, religious views or affiliation, age, gender, marital status, nationality, ethnic origin, family status, ability, sexual orientation, political affiliation, place of residence, or health status. 

NECRC will not tolerate discrimination, interference, restriction, or coercion exercised or practised with respect to any employee in the matter of hiring, salary levels, training, upgrading, transfer, layoff, recall, discipline, discharge, or otherwise.

2.14
Right to Personal Protection

NECRC is committed to ensuring the safety of and respect for all of its employees.

Harassment is unsolicited and unwelcome verbal or physical conduct by any other person including an employee, manager, volunteer, client, and others which creates an intimidating, hostile, or offensive working environment for an employee.  There shall be no form of harassment allowed in the NECRC workplace.  The employer shall take appropriate action, and support those adversely affected by the harassment. 

As a guideline, harassment may include, but is not limited to one or a combination of the following:

· Verbal abuse or threats

· Unwelcome invitations or requests, remarks, jokes, or taunts of a discriminatory nature

· Displaying racist or offensive material

· Practical jokes causing embarrassment or humiliation

· Unwelcome inquiries or comments about a person’s personal life

· When such conduct has the purpose or effect of interfering with a person’s work performance or creating an intimidating, hostile, or offensive work environment

· When such conduct might reasonably be perceived by an individual as placing a condition of a sexual nature on employment, or on any opportunity for training or advancement 

· Has the purpose or effect of interfering with an employee’s work performance or creating an intimidating, hostile, or offensive working environment 

· Conduct that the alleged perpetrator knows or ought to know is unwelcome

· A promise of reward for complying with a sexually oriented request by a person who is in a position to grant or deny the reward

· A sexual solicitation or advance if the person making the solicitation/advance knows or should know that it is objectionable and unwelcome

· A reprisal, or threat or reprisal for rejecting a sexual solicitation/advance

· When submission of such conduct is made implicitly or explicitly a condition of employment

· When submission to, or rejection of, such conduct is used as a basis for any employment decision (including, but not limited to; matters of promotion, salary, job security, and benefits affecting the employee)

Types of harassment include:

Verbal Harassment:  Foul or obscene language, derogatory racial comments, demeaning ethnic jokes or slurs, unwanted sexual comments, implied or expressed promises of reward for complying with, or threats of reprisal for not complying with a sexually-oriented request.

Physical Harassment:  Practical jokes, pushing, shoving, and aggressive behaviour or physical interference with work or movement. 

Visual Harassment:  Obscene gestures, demeaning posters, cartoons, graffiti, or drawings which are shown to an individual or a group or displayed in plain view.  Where these have a sexual orientation, this will constitute sexual harassment.

Sexual Harassment:  Any conduct, comment, gesture, or contact of a sexual nature, whether on a one time basis or in a continuous series of incidents such as, but not limited to the following: 

· Unnecessary physical contact such as touching or patting

· Leering at a person’s body in an intimidating manner

· Unwelcome remarks, taunts, jokes, or other verbal abuse

· Displaying pornographic or other offensive or derogatory material

· Degrading words used to describe a person, or their sexual orientation

· Derogatory or degrading remarks directed towards member of one’s sex or sexual orientation

· Sexually suggestive, or obscene comments or gestures

· Unwelcome inquiries or comments about a person’s sex life

· Unwelcome sexual flirtations, advances, or propositions

· Persistent unwanted contact, or attention whether after the end of a consensual relationship or otherwise

· Requests for sexual favours
· Sexual assault

2.15
Right to Reasonable Accommodation of Needs

NECRC is committed to reasonably accommodate the special needs of individuals where these needs stem from the group factors mentioned under discrimination. 

NECRC will consult with the person or group requiring extra consideration when considering ways to accommodate their needs.  Failure to reasonably accommodate special needs is a form of discrimination.

Job accommodation can be implemented in a variety of ways such as environmental accommodation, physical accommodation, modification of employment procedures, job restructuring, provision of support services, and rearrangement of hours of work.

2.16
Responsibility and Authority Related to Human Rights

The management and Board of Directors of NECRC are responsible to provide a work environment that is free of all forms of discrimination and harassment for all employees.  In addition, NECRC will investigate all complaints in an expeditious manner.

It is the responsibility of every employee to respect the rights of individuals in the NECRC workplace, and to maintain a work environment that is free from any actions, either deliberate or unintentional, that may be interpreted as harassment.

