(Childcare Centre Logo)

ABC Childcare Centre

School Year

Address

Telephone Number

Fax Number

Email Address

Website

TABLE OF CONTENTS

Introduction
 Page   4

Mission Statement
 Page   5

Definitions
 Page   5

Commencement of Employment

Recruitment
 Page   6

Hiring Committee
 Page   6

Contracts of Employment
 Page   6

Probation
 Page   6

Medical Requirements
 Page   7

Performance Evaluation

Performance Reviews
 Page   8

Compensation
 Page   9

Employee Benefits
 Page 10

Vacation
 Page 10

Group Benefits Plan
 Page 10

Priority for Children of Staff
 Page 11

Staff Training and Development
 Page 11

Absences from Work

Bereavement Leave
 Page 12

Jury Duty
 Page 12

Voting Time
 Page 12

Sick Leave
 Page 12

Maternity/Parental Leave
 Page 13

Family Medical Leave
 Page 13

Leave of Absence
 Page 14

Working Conditions

Hours of Work
 Page 15

Lateness
 Page 15

Overtime
 Page 16

Lieu Days
 Page 16

Paid Holidays
 Page 16

Personnel Records
 Page 17

Confidentiality
 Page 17

Conflict of Interest
 Page 17

Grievances
 Page 19

Discipline
 Page 19

Discrimination and Sexual Harassment
 Page 19

Use of ABC Childcare Centre’s Property
 Page 25

Dress Code
 Page 25

Occupational Health and Safety
 Page 25

Termination of Contracts of Employment
 Page 27

Appendix

Confidentiality Agreement
 Page 28

Police Reference Check Policy
 Page 30

Behaviour Guidance Policy
 Page 32

Employees with Child(ren) Registered in the Centre
 Page 33

Workplace Hazardous Materials Information Systems (WHMIS) Policy
 Page 34

Performance Assessment Form
 Page 35

Leave Request/Absence Notice
 Page 40

Emergency Information Form
 Page 41

Accident/Incident Reporting Form
 Page 42

WELCOME TO ABC CHILDCARE CENTRE!

INTRODUCTION

This handbook has been developed in consideration of all previous versions of the ABC Childcare Centre’s Personnel Policy and the most recent version of all applicable labour laws including the Employment Standards Act (ESA), the Labour Code, the Human Rights Act and the Health and Safety Act.  The spirit and intent of this policy is to appropriately guide the employer and employee relationship and address all Human Resource concerns.  

The terms and conditions of employment contained in this handbook are incorporated into, and form part of, the contract of employment between the Centre and each employment of the Centre. 

Reference should be made to the ABC Childcare Centre’s Parent Handbook for general information concerning the Centre’s philosophy, objectives, and operational procedures. Each employee must review and have a copy of the handbook and must be familiar with its contents.

All employees are required to review ABC Childcare Centre’s Personnel Policy and provide written notification that they have read and understood its contents.  Feedback and suggested amendments are always welcome but standards in accordance with the various applicable employment laws must be met.  Any amendments will be advanced to the Board of Directors, for approval.  The Supervisor and the Board will review this policy periodically and if necessary amend or adjust accordingly.

If decisions must be made that conflict with this policy, the Board will provide the decision in writing having noted reasons why the policy was not adhered to as outlined.  The overarching principle when interpreting and applying these policies is to ensure all that personnel are treated fairly and equitably and any processes used are transparent.

Formally Adopted by the Board of Directors

___________________________________

____________________

President, Board of Directors



Date (day/month/year)

MISSION STATEMENT

The mission of ABC Childcare Centre is to provide community childcare based on learning through play in a dynamic environment centred on the development of the whole child.

DEFINITIONS

In this handbook, and in any contract of employment:

‘Employee’ means a full-time employee, a part-time employee, a Supervisor, and an Assistant Supervisor, but does not include a casual employee;

‘Permanent Full-time Employee’ means a person employed by the Centre pursuant to a contract of employment who regularly works thirty-five (35) hours or more per week, each week of employment;

‘Permanent Part-time Employee’ means a person employed by the Centre pursuant to a contract of employment who regularly works less than thirty-five (35) hours per week, each week of employment;

‘Contract Full-time Employee’ means a person employed by the Centre for a temporary period of time, for such purposes as replacing a full-time employee, absent from work because of long-term illness, an employee on Maternity Leave, or an employee on a long-term vacation;

‘Contract Part-time Employee’ means a person employed by the Centre for a temporary period of time, for such purposes as replacing a part-time employee, absent from work because of long-term illness, an employee on Maternity Leave, or an employee on a long-term vacation;

‘Casual Employee’ means a person employed by the Centre for a specified period of time or specified tasks.

COMMENCEMENT OF EMPLOYMENT

RECRUITMENT

ABC Childcare Centre believes in equal opportunity in employment practices without discrimination on the grounds of race, religious beliefs, colour, gender, sexual orientation, physical appearance, and physical and/or mental disability, and ancestry, place of origin, age, martial status and source of income or family status.

The Board of Directors may hire such persons as it, in its sole discretion; considers advisable, using the best human resources methods in selection and placement of its employees. In making hiring decisions, the Board will consider such factors as educational qualifications, related experience, skills, training and personal suitability.

Hiring will also be conditional on an approved police reference check, as outlined in the ABC Childcare Centre Vulnerable Sector Screening Program -- Police Reference Check Policy.

HIRING COMMITTEE

ABC Childcare Centre’s Supervisor is responsible for reviewing all applications and               co-ordinating interviews for the hiring of staff. 

The Supervisor may hire casual employees without prior authorization, where circumstances so require, however, all other positions will require a decision by both the Hiring Committee and the Board of Directors.

The Supervisor and the Board will form a Hiring Committee that is comprised of the Supervisor, the Vice-President/Human Resources Chair, and a staff member or parent/teacher liaison. This committee will take all recommendations for hiring to the Board of Directors.  

The position of the Supervisor will be hired by the Board of Directors, and the Centre’s Director will be on the Hiring Committee for this position.

CONTRACTS OF EMPLOYMENT

When new staff is hired, they shall be given a letter stating the terms of employment, a job description, as well as a copy of both the Personnel and Parent handbooks.

No person will qualify as an employee until they read, understand and sign all of the required documents, including the letter of acceptance of the terms and conditions of the offer.

PROBATION

The performance of an employee during their probation period (the probationary period for a newly hired employee is for the first ninety (90) days worked) will be evaluated by the Supervisor and/or the Board. The Board may terminate a probationary employee’s contract of employment without notice at any time during the probationary period, up to and including the last day thereof, for any reason sufficient to the Board. Such termination will bring the contract of employment to an end and for all purposes will terminate the employee’s employment.

MEDICAL REQUIREMENTS

All employees should have a pre-employment health examination. This health examination should include a tuberculin test or chest x-ray, and any inoculation required by law. Evidence of the pre-employment health examination shall be provided to the Supervisor/Board of Directors as required by the Day Nurseries Act. 

Medical certificates and other medical information provided to the Centre by an employee will be treated as confidential to the Board and the Supervisor. Staff files may be reviewed by the Provincial Licensing Specialist or by a representative of Children’s Services or Public Health. 

