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1. INTRODUCTION

1.1 Welcome Letter

Effective Date: November 20, 2007
Revision Date: November 28, 2012

The policies and procedures outlined in this manual establish the position of PTP
Adult Learning and Employment Programs with respect to the working relationship
between PTP (the employer) and its employees.

PTP is committed to providing and supporting policies and procedures that enhance
both the work experience of its employees and the learning experience of the
participants, clients and stakeholders it serves. It is important for employees to
understand their roles as members of the PTP team in order to have a productive
working and learning environment.

Changes in policy may be made from time to time to meet the operational needs of
PTP as well as legislative requirements, and where possible timely notice of these
changes will be provided to employees.
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1.2 Organization Profile

Effective Date: November 20, 2007
Revision Date: November 28, 2012

PTP Adult Learning and Employment Programs is a non-profit community-based
organization that provides programs and services to adults who often face barriers
to employment. PTP was formed in 1992 under the Labour Adjustment Initiative.
In 1998, PTP became an incorporated non-profit agency, and in 2009 it obtained
charitable status.

In 1992, PTP had four small training centres, delivering a range of upgrading
services to assist displaced workers’ transition into other training or employment. In
1995, PTP moved to two large training centres and by 1997 began to address job
search needs by developing a job finding club. In 1998, PTP began to focus on
workforce literacy programming. Over the years, PTP has continued to expand to
encompass a broad and varied range of programs and services, and to carry out
research and resource initiatives to assist adults with reaching their goals of further
education or training toward successful employment.

PTP takes a leadership role in workforce literacy program and resources
development both locally and nationally. PTP’s focus is on fostering a workforce
literacy model of program delivery, including curriculum guidelines, instructional
resources, standardized assessment tools, as well as conducting research to
determine best practices. These have all helped position PTP as a leader, not only in
Ontario, but across Canada in preparing adults in literacy programs for work. PTP
continues to actively pursue opportunities and initiatives that broaden its expertise
and contribution to the adult education field at large.

Governance

Governance is carried out by a volunteer Board of Directors with expertise related to
adult education, financial management, human resources and organizational
development. The Board includes an Executive (Chair, Vice-chair, Treasurer,
Communications officer), as well as Finance, Personnel, Governance and Ad Hoc
committees.

Organizational Management

Organizational management includes the Executive Director, who reports to the
Board of Directors, and the management team, who report to the Executive
Director. The team is comprised of Directors and Program Managers.

Financial, Governance, and Management Documents

PTP has financial, governance, and management documents including: Terms of
Reference for all Board committees, Policies and Procedures Manual, Financial
Policies Manual, Responsible Management Checklist and a Strategic Plan.
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Funders
PTP receives funding for its programs and services from the Ministry of Training

Colleges and Universities, Toronto Employment and Social Services, and pursues
grants and project funding through proposal submissions.
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Mission, Vision and Values
PTP’s mission, vision and value statements guide employees in organizational
development and planning, and most importantly, in our day to day work at PTP.

Our Mission: To provide basic skills education, upgrading, job search and related
services to adults preparing for employment, training or further education.

Our Vision: Empowering adults to learn and find work they value.

Our Values:

We value the right to learn and work.

e We seek to create better opportunities in education and employment.
e We help people identify interests and skills, connect them to employment
goals and related, realistic pathways to success.

We value people - their individuality and dignity.

e We create a positive, supportive learning, teaching and working environment
that encourages personal growth through reflection, goal setting and on-going
assessment.

¢ We acknowledge individual strengths and challenges.

We aim to accommodate special needs.

e We provide support services to enhance individual well-being and goal
achievement.

¢ We respect the skills, knowledge, commitment and hopes of clients and staff.

We value open communication.

e We build trust and listen without judging.
e We give, and respond to, constructive feedback.

We value diversity and community.

¢ We are inclusive and collaborative.
¢ We encourage active participation and celebrate our shared accomplishments.

We value accountability.

e We deliver effective, flexible, and integrated programs responsive to client
needs.

e We follow policies and procedures that treat people fairly.

e We negotiate agreements with funders that best serve our client groups.