2.17
Procedures Related to Human Rights

Individuals who wish to lodge a complaint under this policy should:

1. Immediately make their disapproval and/or unease known to the person responsible for the action.

2. If the activity or behaviour is concerning and/or persists after the person has been approached, the individual should speak to the Executive Director and confirm the conversation with a letter of complaint to the Executive Director.

3. Keep a record of the date(s), nature of the incident(s), and witness(es) if any.

4. If the Executive Director is responsible for the alleged inappropriate conduct, it should be reported to the President of the Board of Directors.

5. An individual may choose not to confront the responsible person, but should speak directly to the supervising director and if the director is the alleged perpetrator, to the Executive Director.

6. This procedure does not preclude the right of an employee to pursue the matter through the Human Rights Commission.

The Executive Director and/or the Board of Directors will take the following steps:

1. Interview both/all parties involved in the incidents.

2. Interview any witnesses.

3. Document the situation accurately and completely. 

4. Render a decision as soon as possible and advise the parties of the action (if any) to be taken.

5. Ensure information concerning the incident is kept confidential.

2.18
Filing a Complaint

To file a complaint, the following will be observed:

1. The complaint must be filed within one year of the alleged harassment leading to the complaint, unless there are extenuating circumstances.

2. The complainant will file a written complaint with the Executive Director.  The envelope will be marked “Personal and Confidential”. 

3. The investigation will be conducted by the Executive Director who may elect to involve an outside party or parties to ensure impartiality.

4. The investigator(s) will ensure the complaint is investigated in an expeditious and confidential manner.

5. The investigator(s) will immediately assess whether action is required to maintain a safe work environment for the complainant, or the alleged perpetrator while the investigation is occurring.

6. The investigator(s) will advise all employees involved in the investigation of the confidential nature of the complaint.

7. The investigator(s) will provide a written response to the parties involved and the Board of Directors outlining the findings, and any recommended action.

8. Where the Executive Director is the alleged perpetrator, the complaint will be filed with the President of the NECRC Board of Directors.

2.19
Investigation Report

On completion of the investigation, the investigator(s) will prepare a written report.  The confidential report is a record of the findings of the investigator(s). 

The report will include the recommendation of the investigator(s).  The recommendations may include, but are not limited to one, or a combination, of the following:

· Order the alleged perpetrator to cease and desist the offensive behaviour;

· Take further action to ensure harassment does not reoccur in the workplace that can include:

· Rearranging or changing duties and/or responsibilities

· Recommending appropriate training programs, or counseling for employees

· Taking appropriate disciplinary action, up to and including dismissal
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Section 3:  Employee Performance

3.1
Performance Appraisal

An annual appraisal of performance will be completed to evaluate the employee’s performance relative to the duties and responsibilities of the position, and to outline any areas requiring improvement or development.  The appraisal will be conducted in writing and will consist of a self evaluation and an evaluation by the supervisor or Executive Director, as well as an interview with the employee at the end of the probationary period and approximately one (1) month prior to the employment anniversary date thereafter.

Two (2) copies of the completed appraisal, including the supervisor or Executive Director’s comments and signature, are presented to the employee for comments and signature.  On completion, the signed form is retained in the employee’s personnel file.  The second copy is for the employee’s records.

3.2
Dress Code

Employees will not wear clothing that is unsuitable in the office setting (such as gym pants or shorts, halter tops, etc.).  Employees are encouraged to dress appropriately for their respective positions.

3.3
Discipline

It is the intention of NECRC that the purpose of discipline should be a positive attempt to correct conduct which interferes with proper efficient operations.

Employees will perform their assignments within the specifics of the position description.

Verbal Warning:  Employees who consistently fail to conform to the specifics of the position description, or exhibit inappropriate behaviour or poor performance shall be required to meet with the immediate supervisor and/or the Executive Director.  The meeting will identify problems, attempt to find ways to improve the situation, and suggest adequate solutions.  A recommended course of action and an appropriate time frame in which the employee will be expected to improve to the satisfaction of the supervisor and the Executive Director will be articulated.  The first warning will not become a part of the employee’s file and therefore, the matter is closed when the constructive two-way discussion has been completed. 

An anecdotal note will be placed in the file to support subsequent verbal warnings.  Details of subsequent warnings will be documented, signed by all parties as a correct representation of points discussed, and retained in the employee’s personnel file.