All staff members exposed to a communicable disease must take adequate precautions and this may require temporary absence from work. If a staff member is absent from work because of a serious illness, a certificate of good health signed by a physician is required upon return to work. 

PERFORMANCE EVALUATION

PERFORMANCE REVIEWS

All employees have the right to know what is expected of them, and are entitled to receive on a regular basis, information on the quality of their performance. 

A performance evaluation will take place at the end of the probationary period and thereafter, once a year. An informal evaluation may take place on a quarterly basis to make sure that everything is still on track and to re-assess goals and/or projects if needed. All informal evaluations and daily performances of an employee will be the basis for their annual performance evaluation.

The goal is to give the employee recognition and support; to make constructive suggestions about areas in which the employee could develop further their competencies; to establish goals for further professional development and to advise on methods and to provide assistance to achieve these goals.

Performance reviews will be conducted by the Supervisor, or in the case of the Supervisor, by the Board Human Resources/Personnel Chair.

A Performance Assessment Form is available in the Appendix of this handbook.

COMPENSATION

The objective of the Centre is to maintain compensation practices that provide for wages paid in accordance with provincial requirements to recognize skill, effort, responsibility, pay equity and external labour market.

All positions at the Centre are evaluated to determine their relationship to other positions within the Centre and to establish a salary grid and salary range for job incumbents.

ABC Childcare Centre must ensure that its Compensation Policy adheres to employment legislation. Elements of compensation that are regulated by the Employment Standards Act (ESA) include:
· minimum wage 
· rate of holiday pay 
· overtime pay 
· equal pay 
· how often employees receive their pay 
· how payment is made 
· contents of pay stub or pay sheet (information that must be tracked and reported to employees) 
· deductions 
· gratuities 
· payroll records (information that must be tracked and documented) 
An employee’s salary will be as set out in their contract of employment until their salary is adjusted by the Board and all such adjusted salaries will be deemed to form part of an employee’s contract of employment.

An employee, who graduates from an Early Childhood Education program at a recognized institution during the term of a contract of employment, will move to the salary scale for qualified staff members.

All employees will be paid by cheque ___________ (state payment terms; weekly, bi-weekly, monthly, and so on).

The Centre rewards continuous long service by employees as a recognition of the contributions and commitment of these individuals to the Centre and to the children. Service awards are presented at the completion of the school year during which the employee’s hire date anniversary occurs; as follows: 

· 5 YEARS  - Personal congratulations from the Supervisor, a letter from the Board of Directors, and $500 

· 10 YEARS Personal congratulations from the Supervisor, a letter from the Board of Directors, and $500


EMPLOYEE BENEFITS
Employment Insurance and Canada Pension Plan Benefits are governmental programs and participation is mandatory.

VACATION

Each full-time employee is entitled to two (2) weeks of vacation annually during the first two (2) years of employment.

Commencing in their third year of employment, a full-time employee will be entitled to three (3) weeks of vacation.

Each part-time employee working more than 20 hours per week is entitled to two (2) weeks of annual vacation. Part-time employees working less than 20 hours per week are entitled to vacation pay of 4%. Contract employees employed by the Centre are not paid for the weeks the Centre is closed during the Christmas and New Year period or March Break; they will be paid for statutory holidays per the Employment Standards Act, and are entitled to vacation pay of 4%.

Vacations cannot be taken during an employee’s probationary period.

Vacations will be scheduled at the discretion of the Supervisor and the Board. In scheduling vacations, the Board will, so far as is reasonably practicable, take the wishes of the employees into account except that all employees will take one (1) week of their vacation during the period the Centre is closed during the Christmas and New Year period and one (1) week during the March Break period.

Every employee must take their vacation time during the year to which the vacation applies. Vacation time accrued during a year may not be taken during subsequent years, unless approved by both the Supervisor and the Board of Directors.

Vacation pay for each week of vacation will be equivalent to one (1) week’s pay for a week during which the employee works their regularly scheduled number of hours.

An employee whose employment is terminated during a year will be paid vacation pay calculated as per their entitlement. From vacation pay, there will be a deduction made for any vacation day that was taken during the year over and above what the employee is entitled to at the time of their termination.

Special leave/leave without pay must be requested in writing to the Supervisor at least one (1) month in advance. The approval of the leave is at the discretion of the Supervisor and the Board of Directors.

GROUP BENEFITS PLAN

Full time employees are entitled to participate in the ____________________________ (name of insurance company or an equivalent plan provided by another insurer) commencing in the _______ month of employment. The plan includes long term disability, accidental death, life insurance, extended health care, vision, and dental benefits, the details and eligibility requirements of which are as set out in the contract of insurance between ______________________ (name of insurance company) and ABC Childcare Centre. The monthly cost of the plan is paid by the ________________ (Centre and/or employee).

Full-time employees may also participate in a Group RRSP provided by ___________________ (name of insurance company). This must be committed to at the commencement of the work year in September to the following June. ABC Childcare Centre will contribute _____% of salary with the employee contributing an equal amount. This is deducted at payroll.

PRIORITY FOR CHILDREN OF STAFF

Applications for children of staff currently employed at the Centre will receive priority after internal applications have been accepted. Fees are reduced by ________ for the time period the child is enrolled at the Centre. A complete policy for staff members with children in the Centre is available in the Appendix of this handbook.

STAFF TRAINING AND DEVELOPMENT

Training and Development is defined as any initiative to increase or improve employee job skills, enabling employees to enjoy maximum levels of career achievement and job satisfaction.

It is the responsibility of the Supervisor to ensure that opportunities for staff development occur. Staff development can occur through regular supervision, special workshops or meetings, and through attendance at courses or conferences. The Centre will make available funds, in amounts to be approved by the Board, for staff development. Employees wishing to pursue staff development opportunities will submit a request to the Board, which may or may not grant the request at its discretion. Employees will be required to reimburse the Centre for funds paid out for staff development opportunities which they do not attend. The Centre will pay up to $______ per school year for full-time staff, or permanent part-time staff, working more than twenty (20) hours per week, to take courses relevant to their employment. Approval for courses is at the discretion of the Supervisor and/or the Board, and payment is upon successful completion of the course. A receipt and pass mark must be provided.

ABSENCES FROM WORK

BEREAVEMENT LEAVE

Bereavement leaves of up to three (3) days’ duration will be granted to an employee in the event of a death in the employee’s family. ‘Family’ means the employee’s grandparents, parents, parents-in-law, spouse (including a common-law spouse), brothers, sisters, and children. Bereavement leaves for other than family members, as herein defined, may be granted by the Board at its discretion.

JURY DUTY

Leave with pay will be allowed for jury duty upon presentation of a jury notice. Any fees paid to an employee for acting as a juror will be turned over to the Centre.

VOTING TIME

Employees who are entitled to vote in a Federal, Provincial, or Municipal Election must have at least four consecutive hours while the polls are open to vote.

SICK LEAVE

Sick leave will be used solely for the following purposes:

· Illness

· Illness of a child of an employee; and 

· Doctor’s appointments, if the appointments cannot be scheduled outside of the employee’s hours of work.

Employees will accumulate sick leave at the rate of _______ sick days per month commencing after the probationary period.

