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CONDITIONS OF EMPLOYMENT
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EMPLOYEE INFORMATION, CHANGE




CE-2.00

Policy

Staff members are to ensure that all personal data are kept up-to-date.

Procedure

ALL STAFF

When a change is required, staff are to notify the Administrative Lead of the Clinton Family Health Team.

Examples:

· Name change

· Home address

· Home phone number

Approved by the Board: September 20,2007
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HIRING POLICY







  CE-2.01

Policy

This policy is intended to flow from the concepts of fairness and efficiency by uniformly delineating how employees will be hired, by whom and the process for advertising.  The hiring process is based upon the following concepts.

1. The paramount consideration when hiring an employee will be the qualifications of the applicant.

2. The Board of the Clinton Family Health Team will hire the Administrative Lead position.  The responsibility of hiring all other positions is delegated to the Administrative Lead.

3. An appropriate and equitable advertising method will be utilized in order to clearly notify potential applicants of positions available with the Clinton Family Health Team.  

4. Probationary Period

a. All Staff – 65 working days

b. Prior to the end of the probationary period, a written evaluation will be done with the employee indicating whether the probationary period will be ended, extended, or the employee’s services terminated.

c. The Administrative Lead is evaluated by the Board of the Clinton Family Health Team.  All other employees are to be evaluated by the Administrative Lead.

5. Outside Funding and Statutory Requirements

a. In certain instances, external programs and their funding sources require specific hiring and advertising processes as conditions of receiving the funding.  In that event, the Clinton Family Health Team will strive to follow the outside program’s hiring requirements taking into account the Clinton Family Health Team Hiring Policy.

Approved by the Board:  September 20, 2007
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HOURS OF WORK






CE-2.02

Policy

The Medical Clinic’s main hours of work are from 8:30 am to 6:00 pm Monday to Friday.  It is expected that all employees will be available to work when scheduled during these main hours of work.

Lunch Breaks

· A 1 hour unpaid break is allowed after a 4-hour shift.  An employee must not work for more than 5 consecutive hours without taking a 30-minute eating period.  You are not allowed to work through an eating period to make up for extra time.  Employees should notify reception employees (front desk) when they will be taking their lunch break if they do not wish to be disturbed or if they will be leaving the building.  People requiring more time on lunch should make arrangements with the Administrative Lead.

Time Sheets

· All employees are required to enter their worked hours daily on the weekly time sheet or schedule.  It is the responsibility of the employee to fill out the time sheet.

Scheduling

· It is the responsibility of the employee to find someone to cover for them if they are unable to work their regular scheduled time period.  If you cannot find someone, please contact the Administrative Lead.

Approved by the Board:  September 20, 2007
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ILLNESS AND RETURNING TO WORK




CE-2.04

Policy

The employee is responsible for:

1. Notifying the Administrative Lead of absenteeism due to illness as soon as possible.

2. Notifying the Administrative Lead of the date of return to work following sick leave.

3. Providing a medical certificate if sick leave exceeds 5 days.  

Procedure

1. When an employee is ill, he/she should notify the Administrative Lead as soon after 8:30 a.m. as possible on the first day of illness.

2. When returning to work, it is the responsibility of the individual to notify the Administrative Lead.

3. An employee is normally expected to provide a medical certificate if the sick leave exceeds five (5) days. 

4. In cases of chronic, debilitating or a progressive illness, sick leave is granted until the employee is fit to return to work.

5. If the employee will not be able to perform their regular work duties, the matter will be addressed by the Administrative Lead.

Approved by the Board:  September 20, 2007
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IMMEDIATE DISMISSAL





CE-2.04

Policy

1. If an employee’s conduct constitutes just cause for dismissal or termination of employment, the Clinton Family Health Team may terminate the employment without notice or payment in lieu of notice.

2. Just cause includes but is not limited to:

· Failing to abide by the Clinton Family Health Team policies;

· Unacceptable performance standards;

· Dishonesty, theft or misappropriation of company property;

· Intentional destruction, improper use or abuse of the Clinton Family Health Team’s property.

· Inappropriate use of information technology;

· Falsifying records;

· Assaulting or endangering others;

· Harassment of co-workers, supervisors, volunteers, or patients;

· Insubordination;

· Intoxication;

· Conviction of a criminal offense;

· Negligence; or

· Receipt of three (3) written reprimands and/or suspensions.