Letter of Reprimand:  When a continued or serious infraction occurs, the supervisor or the Executive Director will write a letter to be shared with the employee stating the infraction and warning against further infractions.  The letter will document the infraction and the expected course of corrective action, be signed by all parties as a correct representation of the points discussed, and retained in the employee’s personnel file. 

Post Disciplinary Review:  Six (6) months after a letter of reprimand has been given, the supervisor and Executive Director will review the case.  If it is found that the employee has shown positive signs of improvement, the supervisor will so advise the employee in writing with a copy placed in his/her personnel file.  This action does not erase the seriousness of the infraction committed, but indicates recognition that the employee has taken steps to improve behaviour and performance.

Discharge:  If the employee’s inappropriate behaviour or poor performance persists, the employee may be terminated as per the Termination of Employment Policy (Section 2.10).  The employee will normally receive a final warning for repeated infractions outlined in a previous letter of reprimand except for the infractions listed in the Dismissal Policy (Section 3.4).

3.4
Dismissal

Employment may be terminated for the following:

· Gross misconduct, or insubordination

· Willful misconduct, disobedience, or neglect of duties

· Sexual harassment

· Reporting for work while under the influence of alcohol, or illegal substances

· Theft, or dishonesty

· Misappropriation of funds

· Abuse of equipment, or materials

· Breach of confidentiality 

· Illegal, violent, or unsafe actions

· Abusive treatment of co-workers, or members of the community at large

· Inability or refusal to perform work to the standards of NECRC

· Chronic or excessive lateness, or absenteeism

· Failure or inability to act as an effective team member who cooperates with others and regards his/her own interests as secondary to those of the team

· Failure or inability to project a positive image of the services of North End Community Renewal Corporation 
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Section 4:  Compensation

4.1 Salary

Each position shall have a salary range that reflects the responsibilities, skills, and growth potential of the position. 

4.2 Salary Reviews

Concurrent with the annual review of job descriptions, the Board of Directors will review the salary ranges associated with the job descriptions as deemed necessary.

4.3 Pay Days

Employees are paid on a bi-weekly basis.  Friday is designated as payday.  Should payday fall on a holiday, pay will be received the last previous working day.  A statement of gross pay and deductions will be provided on each payday, and on termination.

NECRC does not approve salary advances.

4.4 Overtime

Overtime will be compensated as time off in lieu of pay.

Employees must receive authorization from the immediate supervisor to work excess hours prior to the hours being worked.

Hours worked beyond seven and a half (7.5) hours a day, or thirty-seven and a half (37.5) hours a week will receive compensating time at the rate of 1.5 times the excess hours worked.  Compensating time owed for overtime shall not accumulate beyond thirty-seven and a half (37.5) working hours at any given time.

Scheduling of compensating time off will be by mutual agreement with the Executive Director, and will be taken within one (1) month of the time that the overtime was worked. 
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Section 5:  Attendance and Leave

5.1 Working Hours

NECRC operates on a thirty-seven and a half (37.5) hour week consisting of five (5), seven and a half (7.5) hour days, exclusive of meal periods.  Core hours of work are from 9:30 am to 3:30 pm Monday to Friday, exclusive of meal periods.  All staff members are expected to attend during these hours.  Given the nature of the outreach work, work hours are flexible and will be agreed to on an individual basis and confirmed in writing with the immediate supervisor or Executive Director.

5.2 Daily Breaks

Employees will take a half (½) hour unpaid meal break for every five (5) hours worked.  In addition, employees are offered a rest period of fifteen (15) minutes twice a day as part of their working hours.  Rest breaks are not to be used to extend the meal break, or to shorten the work day.

5.3 Notice of Absence

An employee will notify the office by 10:00 am when he/she will be absent due to illness. 

Three (3) days of non-attendance at work without contacting NECRC will constitute voluntary termination of employment by the employee.

5.4 Family Leave

Employees are entitled to three (3) unpaid days off to deal with immediate family responsibilities or personal illness. 

Family members are defined as children, stepchildren, parents, grandparents, spouses, common law spouses, aunts, uncles, nieces, nephews, and those who are not related, but are considered a family member.

Employees must provide the supervisor or Executive Director with as much notice as is reasonable and practical.  Reasonable verification that the leave is necessary must be provided.  Reasonable verification could be a doctor’s note, evidence of day care difficulties, or another means as agreed between the supervisor or Executive Director and the employee.