An employee absent from work because of their illness or the illness of their child who has exhausted their accumulated sick days may:

· Take time off without pay; or

· Take the time off as vacation time to the maximum of the employee’s vacation entitlement; or

· Take the time off as lieu days to the maximum of the employee’s accumulated lieu days.

An employee absent from work because of their illness or the illness of their child who has exhausted all forms of payment for the times absent will be treated as on unpaid leave of absence until the completion of the school year, at which time the employee’s employment may be terminated.

An employee absent from work for three (3) or more days because of their illness is required to submit a doctor’s certificate prior to returning to work. The certificate will certify that the employee is fit to return to work. An employee absent from work because of their illness for an extended period of time (that is, more than three (3) days) may be required by the Board to periodically submit a doctor’s certificate stating the nature of the employee’s illness and the expected date that the employee will be fit to return to work. The frequency of the submission of such certificates will be determined by the Board.

An employee absent from work for three (3) or more days because of the illness of their child is required to submit a doctor’s certificate prior to returning to work certifying that the child had been ill for the duration of the employee’s absence. An employee absent from work because of the illness of their child for an extended period of time (that is, more than three (3) days) may be required by the Board to periodically submit a doctor’s certificate certifying that the child continues to be ill and setting out the expected date on which the child will be sufficiently recovered that the employee will be able to return to work. The frequency of the submission of such certificates will be determined by the Board.

MATERNITY/PARENTAL LEAVE

Requests for maternity/parental leave must be submitted along with a medical certificate estimating delivery date, to the Supervisor, as soon as the date of confinement is known.

ABC Childcare Centre provides maternity/parental leave in accordance with the Employment Standards Act, with the following modifications:

The Employment Standards Act provides that employees may take maternity leave for 17 weeks without pay. Employees on maternity leave must continue to be covered under the Centre’s benefits plan.

The Employment Standards Act provides that employees may take an additional parental leave for 35 weeks without pay beginning when her maternity leaves ends or for the father and adoptive parents, the leave must commence within 52 weeks after the birth or after the child first comes into custody, care and control of the employee. Employees on parental leave must continue to be covered by the Centre’s benefits plan.

**Employees should contact their local Human Resources Development Office regarding the specifics of this benefit.

FAMILY MEDICAL LEAVE

Family medical leave is unpaid, job protected leave of up to 8-weeks in a 26-week period.

Family medical leave may be taken to provide care and support to a specified family member for whom a qualified health practitioner has issued a certificate indicating that the family member has a serious medical condition and there is significant risk of death occurring within a period of 26 weeks. The medical condition and risk of death must be confirmed in a certificate issued by a qualified health practitioner.

The specified members of a family for whom a family medical leave may be taken are:

· the employee’s spouse (including same-sex spouse)

· a parent, step-parent or foster parent of the employee

· a child, step-child or foster child of the employee or the employee’s spouse

Further details concerning the rights associated with this type of leave are under the Employment Standards Act.

LEAVE OF ABSENCE

Leaves of absence are granted to employees who have reasonable personal reasons to justify their absence from work.

Requests for leave of absence by employees, whether or not without pay, for purposes other than those outlined elsewhere in this handbook, may be granted by the Board on a case by case basis. Such requests must be submitted in writing to the Board with as much advance notice as possible, together with a recommendation from the Supervisor.

The Board and the Supervisor, when considering a request for a leave of absence must consider the effect on the Centre, as well as the effect on other employees.

WORKING CONDITIONS

HOURS OF WORK

The work week is defined as Monday to Friday.

The work week for full-time employees is _______ hours, _______ per day, exclusive of a _______ hour unpaid lunch period. Two fifteen (15) minute breaks are included in the ______ hour work day. Work and lunch schedules will be determined by the Supervisor in consultation with the employees, to ensure that optimum staff/child ratios are maintained at all times.

The hours of work for part-time employees will be as scheduled by the Supervisor. A lunch period is not provided to a part-time employee on a day that they are schedule to work five (5) hours or less. Staff working more than five (5) hours but less than seven (7) are entitled to one fifteen (15) minute break and _______ hour unpaid lunch break.

On a day a part-time employee is scheduled to work ______ hours, their lunch period and breaks will be as outlined for a full-time employee.

Employees will be required to report for work at the end of the summer break on the date determined by the Supervisor.

**On field trip days, all employees will be paid for their lunch period.

**Attendance at regular scheduled and emergency staff meetings outside of regular working hours is compulsory; employees will be paid for the time.

**All staff members are required to participate at the ‘Annual General Meeting’ and the scheduled ‘Open House’; employees will be paid for their time.

LATENESS

ABC Childcare Centre requires all employees to be on time, and to complete their assigned duties with an expected level of quality. If an employee’s promptness and/or attendance interfere with those responsibilities, the Centre will take the appropriate disciplinary action, including, but not limited to:

· reprimand

· suspension

· dismissal

It is imperative that all employees are in the classroom at the start of their shift ready to work. It is recommended that all staff should report to work at least five (5) minutes prior to the start of shift.

Lateness is when an employee is not in the classroom at the start of their shift ready to work. It is important that child-staff ratios are met and maintained at all times. If an employee is going to be late, a telephone call to the Supervisor is mandatory. Unavoidable incidents happen and will be given consideration by the Supervisor on the case-by-case basis.

OVERTIME

Under normal conditions, overtime should only be worked to cover for absent employees or because of a shortage of employees for some other reason. The Supervisor will report the number of hours for overtime worked to the Treasurer of the Centre.

Hours worked in excess of _______ in a week will be treated as overtime and paid for at an employee’s hourly rate.  Hours worked in excess of forty-four (44) in a week will be paid for at one and one-half times the employee’s hourly rate. Overtime cannot be worked without prior authorization from the Supervisor. Overtime will be voluntary except that, if no employee volunteers, the Supervisor will assign an employee to work the overtime that their discretion. Overtime will be paid for each one-quarter (¼) hour period worked in excess of regular working shift.

**No overtime can be accumulated as a result of ABC Childcare Centre paid seminars, courses or conferences.

LIEU DAYS

During each term, an employee is required to attend a minimum of two-thirds of all Centre functions, staff meetings and professional development events on days or times on which the employee is not scheduled to work in order to earn a lieu day. The employee will then be granted one lieu day off with pay.

Lieu days are earned in one term and are taken in the subsequent term. Lieu days earned in the spring term will be taken in the following fall term. Employees, whose contracts begin in September, will not receive a fall term lieu day. Whenever possible, lieu days should be scheduled in advance on ABC Childcare Centre Public School professional development days. The scheduling of such lieu days will be by agreement between the Centre and the employee. If agreement cannot be reached, such lieu days will be scheduled by the Supervisor. 

Terms are defined as follow: between September 1 up to but not including Christmas holidays; from Christmas holidays up to but not including March Break; from March Break to the last operating day of ABC Childcare Centre programs.

PAID HOLIDAYS

The following days will be given as annual Statutory Holidays. If any of these days fall on a weekend, the nearest Friday or Monday will be given as a day off in lieu. 

New Years Day

Civic Holiday

Family Day


Labour Day

Good Friday


Thanksgiving Day


Easter Monday

Christmas Day

Victoria Day


Boxing Day

Canada Day


In order to be paid for a holiday, an employee must be at work on their last regularly scheduled work day immediately prior to the holiday and on their first scheduled work day immediately after the holiday unless they can show reasonable cause for their absence.

