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Policy Statement:
The Executive Director, on behalf of the ESCC, is responsible for ensuring that the organization’s personnel are managed appropriately by approved policies and relevant federal and/or provincial legislation. Procedures are to be followed with respect to personnel records and compensation adjustments as outlined in this policy.

Personnel Records

The ESCC shall maintain an individual, confidential file for each employee according to federal, provincial and municipal requirements. Each employee’s file shall contain all records, information and communications relating to the employee’s status and job performance. This information will be kept confidential unless it, in the judgment of the Executive Director or his/her designate, is required for the proper administration of the ESCC. An employee shall have access to his/her personnel records through a written request to the Executive Director. Employees are responsible for keeping his or her supervisor advised of any changes that are to be reflected in their files; e.g. change of address, marital status, change in number of dependants, etc.

Compensation Adjustments



Salary and Deductions

All employees shall be paid monthly. Deductions will be made according to federal and/or provincial regulations. Employees may receive salary cheques in advance when they will be absent on the pay date; e.g. travelling for the ESCC, vacation, etc. 

Employees may receive a portion of the paycheque as an advance at mid-month.
The ESCC will adjust salaries annually within the given range based upon a written performance evaluation. Salary adjustments are for merit and/or cost of living and are based on performance.  Periodic salary range reviews will be at the discretion of the board.
Termination Payout Schedule

With Cause:

Employees terminated with cause (i.e. wilful misconduct, disobedience, and neglect of duty) are not eligible for severance pay.

Vacation Pay:

Vacation pay earned and not taken is to be paid at the time of termination.

If an employee leaves through voluntary termination, his/her salary and vacation pay earned will be paid out in the next payment cycle.

The ESCC’s Termination Payout Schedule will adhere to Employment Standards Code.
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