5.5 Pregnancy and Parental Leave

North End Community Renewal Corporation will comply with legislation as enacted in the Employment Insurance Act, and the Employment Standards Act regarding the provision of leave to staff for the purposes of pregnancy and parental leave.

An employee applying for pregnancy or parental leave must do so in writing at least one (1) month before the leave is to commence.  An employee is entitled to change the date that the leave will commence by providing at least two (2) weeks written notice of the new date.

An employee returning from pregnancy or parental leave is entitled to return to a position at the same level as the position held at the commencement of the leave, including normal hours worked, and any cost of living increases that would normally have been provided during the term of the leave.

An employee intending to return to employment is required to provide at least one (1) month written notice of the date that the leave is to end.

5.6 Bereavement Leave

An employee will be granted three (3) days leave without loss of pay, and up to an additional two (2) more days (at the discretion/approval of their immediate supervisor) in the case of the death of a member of the immediate family.  The members of the immediate family include:  father, mother, brother, sister, spouse, child or ward, son-in-law, daughter-in-law, sister-in-law, brother-in-law, parent-in-law, grandchild, relative residing in the employee’s household or with whom the employee permanently resides. 

An employee shall be entitled two (2) days leave without loss of pay and up to three (3) days unpaid leave for family members other than immediate family members, including grandparents, aunts, uncles, nieces, nephews, and those who are not related but are considered a family member.

An employee may be granted one (1) day leave without loss of pay to perform an official or ceremonial duty upon the death of a friend. 

Employees may be asked to provide reasonable verification that leave is required.  Reasonable verification can include an obituary or death certificate.

5.7 Personal Leave Without Pay

An employee may be granted a leave of absence without pay for legitimate personal reasons upon the approval of the Executive Director and the Board of Directors.  Leaves of absence are requested in writing to the Executive Director and will offer sufficient notice, preferably four (4) weeks.

5.8 Leave of Absence

After four (4) years of employment, an employee may request an unpaid leave of absence of up to one (1) year in length with no loss of seniority or position.  Benefits may be retained at the employee’s discretion, but it is the employee’s responsibility and onus to maintain all applicable payments in order to maintain eligibility. 

5.9 Jury Duty

An employee who is called for jury duty, or who is subpoenaed as a witness in a court proceeding, other than a court proceeding occasioned by the employee’s private affairs, shall be granted a leave of absence with pay for the required period of the absence.  The employee will be required to work during those scheduled working hours that he or she is not required to attend the court proceedings.  The employee is required to furnish a copy of the document that requires him or her to appear in court before leave is granted.  The copy will be retained in the employee’s personnel file. 

All witness fees received by the employee shall be remitted to the employer, except for payments made with respect to proceedings which occur outside the employee’s regular scheduled hours of work.

5.10 Compassionate Care Leave

Employees are eligible for up to eight (8) weeks unpaid compassionate care leave to care for a family member who is critically ill and needs care and support for several weeks.  Employees can take the leave in one or two periods; each period must be at least one week long.  One (1) pay period’s notice of intention to take the leave should be given in writing to the supervisor or Executive Director.  However, employees are entitled to compassionate care leave even if they are unable to give a pay period’s notice.  Employees wishing to end the leave early must give the supervisor or Executive Director at least forty-eight (48) hours written notice of their intention to return to work.

Employees must provide a certificate from a doctor indicating that a family member has a serious medical condition, has a significant risk of death in the next twenty-six (26) weeks, and needs care and support.  Family members are defined as children, stepchildren, parents, grandparents, spouses, common law spouses, aunts, uncles, nieces, nephews, and those who are not related but who are considered a family member.

An employee returning from compassionate care leave is entitled to return to a position at the same level as the position held at the commencement of the leave, including normal hours worked, and any cost of living increases that would normally have been provided during the term of the leave.
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Section 6:  Benefits

6.1 Benefit Plan

NECRC employees are provided a group benefits plan, currently offered through the United Way. 

Employees are also provided with a Group Retirement Plan.  Up to four (4) percent of the employee’s gross pay is deducted at source, and are deposited into an employee account with the service provider.  NECRC matches the amount deducted, and the funds are deposited in the employee’s name into an employer account.  Employees may not withdraw funds from either account (expect where required by Canada Customs and Revenue Agency) while they are employed by NECRC.  After termination, the employee may withdraw all funds from both accounts.