PERSONNEL RECORDS

Personnel records are kept for all employees. These will contain the following: contract or contracts of employment, resume, references, police reference check, medical certificates and any other medical information, performance evaluations, disciplinary notations, and any other correspondence or documentation relating to the employee.

These records are confidential and are available only to the employee, the Supervisor and the Board. Personnel files may be reviewed by the Provincial Licensing Specialist or a representative from Children’s Services or the Public Health Department.

CONFIDENTIALITY

A considerable amount of information is entrusted to the Centre by or on behalf of the children enrolled in the Centre. All employees will treat such information as confidential and no such information will be disclosed by an employee to any person who is not a member of the Board, another employee, or the child’s parent.

Upon starting employment with ABC Childcare Centre, all staff must sign a Confidentiality Agreement.

Breach of Confidentiality
It is a breach of confidentiality to:

· discuss any confidential information within or outside the organization where it may be heard by individuals who are not authorized to have access to that information

· provide confidential information or records to unauthorized individuals

· leave confidential information in written form or displayed on a computer terminal in a location where it may be viewed by unauthorized individuals

A breach of confidentiality may be grounds for staff to be disciplined and/or terminated.

CONFLICT OF INTEREST

Financial Interest

A staff member will be considered to have a potential conflict of interest where the employee, or a family member (including, ‘spouse’ as defined in the Family Law Act) has a direct or indirect financial interest in a matter involving ABC Childcare Centre and where the staff could influence, or appear to be able to influence, any decision on that matter by ABC Childcare Centre.  An indirect financial interest includes funding or program matters affecting a member of the ABC Childcare Centre staff, or a member of their family as defined above.  A potential conflict exists where the staff person could directly influence a decision made in the course of discharging their duties, and also where they could indirectly influence a decision through exerting personal influence over the decision-maker(s).

Interests in Common

A conflict of interest does not exist if the interest is one that is shared in common and generally to the same degree by many other members of the community or by most ABC Childcare Centre staff.  In the case where discussions are related to employee compensation, the Supervisor may make presentations to the Board, although it is recognized that the Supervisor may have direct financial interest in a matter.

Family and Personal Interest

If a potential conflict exists because of an employee’s personal or family interest in a matter, the staff person must advise the Supervisor, and in the case of the Supervisor, the Board, and it shall be done in writing. A copy of every conflict declaration shall be placed in the personnel file.

Abuse of Position

Staff must not use their position with ABC Childcare Centre, or their connection to ABC Childcare Centre for personal benefit.  In particular, no procedure or system shall be altered or manipulated to provide an advantage for Board members, staff, family or colleagues.  Similarly, no personal benefit is to be taken from the use of confidential information.

Selling to ABC Childcare Centre

Staff members shall not sell goods, material or services to ABC Childcare Centre.  An exception may be made, with approval of the Supervisor and/or the Board, to secure services from an employee outside their regular hours of employment in an area unrelated to their regular employment, on a fee for service basis.  Any such arrangements shall meet the test of being available on an equal basis to others, and the amount of compensation shall be modest, appropriate to the circumstances, and below the cost of such services in the market.  Special arrangements shall also be permitted in the case of fundraising activities on behalf of the Centre.

Taking Another Job or Volunteer Responsibility

Staff members should not engage in private employment or render services for any person or corporation which has or may have business dealings with ABC Childcare Centre without written consent.  Where an employee is or becomes involved in such private employment, the Supervisor must be informed.  The Supervisor can then either allow the employee to continue with the activities in question, subject to specified terms and conditions, or prohibit any further involvement.  In the case of the Supervisor, the Board must be informed and they will then either allow the Supervisor to continue with the activities in question, subject to specified terms and conditions, or prohibit any further involvement.

Staff may accept directorships or other volunteer responsibilities with other organizations.  This extends to other agencies on the basis that (a) such responsibilities are disclosed (in the case of staff, to the Supervisor, and in the case of the Supervisor to the Board, both of whom shall maintain a record thereof); (b) they shall exempt themselves from all discussions and decisions concerning the relevant agency; and (c) in the case of all staff, the interest of ABC Childcare Centre shall continue to receive full commitment and attention, and rank in priority over those of the other agency.

Impartiality

Staff members should recognize that they are seen to exert influence on ABC Childcare Centre funding and fundraising decisions and practices, and to have positions where impartiality and trust is required. When an employee wishes to exercise their rights as a citizen to comment upon a decision by the Centre or a community or governmental body, their intentions and appropriate measures to protect the integrity and reputation of the Centre shall be discussed first with the Supervisor.

Where the employee in question is the Supervisor, the above paragraph shall be deemed to require prior consultation with the Board.

Exceptions

The Supervisor may determine that the potential for conflict of interest is not substantial and may direct the employee to continue to carry out their duties.  The Supervisor may also make arrangements respecting a class of potential conflicts of interest, to avoid the necessity of individual declarations of conflict. (In the case of the Supervisor, the Board shall make these arrangements). For example, if a staff member participates in a Board of Directors of another agency not in direct competition with ABC Childcare Centre, this may be deemed permissible.

GRIEVANCES

The Supervisor is responsible for the day-to-day functioning of the Centre and supervision of the employees. In the absence of the Supervisor, the Assistant Supervisor is responsible, if both should be absent, such responsibility falls to the next most senior ECE staff present at the Centre. It is expected that employees will discuss any matter concerning their employment with the Supervisor. However, in any situation where an employee feels that the Supervisor has acted unjustly or unfairly with respect to them, the employee will have the right to present their viewpoint either orally or in writing to the Board for resolution. The Board will undertake any further inquiry it considers appropriate and will reply either orally or in writing to the employee.

DISCIPLINE

Discipline is defined as any action by the Centre which results a verbal or written warning, suspension or discharge of the employee. An employee will only be disciplined or terminated for just cause.

DISCRIMINATION AND SEXUAL HARASSMENT

ABC Childcare Centre is committed to providing a work environment which is free of harassment and supportive of the self-esteem and dignity of every person within the Centre.

ABC Childcare Centre’s intent is to ensure there is a climate of understanding, co-operation and mutual respect. To be successful in this objective, it is incumbent upon all members of the Centre not to condone or tolerate behaviour which constitutes harassment. ABC Childcare Centre will provide for a fair and prompt investigation of any complaint or concern without fear of reprisal, as long as the complaint is not found to be frivolous or vexatious.

Scope

This policy applies to complaints of harassment that involve employees or volunteers of ABC Childcare Centre.  This policy covers complaints of harassment and sexual harassment in the workplace, as defined below. As the Centre employs minors in volunteer roles, express reference is made to the fact that this policy will also apply to minors. A minor or a minor's parent or guardian may file a complaint(s) in accordance with this policy. In such an event, the complaint shall be reported to the Executive Director, who will review the necessity for reporting the complaint to the child welfare authorities or police of the jurisdiction within which the complaint arises.