We value innovation and leadership.
e We use research and materials development to meet, evaluate and refine
PTP's program objectives.
e We recognize the role of community partners in achieving our mission.
e We strive for excellence.

PTP Adult Learning and Employment Programs - Personnel Policies and Procedures Manual Page | 7



PTP PERSONNEL POLICIES AND PROCEDURES MANUAL

Customer Service Quality Standards

Fostering a culture of customer service

¢ We value people and ensure that customers are treated with respect and
courtesy

e We create a welcoming environment for all customers

e We seek to provide our services in a timely manner that meet customer
expectations and needs

e We provide resources and information on effective customer service practices
to our staff and volunteers

Client centred environment
e We provide an orientation process so that participants get a clear
understanding of our programs and services
e We provide information and referral services to a variety of agencies, services
and programs to meet individual needs
e We support participants to access community supports that they require

Confidentiality
e Our agency strictly honours the need for confidentiality of service
e Our agency is committed to the protection of privacy and personal information
of our customers
¢ We have privacy policies and procedures in place that meet the requirements
of the Personal Information Protection and Electronic Documents Act

Inclusion and Accessibility

e We value and respect diversity in all its forms, including: age, gender, race,
ethnicity, culture, physical and intellectual ability, religion, beliefs, sexual
orientation and educational background

¢ We seek to accommodate people with disabilities and special needs wherever
possible

e We adhere to the Canadian Human Rights Act and all appropriate government
legislation

Feedback Process

e Our agency has a process in place to identify our key customers and
determine their needs

e We promote a culture of openness and transparency where participants,
volunteers, referral partners, funders, community organizations, and all
stakeholders have the opportunity to provide both informal and formal
feedback on our services

e We conduct regular check-ins with participants about their experiences in our
agency
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We regularly gather feedback from other customers about the effectiveness of
our agency’s operations

We follow up on any issues, questions, concerns, or needs raised by our
customers

Continuous Improvement

We regularly assess our customer service practices and improve as needed
We track and review feedback from our customers and change our customer
service practices if needed

We seek input from people who are not currently customers, but who may still
require our services

We stay informed of effective practices in customer service and adapt our own
practices as appropriate

Complaint and Resolution Process

We encourage customer feedback—whether positive or negative

We have clear processes in place for stakeholder complaints, including policies
about who receives and responds to complaints, response timelines,
confidentiality and mechanisms for follow-up

Our customer complaint procedures are visible and accessible

We follow up on complaints within an agreed upon timeframe and manner

Referrals

We support participants to access and participate in other training,
employment and community services to help them to meet their goals
We actively link and coordinate services with a wide variety of community
partners in order to best meet the needs of participants

We are knowledgeable about resources and services provided in our
community and make effective client referrals

We have a process in place to follow up on our referrals to ensure that
participants’ needs were successfully met

Commitment to excellent customer service quality

We commit to communicating with customers, whether in person, over the
telephone, online or via email, in a professional and respectful manner

We provide clear and accurate information about our programs and services
to diverse community stakeholders

We use a variety of appropriate methods and tools to communicate with our
customers

We use clear language design principles for agency brochures, promotional
materials and website design to make them more accessible

We commit to responding to telephone calls, emails, and requests submitted
via our website within a set number of business days.
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1.3 Employment Principles

Effective Date: November 28, 2012
Revision Date:

Purpose

The policies in this manual express principles that are intended to guide, direct and
support PTP employees in all aspects of their work and work relationships.

Policy

PTP is committed to the principles of equity and fairness in all aspects, terms and
conditions of employment. The organization is committed to treating people with
respect and dignity, and to offer equal employment opportunities based upon an
individual’s qualifications and performance, free from discrimination and
harassment.

Each individual is responsible for ensuring the principles outlined in the manual are
adhered to throughout all work activities.
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1.4 Amendments to Policies and Procedures

Effective Date: November 20, 2007
Revision Date: November 28, 2012

The policies and procedures in this manual are meant to provide employees with
information relevant to their employment with PTP and are designed to serve as a
resource. Employees are encouraged to read through the manual carefully and after
reviewing the contents, to direct any questions to their immediate supervisor or
manager.