3. The decision to dismiss immediately is made by the Administrative Lead in consultation with the Clinton Family Health Team Board.

Approved by the Board: September 20, 2007
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JOB CATEGORIES, DEFINITIONS



CE-2.05

The following defines the categories of employment for payroll and performance appraisal purposes.

1. Regular Full-time

a. The employee is required to work full time (37.5 hours per week or 1950 hours per year) on a continuing basis.

b. Regular full time employees are eligible for in lieu of benefit payment.

c. A performance appraisal is done annually.

2. Regular Part-time

a. The employee is required to work regularly scheduled hours on a part-time basis (less than 37.5 hours per week or 1950 hours per year) on a continuing basis.

3. Contract

a. The employee is hired to complete a specific project with a termination date specified in the contract. The individual employment contract also specifies the required hours of work and the benefit package.

4. Temporary 

a. The employee is hired to fill an existing position, which is temporarily vacant.  Working hours will coincide with the normal hours of the vacancy being filled.  The position is for a specific time period and the termination date will be specified at the date of hiring.

b. Payment in lieu of vacation will apply

c. A performance appraisal is discretionary.

5. Casual

a. The employee is required to work only as may be required.  The employee does not have regular hours of work and the duration of employment is not stated.

b. Casual employees are not entitled to receive benefits or payment in lieu of benefits, but will be paid vacation pay.

6. Student Interns

a. Student Interns are paid contract workers.

b. A written contract containing the agreed terms of employment is prepared by the Clinton Family Health Team, and by the Administrative Lead.  Copies are retained in the personnel files.

c. A performance appraisal is discretionary.

7. Student Placement Workers

a. The unpaid worker is normally engaged to complete a specific project, with learning objectives, for a set number of hours as agreed upon with the academic institution.

b. Student Workers do not receive any benefits.

c. A performance appraisal may be completed according to the requirements of the academic institution.

Approved by the Board: September 20,2007
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LAYOFFS








CE-2.06

Policy

If it becomes necessary to layoff temporary, casual or regular employees (full time or part-time) for specified or unspecified periods of time, a minimum of 14 days notice will be given.

The Board of the Clinton Family Health Team will be informed of any anticipated or actual layoffs.

Approved by the Board:  September 20, 2007
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MEDICAL CERTIFICATE






CE-2.07

Policy

A Medical Certificate of Fitness to Work is normally provided by the employee if a sick leave exceeds five (5) working days.

Procedure

1. The Medical Certificate is given to the Administrative Lead.

Approved by the Board:  September 20, 2007
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ORIENTATION OF NEW EMPLOYEES



CE-2.08

Policy

1. New staff will receive a period of orientation before assuming their normal duties.

2. New part time and temporary staff may have a less extensive period or orientation depending on the nature of the work for which they are hired.

3. New staff will be introduced to the programs and staff of the Clinton Family Health Team.

4. New staff will receive a Clinton Family Health Team orientation package from the Administrative Lead. 

Procedure

The orientation program for a new employee follows the procedures outlined in the orientation package and as arranged by the Administrative Lead.

Approved by the Board: September 20, 2007
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OVERTIME 







CE-2.09

Policy

1. All Clinton Family Health Team employees will be paid for overtime pay after having worked greater than 44 hours in a work week.  Overtime pay is calculated at 1 ½ times the employee’s regular rate of pay.  Overtime (working beyond an employee’s regular scheduled shift) must be agreed upon in advance between the employee and the appropriate individual supervisor.

2. If an employee chooses, he/she can be compensated for overtime hours by taking 1 ½ hours of paid time as time off for each hour of overtime worked.  This must be agreed upon yearly in advance and in writing between the employee and the Clinton Family Health Team and must be taken within a reasonable period of time from when the overtime has been worked.

Approved by the Board:  September 20, 2007
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PERSONNEL FILES






CE-2.10

Policy

Official Personnel Files provide the Administrative Lead and employees with a record of employee information, which is consistent throughout the Clinton Family Health Team.

The official personnel file with original documents is housed in the Administrative Lead’s office.  Staff work plans and working notes may be kept in the Administrative Lead’s office.