DEFINITIONS

Harassment

Harassment comprises any unwelcome or objectionable, physical, visual or verbal conduct, comment or display, whether intended or unintended, that is insulting, humiliating or degrading to another person, or creates an intimidating, hostile or offensive environment and/or is on the basis of race, ethnicity, language, financial ability, religion, gender or sexual orientation, disability or age, or any other kind of discrimination which is prohibited by particular provincial/territorial legislation:

· made by an employee, volunteer, client or supplier of the Centre

· directed at and offensive to any other employee, volunteer, client or supplier of ABC Childcare Centre, or any other individual or group

· that the person knew or reasonably ought to have known would be offensive (e.g., unintended)

Examples of harassment include, but are not limited to:

· threats made or perceived, that are malicious, vexatious or based on any of the prohibited grounds under Human Rights legislation

· derogatory written or verbal communication or gestures (e.g. name-calling, slurs, taunting pictures or posters, bullying, graffiti), that are malicious, vexatious or that relate to any of the prohibited grounds under Human Rights legislation

· application of stereotypes or generalizations based on any of the prohibited grounds under the legislation

Sexual Harassment

Sexual harassment means any unwelcome conduct, comment, gesture or contact of a sexual nature, whether on a one-time basis or in a continuous series of incidents that:

· might reasonably be expected to cause offence, embarrassment or humiliation

· might reasonably be expected to be perceived as placing a condition of a sexual nature on employment, services, or on any opportunity for training or advancement

Examples of sexual harassment include, but are not limited to:

· remarks, jokes, innuendoes or other comments regarding someone’s body, appearance, physical or sexual characteristics or clothing

· displaying of sexually offensive or derogatory pictures, cartoons or other material

· persistent unwelcome or uninvited invitations or requests

· unwelcome questions or sharing of information regarding a person’s sexuality, sexual activity or sexual orientation

· conduct or comments intended to create, or having the effect of, creating an intimidating, hostile or offensive environment

Bullying

Bullying is an offensive, cruel, intimidating, insulting or humiliating behaviour which includes physical violence or the threat of physical violence. It can be physical or verbal, direct or indirect such as gossip. Bullying is considered harassment in general, unless there is physical contact or a threat of violence, where it is considered violence. Bullying is ill treatment which is not addressed under Human Rights legislation or criminal codes.

Workplace

For the purposes of this policy, workplace includes any location in which employees and/or volunteers are engaged in ABC Childcare Centre business activities necessary to perform their assignments. This includes, but is not limited to, ABC Childcare Centre buildings, employee/ volunteer parking lots; employee/volunteer organized social events, field locations, and during business related travel.

Abuse of Power
Abuse of power happens whenever ABC Childcare Centre staff/volunteer abuses or misuses their power and discretion for personal benefit, or in benefit of another person.

Abuse of power, for the purposes of this policy, includes situations involving a minor, situations that involve a reporting relationship, or any situation that includes an accusation from a client against an employee or volunteer who is providing a service upon which the client depends. Incidents that involve an abuse of power are considered by ABC Childcare Centre as being, generally, of a more serious nature than peer-to-peer situations.

Mediator

A mediator is an impartial, neutral party, without decision-making powers, whom both parties accept. The mediator could be any internal or external party with effective interpersonal skills that has an interest in facilitating resolution. The goal of mediation is to assist both parties to reach a mutually beneficial agreement.

Investigator

The investigator is utilized where mediation is not appropriate or fails. An investigator must be a well-trained individual who is able to conduct a formal process with clear documentation. An investigator will not have a reporting line or personal relationship/connection with either the complainant or alleged harasser.  To the best of ABC Childcare Centre’s ability, we will endeavor to seek an investigator outside of the organization, possibly accessing pro bono services through a consulting service.

POLICY APPLICATION

Prevention

Prevention is always the first line of defense against occurrences of harassment.

All employees and volunteers are reminded of their obligation to follow the ABC Childcare Centre’s Code of Conduct and to adhere to policies and procedures aimed at ensuring a positive work environment and the highest level of care for clients. Beyond this, there is a duty upon all to prevent harassment by discouraging inappropriate activities and by reporting incidents in accordance with this policy.

Rights
Everyone has the right to:

· an environment that is free from harassment

· file a complaint when the environment is not free from harassment

· be informed of complaints made against them

· obtain an investigation of the complaint without fear of embarrassment or reprisal,

· have a fair hearing

· be kept informed throughout the process and of remedial action taken

· a fair appeal process for both the respondent and complainant

· confidentiality to the degree possible under the circumstances

· representation by a third party

Obligations

The people in an organization have the responsibility to ensure the safety and health of all those who come in contact with the Centre, whether that contact is as clients, volunteers, employees or suppliers.

Organizations are obligated legally to take all complaints seriously by:

· using due diligence, which is the obligation to take reasonable measures to provide appropriate service

· being very familiar with the harassment policy and following it closely

· following the process without bias

· documenting all information from the first disclosure to the final resolution

· recording only relevant facts without emotionality

· signing and dating all documents

· using common sense

Employees and Volunteers Responsibilities
· all employees and volunteers are responsible for contributing to a positive work environment and for identifying and discouraging comments or activities that are contrary to this policy; this includes:

· advising people or the alleged harasser that their behaviour is unwelcomed

· where a situation occurs, or where an employee or volunteer believes a situation has occurred, they are obligated to report it to their Supervisor/manager

· if a situation occurs which involves their Supervisor/manager, or if their Supervisor/manager does not intervene appropriately, the employees/volunteers may report the situation to the Board

· if the situation involves the Supervisor, the employee is encouraged to report the circumstances to any Board member

Supervisor Responsibilities
· Supervisors are expected to eliminate all aspects of the work environment that are not in keeping with this policy, whether or not a complaint has been made; Supervisors are obligated to implement this policy, under the direction of the Board

Process

Situations where there has been an accusation of harassment are extremely sensitive and often complex. At all times, the emotional and physical safety of the complainant is paramount, and this may involve taking steps that are not outlined herein. In general, however, the following process should be taken:

Complaint Received → Mediate and/or Investigate → Action → Appeal

Complaint

In order to make an official complaint, a complainant should advise their Supervisor or the Board.  Any individual who receives any complaint against an employee or volunteer must refer it to the Supervisor or Board. From here, there are the following possible actions:

· No Action: the behaviour is not found to be harassment, and the complainant agrees

· Resolve: if the harassment is subtle or mild and the complainant agrees, the complaint is resolved informally with the assistance of the Supervisor and/or Board

· Refer: if the complaint represents moderate or severe harassment or if the incident involves an abuse of power, then the applicable member and the Board are to be notified and the complaint is referred to mediation, investigation or, in extreme circumstances, the police

· Mediate: the alleged harasser will be advised of the complaint, if this has not already happened; a mediator will be chosen and confirmed by the Board, and confirmed provided the parties to the complaint agree; in the case where there is no agreement, alternative names will be considered; mediation takes place and the situation is resolved to the satisfaction of both parties; if no agreement for either a name or process is secured, then the case is referred to investigation

· Investigate: where, for whatever reason, the complaint remains unresolved, then the Board will chose an appropriate investigator

The investigator will conduct a thorough and unbiased investigation and provide a written report, including recommendations for action, to the Board.  The Board will make a decision as to the appropriate action.

