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Policy Statements:
The ESCC outlines specific conditions of employment that apply to all paid staff, regardless of classification.


Staff Code of Ethics and Conduct

All ESCC paid staff shall sign, recognize and follow the Code of Ethics as set out in Appendix A.


Hours of Work

The Executive Director shall set her/his hours of work in accordance with the obligations established in her/his contract. The Executive Director's hours will vary from week to week due to the number of evening and weekend meetings required.


The Executive Director shall set the regular hours of all employees.


Fulltime employees are normally expected to work 37.5 hours per week. 

Unpaid lunch breaks are one hour in length unless determined otherwise by mutual agreement between the employee and the Executive Director

Breaks may not be combined, nor may they be taken at the beginning or end of the workday and shall be lost if not taken on the day earned.

Overtime

All employees are to sign an Overtime Agreement as a condition of employment. Wherever possible, the practice of working overtime should be avoided and overtime must be pre-approved by a supervisor. Where overtime is worked, straight time will be taken in lieu. Scheduling of lieu time is at the Executive Director’s discretion and is based on timing convenient to the office operation.

The Executive Director is not entitled to overtime. Recognizing that it is not always possible to limit work to 7.5 hours per day, the Executive Director will endeavour to work an average of 7.5 hours per day over a month’s duration. In the case of exceptional circumstances requiring extensive overtime (which has been pre-approved by the Executive and Finance Committee of the Board), it is the Executive Director’s responsibility to raise the issue with the Co-Chairs.

No more than five (5) days of overtime can be accumulated without prior authorization of the direct supervisor.

Days in lieu must be taken within sixty days of accumulation unless the employee’s direct supervisor authorizes carry-over.

Except as noted below, overtime is all hours worked in excess of:

a. 7.5 hours a day, and/or

b. 37.5 hours a week.

Overtime is defined as at least one full hour of work completed beyond the regularly scheduled workday, and is claimed in fifteen-minute segments. Staff should not have to work an excessive amount of overtime. Overtime needs should be planned with consideration for the impact on employees and the limits set out in the employment legislation of the Province of Alberta.

Overtime hours are to be calculated both on a daily and on a weekly basis. 
Flexible Time

In situations where work is necessary outside an employee’s normal working schedule, the employee is expected to work the hours to accomplish the goals of their position. In such situations, the employee shall adjust (as approved by their supervisor) their normal workweek and / or workday to meet these situations.
Employee Classification

Permanent Full Time 

a. Work week 37.5 hours

Part Time

a. Work week – less than 20 hours per week on a permanent year-round basis. 

b. Paid on an hourly basis for hours worked.

 Term position

a. Work week – as defined by project needs.

Staff Conflict of Interest
Notwithstanding current legislation and this policy, the interests of the organization supersede those of staff.

Beginning with the interview process, and continuing throughout the employment period, any conflicts of interest shall be disclosed. 


Staff Confidentiality

In the course of work, employees may have access to confidential information. It is the employee’s responsibility that this information is in no way revealed or divulged except to those within the ESCC who require access to the information. 

No information regarding staff members, volunteers or groups with whom the ESCC is working is to be disclosed to anyone outside the ESCC without prior written approval from the employee’s supervisor or the individual or group member in question.

Any proven contravention of confidentiality will result in disciplinary action and/or immediate termination.

Dress Code

Employees are expected to dress in attire appropriate for the business at hand at all times. 

Voting Time Off

The ESCC complies with the Canada Elections Act, which states that employees are entitled to have three consecutive hours to vote at the convenience of the employer. 
Maternity and Paternal Leave

Maternity leave will be granted to an employee in accordance with the provisions of the Employment Standards Act. 
Written notice of intent to take maternity leave of absence shall be forwarded to the direct supervisor at least thirty days before the commencement of such leave. A medical leave certificate specifying the anticipated date of leave of the employee shall accompany such written notice.
Salary Grid/ranges

The ESCC maintains salary grids for all classified positions.  Salary grids are reviewed as a component of the development of the annual budget and approval of the budget by the Board of Directors will include the approval of any cost of living increases to the salary grids that are provided in the budget.