The administration of this policy, including revisions, is the sole responsibility of the
Executive Director. The Board of Directors will grant overall approval of any and all
revisions. Any amendments to the personnel policy require the review and approval
of PTP's Board of Directors.

Notwithstanding any changes that may be made due to particular circumstances, the
personnel policy will be thoroughly reviewed every three (3) years, under the
direction of the Board of Directors, and with the participation of other stakeholders,
to ensure it reflects the changing needs of PTP and its employees.

Management is responsible for drafting job descriptions for new positions, re-
evaluating current positions if significant changes in job content occur, and
conducting salary surveys periodically or when required.
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2. STANDARDS OF CONDUCT

2.1

Code of Conduct

Effective Date: November 20, 2007
Revision Date: November 28, 2012

Purpose

To describe PTP policy with respect to providing a work culture for employees,
clients and other business contacts that fosters mutual respect, collegiality, and
promotes excellence in professional conduct.

Policy

PTP expects responsible and appropriate conduct by individuals while employed at
PTP. In line with this expectation, PTP has established a "Code of Conduct".

The Code of Conduct is as follows:

1.

Employees shall treat all individuals they encounter while engaged in PTP
business with respect at all times, respecting the rights, opinions and freedom
of expression of others.

Employees shall devote a full measure of their time, effort, knowledge and
expertise to the completion of job responsibilities.

Employees shall use their best efforts to promote the interests of PTP and
shall use discretion when it becomes necessary to disclose any information
about PTP business.

Employees shall respect the nature of their relationship with clients and the
professional responsibility to clients inherent in their positions. Employees
shall not undertake any relations with clients that may undermine the
credibility and respectability of PTP or jeopardize in any way the professional
nature of their positions and the organization.

Employees shall respect the confidentiality of all information obtained about
clients, colleagues and other stakeholders.

Employees shall adhere to all PTP policies and procedures.
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2.2 Copyrights

Effective Date: November 20, 2007
Revision Date: November 28, 2012

Purpose
To protect confidential business information that is copyrighted by the organization.
Policy

All written materials, plans, goods and services, or other materials in which
copyright or property rights can exist which are prepared by an employee in the
course of their employment shall be the sole property and copyright of PTP.

All materials developed for or by PTP will be maintained on-site at PTP when deemed
appropriate. Upon termination of employment, employees shall deliver to PTP all
documents, correspondence, plans, or other written material, and any copy thereof,
and other physical property that belong to PTP or is obtained during the course of
employment with PTP. Any copyrighted items not returned to the organization prior
to the last day of employment may result in action being taken by PTP.

PTP Adult Learning and Employment Programs - Personnel Policies and Procedures Manual Page [ 13




PTP PERSONNEL POLICIES AND PROCEDURES MANUAL

3. EMPLOYMENT POLICIES

3.1 Employment Equity

Effective Date: November 20, 2007
Revision Date: November 28, 2012

Purpose

To establish PTP’s commitment to providing equal employment opportunities to all
individuals.

Policy

The purpose of the Employment Equity Act is to achieve equality in the workplace so
that no person shall be denied employment opportunities or benefits for reasons
unrelated to ability and, in the fulfilment of that goal, to correct the conditions of
disadvantage in employment experienced by women, aboriginal peoples, persons
with disabilities and members of visible minorities by giving effect to the principle
that employment equity means more than treating persons in the same way but also
requires special measures and the accommodation of differences.

Employment Equity is an on-going planning process used by an employer to:

o Identify and eliminate barriers in an organization's employment procedures
and policies;

e Put into place positive policies and practices to ensure the effects of systemic
barriers are eliminated; and

e Ensure appropriate representation of designated group members throughout
their workforce (see below).