· Action: When considering the appropriate action, the Board will consider the evidence, the nature of the harassment, whether physical contact was involved, whether the situation was isolated, and whether there was an abuse of power. Actions may include:

· verbal or written apologies

· a letter of reprimand or suspension

· a referral to counselling

· sensitivity training

· demotion 

· termination of employment and/or volunteer activity

· referral to police or other legal authorities

· other appropriate sanctions

Appeal 

Either the complainant or alleged harasser may, within thirty (30) days of being notified of the action, submit an appeal, in writing, to the Board of Directors. In the event that the Board determines that further investigation is required, any additional findings shall be disclosed to the parties, who will be provided with an opportunity to respond. The Board will then review the record and determine whether or not a violation of the policy has occurred.

Confidentiality

· complaints of harassment will be received and investigated in a confidential manner in accordance with the procedures, including prescribing corrective action; information that must be shared will be disclosed on a ‘need-to-know’ basis

· any allegation or complaint of discrimination, harassment or sexual harassment will be considered personal information ‘supplied in confidence’; the name of the complainant or the circumstances of the complaint will not be disclosed to any person except where disclosure is necessary for the purpose of investigating the complaint; the substance of investigative reports and the substance of meetings held by those in authority regardless of whether it is substantiated, will be protected from disclosure to third parties, except where required for legal reasons

· strict confidentiality cannot be guaranteed to anyone who wants to make a complaint of harassment; if a complaint goes through an investigation, the respondent and other people involved will have to learn about the complaint; the complainant can be assured that only people who ‘need-to-know’ will be told of the complaint

· no investigation information is to be kept on the employee/volunteer’s personnel file with the exception of official disciplinary/termination papers; similar to problem resolution cases, harassment investigation information should be kept indefinitely in a separate file; proven allegations of harassment or sexual harassment, including disciplinary action taken shall be documented and form part of the employee/volunteer’s permanent record

Disciplinary Action

Harassment by an employee or volunteer is a serious offence. If an accusation is substantiated, the harasser will be subject to immediate disciplinary action, up to and including dismissal. Intentionally accusing someone of harassment, known to be false, is a serious offence and is subject to disciplinary action. ABC Childcare Centre reserves the right to discipline those whose complaints are frivolous or vexatious. 

Any interference with the conduct of an investigation, or retaliation against a complainant, respondent or witness, may itself result in disciplinary action. Criteria in determining level of disciplinary action shall be based on fact scenario and will take into account harm to the individual, harm to ABC Childcare Centre and its reputation, and whether or not there was an unequal power relationship.

Where the conduct involves, or may involve, criminal activity, the Centre reserves the right to refer to a Police authority who may decide to invoke criminal charges.

Human Rights Commission

Nothing in this policy shall be deemed to limit the right of an employee or volunteer to seek assistance from Ontario’s Human Rights Commission.

USE OF ABC CHILDCARE CENTRE’S PROPERTY

Staff members shall not use, for personal reasons, property of ABC Childcare Centre unless prior approval is secured from the Board. This property includes any assets or material donated for its use, including computers.  

No staff member shall make financial gain from the use or sale of ABC Childcare Centre’s computer programs, technological information, data, analysis, marketing information, or any other proprietary or patentable items, either while a staff member or thereafter.  All such property is and remains the exclusive property of ABC Childcare Centre.

DRESS CODE

Employees are expected to be neat and clean, and to dress in a fashion appropriate for work with young children. If an employee does not know whether particular attire is appropriate, they must consult with the Supervisor before wearing the attire to work.

OCCUPATIONAL HEALTH AND SAFETY

ABC Childcare Centre commits to ensuring a safe working environment. The agency will comply with all government legislation regarding occupational health and safety issues. 

The issue of safety requires co-operation, so all employees must follow ABC Childcare Centre’s safety policy.  We actively encourage “safety consciousness” expecting everyone to be cautious in the workplace, and to immediately alert the Centre’s Supervisors of any safety hazards or injuries.  Employees who deliberately violate health and safety issues will be counseled and/or face disciplinary action.  

All employees are to:

Be aware of physical safety:
· blocked fire exits or extinguishers
· blocked walkways
· slippery floors or spills
· worn or buckled areas of carpet or other flooring
· frayed electrical wires
· poorly lit areas and burnt-out light bulbs
Be aware of psychological safety:

· we will treat colleagues and customers with respect regardless of ethnicity, religion, gender, age, appearance or sexual orientation
· we will not tolerate unwanted jokes, pictures or approaches of a sexual or otherwise      offensive nature
· we will not tolerate intimidation, bullying or verbal abuse
· we will not tolerate hurtful gossip or other behaviour that puts another down
· we will not harbour issues or resentments without discussing and resolving, or getting assistance to do so
Follow general safety rules:

· follow all safety procedures for the job
· do not use any equipment that you are not trained to use

· make sure trash is deposited in the bin or recycling container

· keep walkways, doorways, fire exits, fire extinguishers, or fire sprinklers unblocked

· keep workstations clean

· clean up any messes or spills immediately – if necessary let others know or leave a sign if floors are wet

· report any hazards or injuries to the immediate Supervisor

· keep doors locked if working alone after hours or on weekends

Employees are encouraged to use additional precautions appropriate for other specific situations.

An ABC Childcare Centre Accident/Incident investigation form shall be completed within 24 hours of any accident or incident.

TERMINATION OF CONTRACTS OF EMPLOYMENT

An employee who wishes to terminate a contract of employment will do so in writing and provide as much advance notice as is possible, preferably no less than one month’s notice. Such notice will be provided to the Board.

The Board may terminate an employee’s contract of employment with proper notification of termination or for just cause as set out in the Employment Standards Act.

Grounds for Immediate Dismissal or Suspension 

ABC Childcare Centre may immediately dismiss, suspend or put an employee on probation for serious breaches of trust or serious incidents of misconduct.  Serious breaches of trust and serious incidents of misconduct include but are not exclusively restricted to the following:

· theft of the employer’s property

· falsification of records

· falsification of employment application information

· conduct containing elements of criminal behaviour

· violence

· conflict of interest situations wherein the employee uses her/his position, or ABC Childcare Centre’s name, goods or services, for personal gain, without the knowledge of the employer

· inappropriate and/or unprofessional conduct with a client, staff member, Board member or volunteer

If it is necessary in the opinion of the Board to reduce the size of the Centre through restructuring, one or more employees may be laid off during the term of their contract of employment. The Board will endeavour to give as much notice of a layoff as possible to all affected employees. Notice with pay will be granted as defined by the Employment Standards Act. The reduction in an employee’s hours of work will be deemed a layoff.

APPENDIX: POLICIES, PROCEDURES AND FORMS

CONFIDENTIALITY AGREEMENT

FOR GOOD AND VALUABLE CONSIDERATION, the receipt and sufficiency of which is hereby acknowledged, I,                                       
     of the town of                                , Ontario, hereby acknowledge and agree to the following:

1.
CONFIDENTIALITY
I acknowledge that, in the course of my employment or volunteer activities with ABC Childcare Centre I will be exposed to confidential information.

I acknowledge that I have no present or future right, title or interest in any records and/or confidential information relating to ABC Childcare Centre, its employees or clients.

During my involvement with ABC Childcare Centre and without limit at any time following the termination of my involvement for whatever reason, including my resignation or the termination of my involvement with or without cause, I agree that I will not divulge or communicate to any person (other than with the instructions or with the approval of ABC Childcare Centre any of the records or confidential information of the Centre which I may obtain during the course of my involvement either for my own benefit or for the benefit of others.