Procedure

1. All personnel files will include the following:

· Initial letter of application and curriculum vitae

· Reference check information

· Appropriate evidence of educational qualifications and confirmation of other qualifications upon hire (e.g. evidence of licensure/registration status of staff – e.g. College of Nurses, College of Social Workers and Social Service Workers).

· Evidence of annual staff registration with the College will be maintained within the Family Health Team. 

· A copy of the offer of employment

· Performance evaluations

· Payroll information (e.g. payroll change notices, information regarding absences/leaves) as appropriate.

· Letters of discipline (if applicable).  To be kept in file for 18 months following date of letter and then removed.

· Any available information regarding termination of employment (e.g. letter of resignation; termination letter, “lay off” notice).

2. Original personnel files are stored in the Administrative Lead’s office in a locked filing cabinet.

Approved by the Board:  September 20, 2007
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PERSONNEL FILES, ACCESS TO
 



CE-2.11

Policy

A principle of the 1989 Municipal Freedom of Information and Protection of Privacy Act, Bill 49, protects the privacy of individuals with respect to personal information about themselves held by an institution and provides individuals with a right of access to that information [FOI Section 1].
DEFINITIONS

· “Personal information” means recorded information about an identifiable individual.

· “Record” means any kind of information however recorded, whether in printed form, on film, by electronic means or otherwise [FOI Section 2]

EXEMPTIONS

 The Freedom of Information Act states that every person has a right of access to a record unless the record or part falls within one of the exemptions under Section 6 to 15. Part 14 (2).

FORMAL REQUEST TO CORRECT PERSONAL INFORMATION

Every individual who is given access to his or her own personal information, such as the official personnel file, has the right to request correction of the personal information if he or she believes that the information contains errors or omissions [Section 35(2)].

PROCEDURE

Not withstanding recent statutes founded on the right of access to information, the Clinton Family Health Team recognizes the right of every employee to have access to his/her official file, upon reasonable notice.

1. The official personnel files are located in the Administrative Lead’s office.

2. Requests by Staff to access and/or correct information in their personnel file are forwarded to the Administrative Lead.

3. There will be no charge to staff who request to access their personnel file. 

Approved by the Board:  September 20, 2007
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POSTING JOB VACANCIES





CE-2.12

Policy

All positions will normally be posted within all Clinton Family Health Team departments for a period of one calendar week prior to any other advertising process being initiated.

For the purpose of this policy, ‘the news media’ shall be defined as all local newspaper s, plus any additional newspapers or employment advertising services as may be appropriate.

1. Internal Posting

a. All job vacancies are first posted within the Clinton Family Health Team for a minimum for five (5) working days.  

i. Following the close of the period of receiving applications, the Administrative Lead will develop a short list of candidates and an interview schedule of the interviewing committee.

ii. All “short-listed” applicants will be interviewed for the position.  If there is only one qualified applicant resulting from the internal posting of the position, the Administrative Lead may choose to interview only that candidate.

iii. The Administrative Lead makes the final hiring decision based on the interviews done and the advice of the interview committee.

iv. The Administrative Lead will notify internal applicants who fail to be hired for a job vacancy after the position has been filled.

2. External Positing

If the Administrative Lead determines that there is no appropriate candidate for a vacant position as a result of internal posting, the Administrative Lead advertises the position externally.  Any person may apply for the position during an external posting.
i. Following the close of the period for receiving applications, the Administrative Lead will develop a short list of candidates and an interview schedule for the ‘interviewing committee’.

ii. All “short-listed” applicants will be interviewed for the position.  If there is only one qualified applicant resulting from the external posting of the position, the Administrative Lead may choose to interview only that candidate.

iii. The Administrative Lead makes the final hiring decision based on the interviews done and the advice of the interview committee.

iv. The Administrative Lead will notify external applicants who fail to be hired for a job vacancy after the position has been filled.

Approved by the Board : November 8, 2007
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PROGRESSIVE DISCIPLINE




CE-2.13

Policy

Progressive discipline will be administered in cases of employee misconduct.

Misconduct includes: inadequate work performance, poor attendance/frequent absenteeism, inappropriate/unprofessional behaviours, and the use of substances that adversely affect work performance.