The goal of Employment Equity is to:

e Eliminate employment barriers for the four designated groups identified in the
Employment Equity Act: women, persons with disabilities, Aboriginal people,
members of visible minorities;

e Remedy past discrimination in employment opportunities and prevent future
barriers;

e Improve access and distribution throughout all occupations and at all levels
for members of the four designated groups;

e Foster a climate of equity in the organization.

PTP adheres to equal opportunity employment practices for all employees without
regard to race, colour, ancestry, place of/ethnic origin, religion, citizenship, age,
gender, sexual orientation, record of offences, marital status, family status,
handicap or pregnancy.

Page | 14 PTP Adult Learning and Employment Programs - Personnel Policies and Procedures Manual




PTP PERSONNEL POLICIES AND PROCEDURES MANUAL

Every member of the PTP team is expected to uphold this policy as a matter of
mutual respect and fundamental fairness in human relations. Employees are to
ensure that non-discriminatory practices are followed at all times.
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3.2 Recruitment and Selection

Effective Date: November 20, 2007
Revision Date: November 28, 2012

Purpose

To establish criteria and guidelines for attracting and selecting employees for job
vacancies at PTP.

Policy

a) Hiring Policy

PTP will provide equal access to employment opportunities for all qualified
candidates without regard to race, ancestry, place of origin, colour, ethnic origin,
citizenship, creed, gender, sexual orientation, age, record of offenses, marital
status, family status, handicap or any other prohibited ground of discrimination
specified by the Ontario Human Rights Code. Employment opportunities are and
shall be open to all applicants, on the basis of their qualifications, experience and
abilities.

b) Initiating a Hiring

Upon identification of the need to recruit candidates for a position, managers will
review the job description and candidate specifications with the Executive Director.
The recruitment process will be determined based on the position to be filled and the
requirements of the organization.

All due consideration will be given to internal candidates who wish to apply.

PTP is not required to fill a vacancy by way of an internal job posting. If there are no
qualified internal applicants identified throughout the recruitment process, PTP may
fill the vacancy by either promoting an existing employee (and providing training),
or initiating an external hiring process.

The final approval of the Executive Director is required in order to proceed with the
hiring of any new employee or internal transfer.

c) Internal Candidates

Whenever possible, the primary candidate for a vacant position will be a current PTP
employee. Internal job postings will be sent to all employees via email and
circulated throughout the organization for at least three (3) business days prior to
the commencement of an external search.

Consideration will be given to those employees who fit the following open position
criteria: knowledge, skills and ability.

Employees interested in responding to an internal posting are required to advise
their manager and may be required to submit their resume and a written statement
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about their interest in the position. All internal candidates will be considered for the
vacant position. Management and the Executive Director will keep the employee’s
candidacy strictly confidential.

In certain circumstances, for example with special projects or if a time constraint
dictates immediate action, and if an employee is identified who clearly meets all the
requirements of a position, a manager may appoint an employee to the vacant
position without following an internal posting process.

d) External Candidates

In the event that PTP considers it necessary to seek candidates from outside of the
organization, the search will commence with an external posting.

The hiring manager will coordinate the external search process that begins when
candidates apply for employment and ends when an employment agreement is
signed.

Open job positions will be advertised outside of the organization. Application forms
and/or resumes will be accepted from external candidates. Interviews will be
arranged with those candidates who meet the qualifications and requirements for
the position as specified in the posting. Every effort will be made to ensure that
more than one hiring manager is present during the interviewing of external
candidates. This will allow management the opportunity to share their views on the
potential candidate’s skills, knowledge and soft skills fit with PTP’s work culture.
Reference checks will be conducted by the hiring manager on those candidates who
are most qualified for the position. (Please refer to Reference Checking policy 3.3.)

All PTP employees are welcome to refer qualified external candidates to their
manager or the Executive Director.

e) Concurrent Internal/External Candidates

In certain circumstances, for example with special projects or if a time constraint
dictates immediate action, a vacancy may be posted both internally and externally
at the same time. Under these circumstances the competition will be fair and
equitable, as described above in section d).

f) Hiring Protocol

PTP will make an offer of employment to the successful candidate. Employment
offers may be done informally, through verbal discussions, and then followed by a
written letter of offer stating the terms and conditions of employment. (Please refer
to Employment Agreement Letter policy 3.4.)