I agree that I shall take appropriate steps to safeguard ABC Childcare Centre confidential 
information.  Such steps include but are not limited to ensuring that documents containing 
confidential information are not left unattended at any time and will be properly secured 
when not being used.


I agree that the unauthorized use or disclosure of any records or confidential information 
during the course of my involvement with ABC Childcare Centre will constitute just 
cause for immediate termination from my activities with the Centre.


Upon the termination of my activities and involvement for whatever reason, including my 
resignation or the termination of my involvement with or without cause, I agree to 
immediately deliver to ABC Childcare Centre any records, confidential information 
and/or any other property belonging to ABC Childcare Centre.


I acknowledge that in addition to any and all rights of ABC Childcare Centre, it shall be 
entitled to injunctive relief in order to protect the rights and property of the Centre.

2.
REASONABLENESS

I confirm that the above restrictions and covenants are reasonable and valid and are 
reasonably required for the protection of ABC Childcare Centre and its goodwill, and that 
my agreement to same by my execution of this agreement are of the essence to this 
agreement and constitute a material inducement to ABC Childcare Centre to continue my 
involvement, that in the event of my violation of any of the covenants contained in this 
agreement, an injunction or other like remedy shall be the only effective method to 
protect the rights and property of ABC Childcare Centre as set out above and that an 
interim injunction may be granted immediately on the commencement of any suit. 



I acknowledge that (i) I have read this agreement and understand my obligations 
hereunder, (ii) I have been given an opportunity to obtain legal advice about the 
agreement and my obligations, and (iii) this agreement shall be governed by the laws of 
Ontario.


Dated at _________________ this  

  day of  

,  20XX.


                                                           

_____________________________


Signature




   
Witness Signature


_____________________________

_____________________________


Name (please print)




Witness Name (please print)

VULNERABLE SECTOR SCREENING PROGRAM – POLICE REFERENCE CHECK POLICY

Date Effective:
_________________________

As required under provincial law, and in the interest of hiring staff and recruiting volunteers with the personal and professional qualifications essential to ensuring quality child care, ABC Childcare Centre will include a Vulnerable Sector Screening Program – Police Reference Check as part of the hiring/recruiting process for all positions within the Centre. This information will be acquired only for candidates to whom a conditional offer of employment/volunteering has been made.

Purpose

The Ministry of Community and Social Services’ guidelines state:
‘...police reference checking is a precautionary measure designed to ascertain whether certain groups of employees...have a record of criminal convictions which would make them unsuitable for positions of trust (i.e. sexual assault, drug trafficking). Such checks assist the Ministry in attempting to ensure the safety and well-being of those for whom it has the responsibility to provide or ensure proper care.’

Effective March 1, 1995, a police reference check must be a condition for all new employees and volunteers, prior to their appointment.

Positions Affected
· all full-time and part-time staff;

· volunteers, if any, who might be left alone with the children at any time

Any employees or volunteers who were hired before March 1, 1995, however, are not required to supply a police reference check.

· volunteers, staff and/or students under 18 years of age are required to provide two positive reference letters from persons over 18 years of age, and will not be left alone with children at any time, and cannot accompany children to the washroom without a staff member in attendance

Procedures

· all candidates will be advised of the requirement of the police reference check during the interview; then, if a conditional offer is made, the successful candidate will sign a form consenting to the police reference check; ABC Childcare Centre will supply the necessary forms and will submit them to the Police

· the successful applicant or volunteer is responsible for the cost of securing the police reference check, however, ABC Childcare Centre may decide to cover the costs 

· any information obtained from the candidate or the Police shall be restricted to the Hiring Committee (the Vice-President and the Supervisor, not the staff member)

· the police reference check shall consist of a check through the Canadian Police Information Computer System to secure information regarding: criminal convictions,  outstanding charges before the courts, probation information (including peace bonds, restraining orders and reporting conditions), any prohibitions (including firearms, driving, hunting and boat), federal and provincial parole information, and information relating to whether the candidate is suspected of committing a criminal offence or are involved in a serious criminal investigation; (if, in the future, there is any position where children will be passengers in a vehicle driven by the employee/volunteer, a driving record check will also be required) (Note: this is not an exhaustive list and the Service may have access to other information through its database searches)

· the candidate may start to work before a police reference check response is received but it will be made clear on the contract that their position is conditional on a negative police reference check

· in the case of a positive police reference check, the position may be withdrawn (and the employee/volunteer may be required to cease work, if applicable) until a final decision of the Hiring Committee is made

· in addition to the above categories of records, Service databases would also document contacts that the candidate has had, if any, with the Service under the Mental Health Act; specifically there are provisions under the Mental Health Act according to which police officers may apprehend a person and take them to the hospital for assessment by a medical professional; when police apprehend someone under the Mental Health Act, this is noted in a police database; the service does not, however, disclose contact, if any, that the candidate has had with the Service pursuant to the Mental Health Act as part of the Vulnerable Sector Screening Program -- Police Reference Check unless the agency with whom the candidate is seeking employment or a volunteer position specifically requests such information and certifies to the Service that the information is required by the agency to properly complete its evaluation of the candidate’s suitability for the position.

Procedure for a Positive Police Reference Check

In the event of a positive police reference check, the candidate will be provided with the Police response and may be asked for written particulars surrounding the charges/convictions listed. He/she will be given an opportunity to meet with the Hiring Committee to discuss the results of the check. 

The Hiring Committee will review the offence(s), taking into consideration:

· the nature of the offence(s)

· sentencing received

· the length of time since the offences were committed

· the candidate’s employment record, qualifications and references

· any rehabilitative efforts made

· whether a pardon has been requested

· the specific duties and responsibilities associated with the position applied for and the relevance of the particular conviction to the position

· the risk posed to the Centre and the children if the candidate were hired

A decision will be made based on the Committee’s assessment. 

The Committee will document its discussion and the reasons for its decision. 

The applicant will be advised verbally and in writing of the Committee’s decision.

Documentation

All information obtained through a police reference check is confidential. Only the Hiring Committee (Supervisor and Vice-President, not the staff member) will have access to this information.
The Supervisor will note in the employee’s file the date of the police reference check and the date the check was accepted by the Hiring Committee. Any other documentation, including that of the Committee’s discussion, will be kept in a secured file.

If a candidate is not suitable for employment/volunteering, all information regarding the police reference check will be kept in a closed file.

BEHAVIOUR GUIDANCE POLICY

Date Effective:
_________________________

TO BE REVIEWED WITH EACH STAFF MEMBER UPON HIRING AND AT EACH SUBSEQUENT PERFORMANCE REVIEW MEETING

No form of corporal punishment will be allowed at any time, including hitting, spanking, pushing, shaking, pinching, biting, grabbing and slapping.

A child must not be humiliated either physically or verbally through sarcasm, taunting, teasing or degradation.

A child must not be confined or locked in any room. A child must not be placed in a room alone.

A child must not be deprived of basic needs for food, clothing, shelter or bedding. Food must not be used as punishment or threat at lunch or snack. Access to liquids (water, juice, etc.) must always be available to the child.

A child must not be punished or reprimanded in any way for failing to use the toilet.