The ESCC is committed to providing its personnel with appropriate compensation.  The ESCC will periodically conduct a survey, (at least once every three years) of other employers in the non-profit sector who employ persons with similar qualifications and with similar responsibilities.  This information will influence the budget preparations.  The ESCC is committed to maintaining a competitive position within the non-profit sector with regard to the terms and conditions of employment that it may offer.

Increments

Review of the performance of employees and the application of wage increments to adequately compensate them is the responsibility of the Executive Director.  Any increments to the salary of the Executive Director are at the discretion of the Board of Directors.

Health Benefit Plan

The ESCC shall enroll in a Health Benefit Plan for its employees, once there are at least three employees. In order for a part-time employee to qualify for the Health Benefit Plan, he or she must work a minimum of twenty (20) hours per week and have completed his/her probationary period.  The Benefit Plan is supported by the ESCC in an amount that is established within each year’s annual budget. The cost of the benefits plan above this amount is borne by the employees covered by the plan. The group’s benefit plan structure may vary from year to year, dependent upon the ESCC’s ability to bear its portion of the costs of the plan. If an employee waives the right to participate in the benefit plan they forfeit the value of the health benefit plan from the employer. In the event there are less than three employees, the ESCC will compensate the employees for their subscription to a personal extended health plan (type A) through Alberta Blue Cross. Proof of enrollment in the health plan is necessary in order to qualify for reimbursement by ESCC.

Pension Plan

An employee who works a minimum of twenty (20) hours per week shall be given the option of participating in a pension plan whereby the employee contributes an amount equal to five (5) per cent of gross salary to the pension plan and the employer matches this contribution into the employee’s pension plan.  The option of participating in this pension plan shall be offered to an employee once their probation period is successfully completed.  If the employee declines to participate, he or she forfeits the five per cent matching funds from the employer.

Grievances/Dispute Resolution

a) An employee who has a dispute arising under these personnel policies shall first attempt to resolve the dispute through discussions with their immediate supervisor.

b) If the employee does not feel the dispute is satisfactorily resolved through discussion with their immediate supervisor, they may request a meeting with the Executive Director.

c) If the matter is resolved at this level, it is mutually acknowledged in writing, and no further action is required.

d) If the meeting with the Executive Director has failed to resolve the matter, the employee may apply in writing to the Co-chairs for the dispute to be heard by a committee consisting of the Executive Director and two members of the Executive Committee.

e) If the matter is resolved at this level, it is mutually acknowledged in writing, and no further action is required.

f) In the event that the dispute is not resolved by the above process, the employee may request and, at the discretion of the Board, may be provided with the opportunity for the dispute to be mediated by a professional mediator.  

In the event that the matter is referred to a professional mediator, the employee shall pay one third (1/3) and the employer shall pay two thirds (2/3) of the cost of the mediator


Discrimination

The ESCC agrees that there shall be no discrimination, interference, restriction or coercion exercised or practiced with respect to any employee in the matter of hiring, wage rates, training, up-grading, promotion, transfer, layoff, recall, discipline, classification, discharge or otherwise by reason or age, race, creed, colour, national origin, religion, political affiliation or activity, sexual orientation, gender, marital status, and physical handicap.
Harassment

The ESCC is committed to protecting its employees from harassment and discrimination while ensuring a healthy, happy and team orientated work environment. The ESCC is founded on the principles of understanding and mutual respect. 

The ESCC is a work place free from harassment and discrimination. Each person, including volunteers, is expected to treat people with dignity and respect.  Behavior and language must be professional and acceptable to a business setting. Activities and discussion are undertaken in an ethical and professional manner.   Conflict shall be resolved through a peaceful resolution process. Each person shall be honest and respectful, always working with the view of what is in the best interest of the organization.
Staff Code of Ethics and Conduct

The following standards are designed to help the ESCC establish and maintain a tradition of integrity and credibility with the public and within the organization. It is important that all employees understand and apply these standards in relation to their distinct responsibilities. In the context of this code, conflict of interest is defined as any direct or indirect involvement where an individual derives a personal benefit or any appearance of same.