Continuance of employment with PTP is based on a probationary period for the first
three (3) consecutive working months of employment. During which period
performance will be reviewed on an ongoing basis to assess the employee’s progress
within their new role, as well as the individual’s fit within PTP’s culture. (Please refer
to Probationary Period policy 3.7.)
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No candidate will be advised of the outcome until the chosen candidate has accepted
the offer either verbally or in writing. Management will advise all interviewed
candidates not selected for the position of the final hiring decision.

g) Hiring Documentation/Record-Keeping

Documentation will be kept in files maintained specifically for the hiring process in
the Executive Director’s office for those candidates being considered for a position.
These files will include relevant materials, such as:

Job Calls, Requests for Proposals and copies of job advertisements
Applications and Resumes received

Hiring process documentation, such as interview questions

Listing of interviewees and documentation from interviews
References done for main candidates

These files are confidential. PTP may remove and discard them one year after the
completion of the hiring process.

The only documentation to be transferred to an employee’s personnel file at the
time of hire is their Employment Agreement Letter, resume and reference contact
responses.
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3.3 Reference Checking

Effective Date: November 20, 2007
Revision Date: November 28, 2012

Purpose

To describe the guidelines for obtaining employment and educational reference
verifications on new employees joining the organization.

Policy

Employment at PTP is dependent on PTP obtaining satisfactory references. The
hiring manager must contact references prior to making an offer of employment, as
the reference checks will be deemed a condition of the offer of employment.

Reference checks are conducted to:

e Confirm the background information that has been provided by the candidate
(i.e. education, employment, etc.),

e Support impressions of the candidate’s strengths and areas for development
(i.e. suitable skills, motivation and initiative, etc.), and

e Provide information about the candidate’s work habits.

The following steps must be followed to conduct a successful reference check:

1. The reference check must be performed with the individual’s knowledge and
full consent

2. Every effort must be made to ensure that a reference checking process does
not harm or jeopardize the potential employee’s current employment or
position

3. More than one reference is required to finalize a hiring. References might

include a colleague, a manager, a subordinate or a peer

References obtained should be summarized in written form

References should not include personal matters except if knowledge of such

matters leads to a better understanding of how the individual’'s work

performance was effected, as appropriate

6. Negative information should be supported by more than one reference

vk

(Please refer to the Privacy Act/PIPEDA policy 6.9.)
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3.4 Employment Agreement Letter

Effective Date: November 20, 2007
Revision Date: November 28, 2012

Purpose

To ensure all required components are included in an Employment Agreement Letter
for either a permanent and/or temporary employee.

Policy
Offers of Employment

The person who will be responsible for making the offer of employment will be
determined at the start of the hiring process. Offers of employment must be
reviewed and approved by the hiring manager and Executive Director.

Permanent/Temporary Employment

Permanent employee: An employee who has been hired for a position without a
pre-determined time limit. Upon completion of his/her probationary period, a
permanent employee will be entitled to the benefit package.

Temporary Employee: An employee who has been hired for a position with a
determined time limit. Upon completion of his/her probationary period, a temporary
employee will be entitled to continuous employment until his/her end date.

1. An Employment Agreement Letter will be given to new employees when offered
employment with PTP.

The Employment Agreement Letter will include salary/wage rate, start date, and
end date if required, position title, will make reference to the three (3) month
probationary period and will also outline benefits and vacation entitlement.
Copies of both PTP's Employee Handbook and the Job Description for the position
will be provided with the letter.

2. All new employees are required to sign a letter of acknowledgement stating they
have read and understood the Personnel Policies and Procedures Manual.

3. Two (2) copies of the Employment Agreement Letter will be signed before
commencing work. Both PTP and the new employee will retain a copy for their
records.
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3.5 Confidentiality and Non-Disclosure

Effective Date: November 28, 2012
Revision Date:

Purpose
To ensure all confidential matters related to PTP are protected.
Policy

All employees of PTP are required to sign a Confidentiality and Non-Disclosure
Agreement when they begin employment.

