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1.
PURPOSE OF POLICY

The work of the Comox Valley Land Trust (hereafter referred to as the Land Trust) depends on close cooperation between staff, directors, volunteers and the wider community.  The Land Trust accepts its responsibility to develop and maintain sound personnel practices and desirable working conditions, to encourage consultation and communication, to emphasize the individuality and dignity of each employee, and to assure employees that there will be no discrimination as a result of exercising their rights.

This policy, together with a job description, is available to all staff and to each person prior to an interview for a staff position with the Land Trust.

The policy applies to all staff of the society on publication and will be incorporated into all subsequent appointments and contracts.   

2.
DEFINITIONS

“Directors”  refers to the Directors of the Board of the Land Trust, or a committee delegated by the Board to deal with personnel matters.

“Staff” refers to a person hired by the Land Trust to carry out specific work.  Staff persons may be employees or contractors.

“Employee/Contractor”    For guidance in determining whether a staff person is an employee or contractor, see the fact sheet  “Employment or Independent Contractor?”, contained in Appendix A of this policy.   

3.
EMPLOYMENT PRACTICES

3.1
General

The Land Trust subscribes to the Human Rights Code.  All policies will comply with the Employment Standards Act and any other applicable legislation. 

A list of fact sheets published by the B.C. Ministry of Skills Development & Labour Employment Standards appears in Appendix B.

3.2      Hiring Procedures

3.2.1   HIRING COMMITTEE
A Hiring Committee will be designated by the Board to hire required staff.  The Committee will review guidelines attached in Appendix A to determine whether the person to be hired will be an employee of the Land Trust or a contractor.  A list of questions for candidates and an interview process will be prepared prior to interviews.  Committee members will ensure the process by which they make their decision is fair and consistent.
3.2.2
Job Description
The Hiring Committee will prepare a job description for each intended employee and/or contractor position.  A job description may be changed by the committee designated at any time, in consultation with the affected staff person, to more accurately describe the requirements and/or the changing needs of the Land Trust.

3.2.3
POSITION VACANCY - Vacancies will be posted internally before being advertised to the public.

3.2.4. 
REFERENCES:   References may be required and will be followed up prior to confirmation of employment.

3.3
Issuance of Contracts

In addition to a job description, a contract outlining terms of employment will be drawn up for all staff members.  Conditions of employment, consistent with provincial standards, including hours of work, will be detailed in the contract.  

The Board or a committee designated by the Board will issue contracts for employees of the Land Trust.  

In the case of contractors, responsibility for issuing contracts may be designated by the Board to an employee of the Land Trust.  

Contracts will be prepared and signed by all parties before work commences.  Any subsequent change that affects a staff person’s status will be confirmed in writing.

A sample contract document appears in Appendix C.  

3.4
Employment Renewal


An offer to renew or confirmation that there will not be a renewal of employment will be made to Land Trust employees at least 30 days before the expiration of the term of employment identified in their contract.

3.5  
Probation

Appointments are made initially for a period of three months for all employees.  At the discretion of the Board, the probation period may be extended to six months.  The performance of each newly hired employee will be reviewed at the end of the probationary period.  

Employment may be terminated at any time during an employee's probationary period.  The Board will carry out an exit interview, and ensure that the employee is informed about the factors influencing the Board’s decision.

3.6
Performance Evaluation


The performance of each employee will be evaluated on the completion of the 3-month probation period and thereafter annually by a committee appointed by the Board.  Evaluation is a collaborative process through which the employee also evaluates him/herself and their working relationship with the organization. A written record of each review will be prepared and shown to the employee who will sign to acknowledge having seen it.

4.     CONFLICT RESOLUTION 

The Land Trust recognizes that conflict periodically arises within all organizations, and is committed to support the resolution of conflict in a respectful and timely manner.  Staff and board members and staff are expected to follow guidelines outlined in the Land Trust’s Guidelines for Conflict Resolution (see Appendix D).  

5.      TERMINATION OF EMPLOYMENT


5.1     Dismissal or Layoff 

To create a positive working relationship, staff and Board members are encouraged to participate fully in regular performance evaluation of employees and to follow established guidelines for conflict resolution.  

Without reservation, the Land Trust reserves the right to terminate employment or to lay off employees should there be insufficient funds to carry out the activities described in their Job Description. 

An employee may be dismissed:

· if they demonstrate they are not able to meet the requirements of the personnel policy or the terms outlined in their contract and/or job description, 

· if issues raised through the performance evaluation and/or the conflict resolution process are not resolved to the satisfaction of the Board

Serious issues such as theft, dishonesty or extended absence without just cause, are grounds for dismissal.  In these instance, the requirement for conflict resolution are waived. 