This Code applies to all employees. The Code is organized into five categories, namely: Personal Codes, Service, Conflict of Interest, Confidentiality, Accountability.

Personal Codes:

· Comply with both the letter and the spirit of applicable federal, provincial, regional and local laws and regulations.

· When authorized, communicate ESCC internal and external decisions and positions in a truthful and accurate manner.

· Promote the ESCC, its services and its personnel (Volunteers and Staff), through actions and statements.

Service:

· Act always with fairness, honesty, integrity and openness; respect the opinions of others and treat all with equality and dignity without regard to gender, race, religion, creed, sexual orientation, national origin, age, physical and mental ability, marital status, or political opinion.

· Promote the mission and objectives of the ESCC in all dealings.

· Provide a positive and valued experience for those receiving service within and from outside the ESCC.

Conflict of Interest:

· Manage all matters solely for the benefit of the ESCC; disclose all potential conflicts of interest; neither solicit nor accept personal financial favours or gifts; do not be influenced in business dealings by either friendships or other personal associations.

· In the performance of duties, refrain from exploiting any relationship which would provide any personal or financial gains, and refuse to condone any such behaviour.

· In the context of this code, conflict of interest is defined as any direct or indirect involvement where an individual derives a personal benefit or any appearance of same.

Confidentiality:

· Respect the confidentiality of information gained as an employee including, but not limited to, all computer software and files, association business documents and printouts; and all employee, volunteer, membership, donor and supporter records.

Accountability:

· Take individual responsibility for actions and decisions and ensure that all reporting lines are followed to facilitate the effective resolution of problems.

· Adhere to and promote the policies and procedures of the ESCC.

· Challenge the ESCC to achieve service excellence and support the decisions and directions of the Board and its delegated authority.
The Codes set out above are fundamental to the activity and reputation of ESCC. They are not exhaustive in terms of determining individual or collective behaviour, but are intended to be guidelines to encourage the use of good judgement by all employees in representing the ESCC.

It is essential that all ESCC employees are aware of and adhere to these Codes of Conduct.

As a Member of the staff of Edmonton Seniors Coordinating Council, I hereby agree:

· to act honestly and in good faith, with the best interest of the organization foremost in mind;

· to exercise the degree of skill and diligence that can reasonably be expected of someone with my personal knowledge and experience and to ensure that I am informed of the state of the business and affairs of the organization;

· to endorse and support the mission and values of the ESCC; 

· to foster and support a belief in the organization's value to our council;

· to support the growth and development of the ESCC;

· that I will not, either during or after my term of employment, use for personal advantage confidential information gained;

· to declare my interests, contracts, and arrangements that come in conflict with the organization;

· to approach all issues with an open mind; and

· to neither initiate nor agree to contract either with a Member of the Board or a third party as to how the organization will vote on an issue.

Declaration

CODE OF ETHICS AND CONDUCT DECLARATION

I __________________________have read, understand, acknowledge and agree to adhere to the Code of Ethics of the Edmonton Seniors Coordinating Council as contained in the Policy and Procedures Manual.

Signed this ____________day of____________, 20_____.

Employee Signature





Supervisor Signature

Witness

Appendix B
The salary range for the Executive Director is at the discretion of the Board of Directors and is based on the position description in Appendix A under the subject of Job Descriptions. Benefits are added to the yearly salary as approved by the Board.
The salary range for the Member Services Coordinator is $35,000-$45,000 per annum plus benefits and is based on the position description in Appendix B under the subject of Job Descriptions.

Other positions may be added to the ESCC, dependant on the budget and the scope of work which is being undertaken at the ESCC.




Original Effective Date:


Sep. 25, 2006


Date of Last Amendment:


Feb. 26, 2007
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