Discipline must:

· Be corrective, and not punitive, in order to be meaningful;

· Encourage the wrong-doer to correct him/herself, leading to self-discipline;

· Satisfy the rule of equality of treatment by enforcing equally among all employees established rules, safety practices and job responsibilities;

· Be warranted in cases of misconduct;

· Be executed in a manner that minimizes unnecessary damage or interruption to client services or the Clinton Family Health Team reputation.

PROCEDURE

Progressive discipline will be administered in cases of employee misconduct.

Within two working days of becoming aware of staff misconduct or an allegation of staff misconduct, the following will take place.

1. The Administrative Lead will issue a verbal warning to the employee clearly defining the misconduct/inappropriate behaviour;

2. For repeated or more serious incidents, a Formal Written Reprimand will be issued by the Administrative Lead outlining the details of the misconduct/inappropriate behaviour; a copy of this will be placed in the employee’s personal file (see policy CE 2.10); and

3. If the misconduct persists following a written reprimand, corrective action will be taken; this action may include suspension with or without pay, or dismissal, in which cases of suspension or dismissal notice will be issued.

Approved by the Board :  November 8,2007

Clinton

[image: image16.png]Family Health Team




REFUSAL TO WORK






CE-2.14

Policy

An employee has the right to refuse to work under the Occupational Health & Safety Act, Sec 23(3), pg. 41 where he/she has reason to believe that:

1) The physical condition of the workplace or the part thereof in which he/she works or is to work is likely to endanger him/herself; or

2) Any equipment, machine, device, or any other object he/she is to use or operate or the physical condition of the workplace or the part thereof in which he/she works or is to work is in contravention of the Act or the regulations and such contravention is likely to endanger him/herself or another worker.

Employee Responsibilities

If an employee has reason to believe he/she will be in a dangerous situation in the workplace, he/she will:

1. Inform the Administrative Lead of the reasons for the work refusal.

2. Review the Administrative Lead’s alternatives to eliminate/reduce risk.

3. Not return to the assignment, until the risk has been minimized.

Administrative Lead’s Responsibilities 

In the event that an employee indicates concern or refuses to work on an assignment for safety reasons, the Administrative Lead will:

1. Not permit employee or co-workers to work on assignment until issues are resolved.

2. Review situation with employee

3. Make appropriate changes to the assignment to ensure the employee will not be at risk

4. Document situation, changes made and follow-up.

5. Monitor the situation if the employee returns to the assignment.

Approved by the Board :  November 8, 2007
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WORKING CONDITIONS






CE-2.15
Policy

Pay Period

1. The pay period will close at twelve (12) midnight on the 14th and 29th of the month.

2. Pay shall be distributed to the employees on the following day.  A payroll statement of the amount shall accompany it.

Regular Hours of Work

1. The normal hours of operation for the Clinton Family Health Team are 8:30 a.m. to 6 p.m. Monday to Friday.

2. The normal workday shall consist of eight (8) paid hours, and sixty minutes unpaid meal break. 

3. The maximum number of hours that can be worked during the regular work day will be 8.5 hours.  Staff must schedule at least a 30 minute unpaid lunch break.

Vacation Time

1. A Request Form requesting vacation time must be completed by staff and submitted to the Administrative Lead.  (See Processing Vacation Requests).
Flex Time

1. The normal work week is thirty seven and a half (37.5) hours per week, Monday to Friday; or shall be averaged to seventy five (75) hours over a 2 week period. 

2. A full time employee, may at their own discretion, adjust their work time within the seventy five (75) hours over a 2 week period, in consultation with the team and the approval of the Administrative Lead.

3. A part-time employee, may at their own discretion, adjust their work time within his/her pre-determined hours in a 2 week period, in consultation with the team and the approval of the Administrative Lead.