Appropriate notice and payments will be given in accordance with the Employment Standards Act.  An exit interview with the terminated employee will be conducted by the Board where appropriate.
5.2      Resignation

Employees are expected to provide to the Board, in writing, a minimum of two weeks' notice of resignation.
6.  PAYMENT OF WAGES AND EXPENSES 

Wages for regular employees will be paid on a semi-monthly basis.  Any moneys due to an employee at the time of death will be paid to the employee's estate.

Contractors pay schedule will be negotiated at the time their contract is drawn up, and may vary according to value of contract deliverables.  

6.1
Reimbursement of Expenses for Employees

Out-of-pocket expenses of regular employees (up to a maximum of  

$ 100.00) will be reimbursed through petty cash.  Employees must complete a petty cash voucher.  A designated employee will be responsible for working with the Board Treasurer to manage and maintain the petty cash system. 

Purchases exceeding this amount require approval of the Board.  An expense form listing expenses must be completed and submitted within 90 days of when expenses were incurred.  

Employees will be reimbursed in full for allowable travel expenses.  A request for expenses related to long distance travel must be approved in advance by the Board.   

Information about allowable travel expenses and per diems rates, and sample copies of Petty Cash and Expense forms are included in Appendix E.  

6.2      Reimbursement of Expenses for Contractors:

It is the responsibility of contractors to include all expenses within the terms of their contract.   Payment for unforeseen expenses will only be given consideration if the request is made in advance to the Board or a Committee of the Board.
7.
PROFESSIONAL DEVELOPMENT


The Land Trust encourages staff to improve their skills and knowledge relevant to the Land Trust work by attendance at conferences, workshops and other educational opportunities.


Information regarding conferences, workshops, etc. will be made available to all staff members, where practicable.  Program requirements, the financial position of the Land Trust and qualifications of the staff member will be considered before allowing attendance as a representative of the Land Trust.


The Land Trust may provide funds to cover some or all costs of a professional development opportunity for employees or may grant time-off in lieu, subject to availability of funds and successful completion of the program.  Approval by the Board is required for each attendance.

8.
Conditions of Employment  (see Appendix F for Employment Standards Guidelines)


8.1    Statutory Holidays:  Employees will be compensated for statutory holidays in accordance with the B.C. Labour Code, as identified in Appendix F.

8.2    Holidays:  Vacation time for employees of the Land Trust is paid with each pay cheque at the rate of four percent of gross salary for the year. Scheduled vacation dates are subject to approval by a person or committee empowered by the Board and may be adjusted at any time.  Holidays authorized by the Trust occurring during a vacation period will not be charged as vacation time.  In extenuating circumstances, and with approval by the Board, vacation days may be carried over to a subsequent calendar year.  


8.3   Special Leave:  Special Leave may be granted to employees for sickness, compassionate circumstances, pregnancy, adoption, education, jury duty or bereavement either with or without pay, as agreed to or as detailed in their job description.   Requests should be made in writing to the Board or a committee designated by the Board.

8.4  Work Scheduling:  To allow greater flexibility in work scheduling, an employee may enter into an Averaging Agreement with the Board (see Appendix #). At an employee’s written request the Board may establish a Time Bank instead of paying wages as they are earned. Unless there are extenuating circumstances and without approval from the Board employees should not work more than 40 hours per week.
9.       COMMUNICATION

9.1  Correspondence:    All incoming inquiries or requests to the Land Trust should be reviewed and responded to as expeditiously as possible. Neatness and accuracy are essential. A duplicate of every letter sent out should be on file in the Land Trust  office.  All outgoing correspondence is subject to review by the Board.   In general, correspondence with foundations, grant proposals, and public outreach will be reviewed by the Board or a committee appointed by the Board. 

9.2  Publicity:  All publicity having reference to the Land Trust, its officers, directors and personnel is to be first cleared through the Board or appointed committee.

10.     ON THE-JOB-ACCIDENT & LIABILITY

Any accident that takes place while an employee is on-the-job, no matter how slight, should be reported immediately to the Board.  A compensable injury to an employee resulting from an accident on-the-job will be covered by Workers’ Compensation.


Contractors working for the Land Trust must provide details of  Worker’s Compensation or equivalent coverage. 

Contractors working for the Land Trust should provide proof of general liability coverage not less than $2 million dollars, with the Land Trust added to their policy as an additional insured.

11.
CONFIDENTIALITY


Each employee has access to his/her own personnel files in the presence of a member of the Board.  The Board has access to all personnel files.  Information pertaining to an employee will not be released without written permission from the individual.
12.  AMENDMENTS TO THE PERSONNEL POLICY


This Personnel Policy will be reviewed annually.  Any proposed amendments will be reviewed with employees to ensure that any real or perceived changes to any employee's conditions of employment are identified and addressed before they are made a part of the policy.
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