6.2 Benefit Plan Eligibility

An eligible employee for the purposes of the group benefits plan is a full-time or permanent part-time employee. Employees receive all benefits included in the Group Benefit Plan after three (3) months of employment. 

An eligible employee for the purposes of the group retirement plan is a full-time employee who has completed six (6) months of employment. 

6.3 Holiday Observances

The following general holidays are normally observed by North End Community Renewal Corporation.  Other holidays are observed as proclaimed:

· New Year’s Day * (January 1)

· Louis Riel Day * (third Monday in February)

· Good Friday * (as proclaimed)

· Victoria Day * (as proclaimed)

· Canada Day * (as proclaimed)

· Civic Holiday * (first Monday in August)

· Labour Day * (first Monday in September)

· Thanksgiving Day * 

· Remembrance Day (November 11)

· Christmas Day * (December 25)

· Boxing Day (December 26)

Note:  Those holidays marked with an asterisk (*) are General Holidays as defined by the law of the Province of Manitoba, and must be observed in compliance with the law.

Remembrance Day will be observed only on November 11.  

When Christmas Eve (December 24) falls on a work day (Monday to Friday), NECRC will offer employees a paid half (½) day off.

6.4
Vacation Entitlement

Employees will accumulate credits equivalent to one-twelfth (⅟12) of the total annual vacation entitlement per month of service.

Employees are granted the following paid vacation entitlement:

· After one (1) year of employment: ten (10) days paid vacation

· After two (2) years of employment: ten (10) days paid vacation

· After three (3) years of employment: fifteen (15) days paid vacation

· After four (4) years of employment: twenty (20) days paid vacation 

· After five (5) years of employment: twenty five (25) days paid vacation

· After nine (9) years of employment: thirty (30) days paid vacation

A vacation week is based on the same number of days and hours as a normal working week.  For part-time employees, vacation time is accrued based upon the percentage of full-time equivalent (FTE).  For example, a 0.5 FTE employee in their first year of employment would be entitled to 50% or five (5) days of paid vacation.   

6.5
Vacation Deferral

Vacation time may not be deferred from one year to another, nor may it be waived by an employee in favour of vacation allowance drawn in addition to salary.

Vacation leave may not be taken in advance of when it is earned.

6.6
Vacation Scheduling

Employee vacation time is requested in writing to the supervisor, and scheduled in consultation with the Executive Director.

While every effort will be made to ensure that employees may have vacation time at the time they wish, the Executive Director and supervisors reserve the right to deny or vary the choice of vacation by reason of the operating requirements.

6.7
Termination Allowance in Lieu of Vacation

If on termination, an employee has not taken the vacation due, an allowance of two (2) percent of the employee’s gross salary will be paid per week of earned vacation. 

6.8
Sick Leave

Sick leave is defined as the period of time any employee is absent from work, with full pay, by virtue of being sick or with a medical reason.

All full-time employees shall be entitled to twelve (12) days sick leave per year at the rate of one (1) day per month employed, and permanent part-time employees shall be entitled to sick leave pro-rated to their hours of work.  

During the probationary period, employees shall not be eligible for sick leave benefits, but sick days will be retroactive to beginning of employment once the probation period is completed.

Employees will not accumulate sick leave when:

· Absent on sick leave for a period of more than ten (10) consecutive working days; or

· Absent on leave of absence without pay for a period of time greater than half (½) of the pay period.

The unused portion of an employee's sick leave may be accumulated and used for the purpose of the employee's illness only up to a maximum of fifty (50) days.  The accumulated days will not be interpreted as additional vacation time, nor will employees receive remuneration of time in lieu of pay for accumulated days upon termination or retirement.

If an employee becomes ill during the period of scheduled annual vacation, the Executive Director may grant sick leave and credit the employee with alternate day’s equivalent to the number of days of approved sick leave, providing the illness is over three (3) days, and a medical certificate has been provided.

In case of illness of a family member living in an employee's household, the employee shall be entitled to use his/her sick leave.

Each full-time employee shall be allowed to request working time for medical, dental, and/or psychological appointments at the discretion of the supervising director, and such time will be deducted from the sick leave allowance.

An employee is required to produce a certificate from a medical practitioner for any illness resulting in the use of three (3) or more consecutive days of sick leave.