In the course of their employment, PTP employees may be privy to information
about PTP business either directly or indirectly, in writing, conversation, or through
observation, which PTP does not wish to have disclosed to other persons,
companies, or a third party.

Employees shall keep confidential any information obtained about clients and/or
PTP in the course of their employment, except where that information is required for
the functioning of PTP, in which case, employees shall give the information only to
the party that requires the information. In all other cases confidential information
shall not be disclosed without the written consent of PTP. (Please refer to Privacy
Act/PIPEDA policy 6.9.)

Upon direction from the Executive Director, employees shall keep confidential any
and all other matters concerning PTP. Discussion of PTP matters at professionally
related meetings should not be considered a breach of this policy, provided that
employees exercise discretion.

When employees are unsure of the appropriateness of a request for information, the
request should be directed to their manager. The Executive Director will represent
PTP publicly and answer any inquiries on behalf of the organization.

The disclosure of any information contrary to this agreement may result in
termination.
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3.6 Personnel Records

Effective Date: November 20, 2007
Revision Date: November 28, 2012

Purpose

To identify the reasons for collecting and the protocols for storing and accessing
personal information.

Policy

Under the Ontario Employment Standards Act, 2000, all employers must keep
written records about each person they hire.

The employee’s personnel file usually contains data considered to be personal
information that the employee is or should be aware of, such as employment
application, dependent information, salary or wage adjustments, job history,
transfers, promotions, job performance evaluations, leave of absence requests and
authorizations, employee training records, disciplinary records and attendance and
absenteeism records, etc.

As an employer, PTP’s responsibilities are:

e Before or when any personal information is collected, identify why it is
required and how it will be used

e Document why the information is collected

e Inform the employee from whom the information is collected why it is
needed

e Identify any new purpose for the information and obtain the employee’s
consent before using it

To give employees access, PTP’s responsibilities are:

e Explain how it is or has been used and provide a list of any organizations
to which it has been disclosed
Give employees access to their information

e Correct or amend any personal information if its accuracy and
completeness is challenged and found to be deficient

e Provide a copy of the information requested, or reasons for not providing
access

Employees of PTP can examine, in the presence of their manager or the Executive
Director, the information that is in their file to ensure the information is accurate,
complete and up-to-date.

A personnel file for each employee will be kept in the Executive Director’s office.
Access to personnel records is limited to the employee’s manager, the Executive
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Director and the Board of Directors. It is understood that directors shall have access
only through the Executive Director and only to the extent that is necessary to
conduct the business of PTP. The Executive Director’s file shall be kept in the office
of the Executive Director. It is also understood that those who have access to
personnel files will use the information gained only in relation to matters relevant to
the running of PTP and/or providing letters of reference for employees.

No information regarding an employee’s performance, behaviour or work habit will
be placed in their file without a copy of the document being given to the employee
who will then initial a copy to acknowledge receipt.

a) Update of Employee Information

Employees are responsible for immediately notifying their manager of any change in
name, dependants, address or telephone number so that the individual’s file will be
current. This information includes home address and telephone number, contact
names in case of emergency, bank information for payroll deposits as well as any
information pertaining to benefits coverage.

b) Employee/Former Employee Privacy of Information

Each employee/former employee has the right to privacy with regard to personal
information. (Please refer to the Privacy Act/PIPEDA policy 6.9.)

Only upon receipt of written request from the employee/former employee may
written or verbal reference checks be provided about an employee/former employee
to an external party. Due to the potential legal implications of providing specific
information on an employee’s/former employee’s performance, without said written
request, only the following information can be provided:

1) Employment history
2) Positions held
3) Reason for leaving (e.g. resignation, lay off, termination)

PTP is required to keep employee files for three (3) years after the record is made or
work performed within the Province of Ontario. Name, address, and date of
commencement and termination of employment must be kept for three years after
termination.
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3.7 Probationary Period

Effective Date: November 20, 2007
Revision Date: November 28, 2012

Purpose

To establish a time period to assess a new employee’s suitability as a potential
member of the PTP team.