A child must not be punished in any way for not falling asleep at rest time.

Any adult who observes mistreatment of any child must contact the Supervisor of the Centre immediately. This is a legal responsibility.

The Supervisor will observe staff behaviour guidance practices on a quarterly basis. A written record of the quarterly observations will be kept on file.

___________________________________

_____________________________

(Employee Signature)




(Date)

EMPLOYEES WITH CHILD(REN) REGISTERED IN THE CENTRE 

Date Effective:
_________________________

The Board of Directors welcomes staff to register their child(ren) at the Centre, and will be supportive of their decision to do so.

The fees for staff members will be reduced by ______ for the time period the child(ren) is enrolled in the Centre.

Staff members, however, are not permitted to work in the same room as their child(ren) (when possible).

The staff’s first priority during working hours must be for the children in their care.  Any visiting of their own child(ren) must be during break times, and must be arranged with their child(ren)’s teacher(s) to minimize disruption.

The staff will be treated as any other parent, and is expected to adhere to all policies as set out in the Parent Handbook.

They will be expected to build and maintain two separate relationships with the staff of their child(ren): staff - staff and parent - staff.  All staff must be consistent and clear in maintaining these relationships.

Any concerns or problems must be discussed promptly in a caring, open and professional manner.  The staff member’s Supervisor must be consulted and informed of any problems that cannot be resolved.  

There will be an initial probationary period of ______ months.  During this time the staff member will meet with her/his supervisor at least once monthly to review progress or concerns.

If any problems occur during the probationary period, or during the school year, which cannot be resolved, notice will be given for the withdrawal of the child(ren).

WORKPLACE HAZARDOUS MATERIALS INFORMATION SYSTEMS (WHMIS) POLICY

Date Effective:
_________________________

ABC Childcare Centre’s employees use a variety of materials while conducting the day-to-day operations. The Workplace Hazardous Materials Information System (WHMIS) is a national system designed and legislated to ensure employees are informed about hazardous materials to minimize or eliminate risks and protect employee health.

Policy

· To reduce the risk of a chemical exposure employees are expected to comply with WHMIS Legislation and therefore be familiar with labeling and Material Safety Data Sheets (MSDS) of controlled products used in the workplace.

· All employees working in close proximity of controlled products will receive WHMIS training. New employees who will be working with controlled products must take WHMIS training before working with the controlled products.
· The Human Resources Chair/Committee will coordinate and document WHMIS training.
· All controlled products at the Centre will have a supplier or workplace label or placard.
· The Supervisor will ensure the MSDS is obtained from the supplier when receiving a controlled product. 
· The Supervisor will ensure that MSDS are filed where they will be readily accessible to employees. MSDS must be updated every three years.
· The Supervisor will ensure that MSDS are available and posted near where controlled products are used.
· Managers will ensure that employees are notified if a controlled product is to be used in an open area or where fumes may migrate.
· Employees will immediately report any concerns regarding the WHMIS program to the Supervisor. 
I, ___________________________ have read and understood the above policy, and agree to abide by it.

_________________________________


______________________________

Signature






Date

PERFORMANCE ASSESSMENT FORM

Employee:
_______________________
Position:
_________________________

Supervisor’s Name:
_______________________________________

Date of Review:
_______________________________________

Performance Appraisal
Check One

3 month 

(Probationary Period)


Annual 

(Indicate the Timeframe of the Review)


Other 

(Indicate the Timeframe of the Review)


ABC Childcare Centre’s vision is to be the trusted leader in mobilizing resources and building a better community. In order to accomplish this vision, each employee must contribute at their highest potential and must demonstrate the value of being accountable, building community capacity, taking collective action, being stakeholder and community focused and demonstrating integrity.

The Performance Management Process is an ongoing process that gives you and your Supervisor the opportunity to establish your performance goals, agree on a career development plan and to formally review your progress. The key phases to the Performance Management Process are:

· Performance Review: documentation of results of performance goals, evaluation of competencies and demonstration of ABC Childcare Centre values.

· Performance Goals: setting goals for the upcoming year, including at least one development goal.

Performance Assessment

This section provides a formal documented assessment detailing your performance. The formal assessment will include a review of your pre-established Performance Goals, an evaluation focusing on the competencies necessary to do your job, while demonstrating the Centre’s values, and a review of your Goal results. These competencies will be rated using a scale of:

SE: 
Significantly Exceeds

E:
Exceeds Expectations

ME:
Meets Expectations

NI:
Needs Improvement

U:
Unsatisfactory

Part A: Competencies

Competencies (Select 6-8)
Evaluation
Comments

































Values/Missions: Demonstrates ABC Childcare Centre’s values in behaviour within internal and external stakeholders.



Part B: Core Job Responsibilities

Core Job Responsibilities: Comment on the extent to which expectations were met in performing these essential job functions.
Evaluation
Comments

























Part C: Performance Against Goals

Performance Against Goals: Write a concise description of each of the key goals during the performance period; include Financial Outcome goals, Business/Process Improvement and Development Goals.
Evaluation
Comments

























Overall Goals: Describe the overall performance based on core job responsibilities, achievement of goals and competency application; indicate the overall rating given to the employee.



Part D: Achievements

Achievement
Evaluation
Comments

















Part E: Training and Development (Organizational)

Training and Development
Evaluation
Comments

















Part F: Training and Development (Individual)

Training and Development
Evaluation
Comments

















Part G: Employee Comments



Part H: Supervisor Comments



By signing below, I agree that this Performance Appraisal was reviewed and discussed with me.

__________________________________

_____________________________

Employee Signature





Date

__________________________________

_____________________________

Supervisor Signature





Date

__________________________________

_____________________________

President of the Board Signature



Date

LEAVE REQUEST/ABSENCE NOTICE

I, 





 request a leave of absence from _________________ to ______________________________.

REASON:
Lieu Time




 

Sick
 



Vacation






L.O.A. 



STAT Holidays 





Other 




________________________________


________________________________

Employee Signature





Date

_______________________________


________________________________

Supervisor Signature 




Date of Approval

EMERGENCY INFORMATION FORM

Employee Information:
Name:
Address:



Social Insurance Number (SIN):
Telephone Number:



Physician’s Name and Address:
Physician’s Telephone Number:



Emergency ABC Childcare Centre:

In the event of an emergency, I, authorize ABC Childcare Centre to contact the following person(s):

Name:
Home Telephone Number:



Address:
Work Telephone Number:



Relationship to Employee:
Other Method of Contact:



Name:
Home Telephone Number:



Address:
Work Telephone Number:



Relationship to Employee:
Other Method of Contact:



__________________________
   ___________________________
_______________

Employee Name


   Employee Signature


Date






ACCIDENT/INCIDENT REPORTING FORM

Name of Injured:


Date of  Accident/Incident:

Telephone Number:


Location:



Address of Injured:

 

Description of Accident/Incident: (include exact location, probable cause, conditions of surface i.e. wet/dry, ice/snow, type of shoes worn, etc.)


Extent of Injury:



Medical Attention Provided?


Hospitalization? (if yes, when)

Witnesses? (provide names and contact information)



Recommendations (any ideas to prevent reoccurrence?)



Reported By:


Position:

Date Reported:


Signature:
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