6.9
Wellness Day

An employee is entitled to take one (1) wellness day per year without loss of pay, to be taken at the employee’s complete discretion.

6.10
Health and Safety

NECRC undertakes to make all reasonable provisions for the occupational health and safety of employees as determined by the provisions of the workplace health and safety legislation of the Province of Manitoba and the Criminal Code of Canada. 

In the event that an employee is involved in an accident or is injured while on the job, the matter shall be reported to the supervisor and the Executive Director immediately. 

Employees are covered by worker’s compensation insurance through the Workers Compensation Board of Manitoba.  All available other insurance is primary, and to be relied upon before obtaining benefits from the Workers Compensation Board.  Failure to comply with regulations may result in loss of benefits.
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Section 7:  Professional Development

7.1 Professional Development Support

Staff development provides professional and personal development of employees allowing them to sustain high levels of motivation and productivity, and to maintain positive attitudes and perspectives.  Professional development activities are expected to enhance the employees’ ability to fulfill his/her responsibilities with a high degree of competence and confidence. 

Consideration for subsidization of professional development activities will be made subject to the NECRC staff development budget.

7.2
Costs for Courses and Conferences

NECRC will pay the full cost of course and conference fees where the activity directly relates to the work of NECRC.  Employees will cooperate with the immediate supervisor to articulate how the activity is related to the work of NECRC, and what the benefit to the organization will be if the activity is funded.

NECRC and the employee will share costs equally where the course is of a more general nature, but will also clearly enhance the employee’s performance.

7.3 
Eligibility for Subsidy

NECRC employees are eligible for participation in this subsidized professional/personal development program after six (6) months of employment. 

7.4 
Allocation of Professional Development Resources

Each employee will be expected to participate in at least one professional development event in each calendar year.  Considerations for approval of funding of professional development activities include:

· The employee’s performance assessment

· Priority level of the activity on the employee’s development plan

· Potential positive impact on the employee’s performance

· Costs

· Amount of personal/work time involved
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Section 8:  Communication, Copyrights, and Use of Equipment and Technology

8.1
Confidentiality

Employees may be exposed to confidential information about clients, Board members, or other employees of NECRC.  

All information (documented, verbal, or otherwise) associated with NECRC is privileged and shall be received and treated with the strictest of confidentiality by all employees.  Careless discussion of such confidential information is subject to discipline, up to and including dismissal.
8.2
Representing NECRC

Employees may represent NECRC on community committees, Boards, or at social functions.  

When representing NECRC, employees will conduct themselves in a professional manner and act in accordance with the ethical principles of NECRC.  

When expressing a personal view or opinion, employees must take care to ensure their personal view is not understood as NECRC’s position on an issue. 

Employees will abide by, accept, and support majority decisions of the NECRC Board of Directors.

8.3
Representation to the Media

Under no circumstances will staff make representation to the media on behalf of NECRC or its affiliates without the expressed approval of the Corporation.

8.4
Copyright Compliance

Employees are required to honour all copyright requirements.  Failure to do so is subject to discipline, up to and including dismissal.

8.5
Ownership

NECRC retains ownership of all materials written, produced, or prepared by an employee as part of their employment.

8.6
Software Copyrights and License Agreements

North End Community Renewal Corporation is committed to ethical and legal practices in using software.  Unless placed in the public domain, software is protected by copyright law and may not be duplicated or distributed for any reason without the permission of the copyright owner.  Unauthorized duplication or sharing of software is subject to discipline up to and including dismissal.

8.7
Employee Owned Software

Employees are not permitted to install personal software programs on NECRC’s computers. 

8.8
Use of E-Mail and Internet Access

E-mail and internet access are tools for business and administrative communication and are not intended for personal or non-business uses.

Employees are reminded that any form of personal communication on corporate computers may be accessed, retained, and/or deleted by the employer without notice.  Messages that are created, sent, or received using the employer’s system as well as any items or programs downloaded from the internet are the property of the employer.

8.9
Prohibited Activities

Certain activities are prohibited when using the Internet or electronic communications.  These include but are not limited to:

· Accessing, downloading, printing, or storing information with sexually explicit content as prohibited by law

· Downloading or transmitting harassing, discriminatory, fraudulent, threatening, obscene, intimidating, defamatory, or otherwise unlawful messages or images

· Installing or downloading computer software, programs, or executable files contrary to NECRC policy

8.10
Telephone Usage

Employees are to keep personal telephone calls to a minimum so that telephone lines remain open for business use. 