4. Full time only

a) All work in excess of eighty (80) hours in a 2 week period will be compensated in pay at the rate of time and one-half or the equivalent to the applicable premium rate.  The time off will be taken at a time mutually agreed upon with the Administrative Lead.  It is understood that overtime work shall be pre-approved by the Administrative Lead.  

b) For accumulation of overtime up to and including 35 hours total, the employees will have the option to be paid or take time off.

c) For any accumulation in excess of thirty-five hours, the Administrative Lead, in consultation with the employee, will determine whether the overtime will be settled by pay out or time off.

d) For part time employees, the same policy for pay out or time off in the case of overtime will apply on a pro rated basis.
5. The provision of service remains a priority.  The work demands/responsibilities/needs of the team must be given consideration.  Flexible hours must be scheduled in advance with the Administrative Lead’s approval.  Coverage between the hours of 8:30 a.m. and 6:00 p.m., Monday to Friday remain the priority when setting the schedule.
6. It is understood that where client needs and/or work demands require scheduling changes, the Administrative Lead, in consultation with the team, may alter the scheduled work hours to meet those needs.
7. Nothing in this policy is to be interpreted to limit the right of the Administrative Lead to schedule work hours to specific employees as needed.
Compensation/Over Time

Compensation/over time is earned for hours  and above the ‘normal’ work day is below. 

1. All staff must have over time approved prior to working and accumulating the time, except if overtime is needed in extenuating circumstances.
a. Staff are to complete a Request Form and submit to the Administrative Lead indicating the date, event, and estimated over time to be accumulated. 
b. The Administrative Lead will initial the form indicating approval for the estimated over time accumulation and return the Request Form to the staff member.
c. Once the over time has been worked, the staff person will return the Request Form to the Administrative Lead with any adjustments regarding actual amount of time worked. Staff cannot work more hours than previously approved by the Administrative Lead. 
d. The supervisor will initial the actual over-time amount incurred.
2. Compensation/over time can be carried forward past the end of the pay period.
3. Overtime is calculated according to the statement in #4 of this policy.

Approved by the Board :  November 8, 2007
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BACKGROUND CHECKS






CE-2.16

Purpose

The Clinton Family Health Team needs to ensure well-informed hiring decisions.  It is important that the Clinton FHT’s mission is supported by qualified employees who foster a safe and secure environment for all staff, physicians, volunteers, patients and families.  In addition to the safety component, it is also important that the Clinton FHT take meaningful and reasonable actions to protect its funds, property and other assets.

Policy

It is the policy of Clinton FHT that applicants for all categories of staff or volunteer vacancies first advertised on or after May 8, 2008, have a background check completed prior to the finalization of any offer of employment.  This applies to vacant positions of all categories, including administration, permanent and temporary staff, and volunteers including Board Members.  All background checks will be conducted in compliance with applicable legislation and the results will be used to ensure informed hiring decisions.  Applicants who refuse to consent to a background check are not eligible for employment.

Policy Provisions

With regards to the results of a criminal records check, only criminal convictions will be considered in determining an individual’s suitability for employment.  Detentions and/or arrests without conviction are not considered in the decision-making process.  If an applicant with a pending criminal case is hired, his or her continued employment will be reviewed upon disposition of the case.  If a current employee is convicted of a crime, his or her suitability for continued employment will be reviewed (in the same manner as applicants for the position) upon disposition of the case.

Confidentiality and Record Keeping

Information attained through a background check is considered to be part of the employment application and will be maintained in confidential files within the Administrative Lead’s office.  All applicants and related materials are confidential personnel documents and not subject to public release.

Cost of Background Check

The Clinton FHT will be responsible for the nominal fees associated with any of the components of the criminal background check process.

Procedure

1. An applicant must personally authorize all aspects of the background check prior to its completion.  The background check may include: Criminal Records Check, Driving Record Search, Employment Verification, Personal and Professional Reference Checking, Professional License Checking, Education Verification.  No type of background check may be requested or conducted until the applicant has completed the appropriate consent forms.

2. The Administrative Lead will submit the background check request to the third party provider for completion.  In order to maintain discretion and confidentiality, results will be provided only to the Administrative Lead.  If any candidate chooses not to sign the Disclosure and Authorization Form, the Clinton FHT will not consider that individual for employment within the Clinton FHT.  If any candidate is found to have falsified information during the hiring process (including non disclosure) they will no longer be eligible for employment with in the Clinton FHT.

3. The Administrative Lead will review the results of the Background Check and provide a recommendation.

4. The Administrative Lead will ensure the consistent application of this policy.

For questions contact kim_clintonfht@yahoo.ca