Long distance personal calls are not permitted, except with a personal calling card.
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Appendix:  A

Vacation Entitlement

All employees who were employed by the North End Community Renewal Corporation (NECRC) and North End Revitalization Incorporated (NERI) prior to the ratification of the NECRC Personnel Policy Handbook by the Board of Directors on January 13, 2009 have be allowed to retain their current vacation entitlements in accordance with the following clause (14:01 a.) from the former NECRC Personnel Polices & Procedures Manual (October 2002):

· One (1) to four (4) years of service, four weeks of vacation.
· Five (5) to eight (8) years of service, five weeks vacation. 
· Nine (9) or more years of service, six weeks’ vacation. 
North End Community Renewal Corporation (NECRC)

Personnel Policy Handbook

APPENDIX:  B

NECRC Personnel Policies Compared to Manitoba Employment Standards

	Policy
	NECRC
	Employment Standards

	Work Day
	· 7.5 hours
	· 8 hours

	Work Week
	· 37.5 hours
	· 40 hours

	Overtime is Paid
	· For hours above 7.5 hours per day or 37.5 hours per week
	· For hours above 8 hours per day or 40 hours per week

	Rest Breaks
	· 2 x 15 minutes per day
	· Not required

	Bereavement Leave
	· Five (5) days with pay, three (3) days without pay in case of death of immediate family member

· Two (2) days with pay, three (3) days without pay in case of family outside immediate family

· One (1) day with pay on death of friend
	· Three (3) days without pay in case of death of family member



	Unpaid Leave of Absence
	· May be requested after four (4) years of employment
	· Not provided in the Standards

	December 24th 
	· ½ day off when it falls on a work day
	· Not provided

	Vacation Entitlement
	· After one (1) year of employment: four (4) weeks paid vacation

· After five (5) years of employment: five (5) weeks paid vacation

· After nine (9) years of employment: six (6) weeks paid vacation
	· After one (1) year of employment: two (2) weeks

· After fifth (5) year of employment: three (3) weeks

	Sick Leave
	· Twelve (12) days per year

· Unused time can be accumulated to a maximum of fifty (50) days
	· Sick leave not required 

· Three (3) unpaid days per year for family leave or personal illness may be used

	Wellness Day
	· One (1) day per year at employee’s discretion
	· Not provided


HELFUL LINKS
Helpful links for Administrative Manual:

1. Canada Health Act 

www.hc-sc.gc.ca/hcs-sss 
`
2. Manitoba Human Rights Code 
www.gov.mb.ca/hrc


3. Employment Standards Code  
www.gov.mb.ca/labour/standards
4. Workers Compensation Act  
www.wcb.mb.ca

5. Employment Insurance 

 www.servicecanada.gc.ca

6. HRDC site


www.hrscd.ca 
7. Revenue Canada   

www.cra-arc.gc.ca 
8. Charities Site


www.charity-charities.org
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Mail Out


Call for Pick up (Telephone #: ______________________________ )


Return to me (requester)








Amount Approved �
�
�
Term of agreement (years or months) �
�
�
Reporting Frequency (e.g., Quarterly) �
�
�
Important Dates �
�
�
�
�
�
�
�
�






Column 1 �
Column 2 �
Column 3 �
Column 4 �
�
Expenditure by Category �
Total Cost �
Eligible Expenditures Under this Agreement �
Amount approved un�der this agreement �
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
Total Expenditures �
�
�
�
�






Revenue �
Funder 1 �
Funder 2 �
Funder 3 �
Self-Generated �
�
Name of Funder �
�
�
�
�
�
Amount granted and approved for the fis�cal year �
�
�
�
�
�
Categories covered by the funding agree�ment (personnel, type of positions, re�sources capital, etc.) �
�
�
�
�
�
Other revenue: • Fundraising • Interest • Membership • Donations • Other �
�
�
�
�
�
Total Revenue �
�
�
�
�
�
�
�
�
�
�
�
Expenses �
�
�
�
�
�
Personnel (according to funding agree�ment) Identify positions & the salary amounts �
�
�
�
�
�
Benefits - Mandatory and non-mandatory �
�
�
�
�
�
Facility • Rent • Mortgage (include interest & mort�gage payments) • Utilities • Maintenance of the building (e.g. snow removal) �
�
�
�
�
�
Office Expense & Supplies • Supplies • Postage • Telephone/Internet �
�
�
�
�
�



Table 1


Monthly Sign off�
Initials�
Date�
�
1 �
Bank Account �
�
�
�
a. �
Ensure reconciliation completed �
�
�
�
b. �
Tie bank balance per reconciliation to bank statement and general Ledger �
�
�
�
c. �
Review outstanding items and inquire about any old items �
�
�
�
d. �
Review bank statement for any large items (>$1,000) and ensure proper authorization obtained. (Payroll and rent can be excluded) �
�
�
�
e. �
Trace any withdrawals �
�
�
�
2 �
Payroll �
�
�
�
a. �
Review payroll records for the month for any unusual additions or pay rates �
�
�
�
b. �
Tie payroll withdrawal per payroll records to the bank account �
�
�
�
3 �
Financial Statements �
�
�
�
a. �
Ensure opening retained earnings equal prior year’s closing retained earnings �
�
�
�
b. �
Review items in balance sheet accounts �
�
�
�
c. �
Review comparison of actual to budget and investigate any significant differences �
�
�
�
d. �
Tie revenue total, expense total and net income to general Ledger �
�
�
�
�
�
�
�
�






Table 2


Quarterly Sign off�
Initials�
Date�
�
1 �
Randomly select one month out of the quarter, obtain the bank statement, cancelled cheques and reconciliation and perform the following: �
�
�
�
a. �
Trace cheques to bank statement �
�
�
�
b. �
Investigate any withdrawals without a cancelled cheque �
�
�
�
c. �
Ensure all cheques have two authorized signatures �
�
�
�
d. �
Trace outstanding items to subsequent month to ensure they have cleared �
�
�
�









Table 3


Significant Dates�
�
Sign offs at Other Points in the Year�
Initials�
Date�
�
�
1 �
GST Return �
�
�
�
As at September 30 �
a. �
Ensure GST Return is completed and amount matches general ledger �
�
�
�
�
b. �
Trace deposit per general ledger to deposit book �
�
�
�
�
c. �
Ensure insurance renewal �
�
�
�
As at March 31 �
a. �
Ensure GST return is completed and amount matches general ledger �
�
�
�
�
b. �
Trace deposit per general ledger to deposit book �
�
�
�
As at March 31 - Due �
2 �
Charity Return �
�
�
�
September 30 �
a. �
Ensure Charity Return (T3010) completed �
�
�
�
�
3 �
T4 Slips and Summary �
�
�
�
As at December 31 & �
a. �
Ensure T4 slips and summary are completed �
�
�
�
Due February 28 �
b. �
Ensure a reconciliation between deductions remitted and deductions required has been completed and any out�standing amounts have been paid �
�
�
�
�
4 �
Payroll �
�
�
�
As at March 31 �
a. �
Tie pay rate per payroll book for each employee to employees personnel file and to payscale �
�
�
�
�
b. �
Ensure a list of all purchased furniture and equipment are recorded over $2,000 as an asset and under $2,000 as an expense �
�
�
�
�
c. �
If required, return all surplus funds/unspent dollars to funder �
�
�
�






GOAL








Objective #1





Activities:


What?





When?


Where?


How often?


Numbers?


Outcomes:





What?





When?


Where?


How often?


Numbers?


Outcomes:





What?





When?


Where?


How often?


Numbers?


Outcomes:





Objective #2





Activities:


What?





When?


Where?


How often?


Numbers?


Outcomes:





What?





When?


Where?


How often?


Numbers?


Outcomes:





What?





When?


Where?


How often?


Numbers?


Outcomes:








Objective #3





EXAMPLE





To enhance staff capacity to respond to situations involving problematic substance use





Activities:





What?  Staff training on drug issues.  Help staff respond appropriately.


When?  Ongoing


Where?  TBD


How often?  ½ day every quarter


Numbers?  Approximately 30 staff 





Outcomes:





More aware of impact on individuals & community


Know better how to respond


Feel more comfortable responding











� The catchment area, commonly referred to as the “North End of Winnipeg” are the city neighbourhoods bordered by the CPR rail yards on the South, McPhillips on the west, Carruthers on the North, and the Red River on the East.  
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