Policy

All employees are hired on a minimum three (3) month probationary basis.
Throughout the probationary period, management will evaluate all aspects of the
employee’s work, including skill base, overall previous experience as stated in the
interview process, work ethic, attitude and potential for development, to ensure
organizational standards are met. With a written request and management
authorization, significant absences during the probationary period may extend the
period by the length of the absence.

During the probationary period, management is responsible for:

e Ensuring each new employee receives proper orientation to PTP’s working
environment and culture;

e Ensuring new employees receive adequate coaching and training to enable
them to be successful in the workplace;

e Monitoring the progress of new employees during the probationary period;

e Recommending whether or not the employee’s employment continues after
the end of the probationary period.

At the end of the first three (3) months, the employee's manager will meet with the
employee to discuss his/her progress to date. Permanent or continuous employment
will be subject to successful completion of the probationary period. If the employee's
manager is not completely satisfied with the progress achieved in the first three (3)
months, the probationary period may be extended for an additional time period.
Employees will be given written confirmation of their extended probationary period
and/or their continuous employment at PTP.

During the first three (3) months of employment, a new PTP employee may be
terminated for any reason, with or without cause, in which case PTP will have no
obligation to the employee, neither to provide notice, nor to pay in lieu of notice.

Vacation benefits will accrue during the probationary period. (Please refer to
Vacation policy 5.1.)

Employee group health benefits for permanent full time and part time employees will
commence upon successful completion of the probationary period. (Please refer to
Group Health Benefits policy 5.4.)
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3.8 Orientation of New Hires

Effective Date: November 20, 2007
Revision Date: November 28, 2012

Purpose

To ensure orientation practices and procedures are consistent, helpful and
informative.

Policy

Orientation practices at PTP are established to ensure new employees are treated in
a fair and consistent manner. PTP’s aim is to ensure all new employees feel
welcome, comfortable and supported as they adjust to their new role and
responsibilities.

Administrative Matters

Managers will provide all new employees with the following critical information about
their employment either prior to, or on the first day of work.

Signed employment agreement

Signed Confidentiality and Non-Disclosure Agreement
Acknowledge receipt of Email and Internet Usage Policy
Job description

Employee Handbook/Personnel Policies and Procedures Manual, Vision,
Mission and Values

Organizational chart

Reporting structure

Benefits information if applicable

Review of Timesheet Procedures

Introduction to coworkers

Tour of facilities

Work schedule

Safety and Security

Availability of a “mentor” if applicable

Other information deemed appropriate by the manager

Orientation Practices may include, but are not limited to:
e Creating comfort and rapport by allowing new employees to visit other
programs or departments to get a full understanding of PTP activities
¢ Matching new employees with a ‘buddy’ or *‘mentor’ to help with introductions
and to support a deeper understanding of organizational culture
e Meeting with the Executive Director to discuss ‘big picture’ issues and the
organization’s strategic directives

PTP Adult Learning and Employment Programs - Personnel Policies and Procedures Manual Page [ 25




PTP PERSONNEL POLICIES AND PROCEDURES MANUAL

3.9 Job Descriptions

Effective Date: November 20, 2007
Revision Date: November 28, 2012

Purpose

To outline the duties, responsibilities and reporting structure for all job categories at
PTP.

Policy

Job descriptions at PTP provide an outline of the main areas of responsibility for
each position and PTP’s expectations of the employee holding the position. Each job
description states both the nature and the level of the work that the employee
performs, including the position’s basic purpose, duties, responsibilities, and
reporting relationships.

A job description will accompany each new employee’s Employment Agreement. It is
within PTP’s discretion to amend the job description of an employee to meet the
changing needs of the organization. Any such amendments will be reviewed and
discussed with the employee holding that position.

All PTP employees are expected to undertake a variety of tasks and responsibilities
and to share the burden of mundane tasks that may not be directly related to their
professional role and/or primary responsibilities. For example, administrative and
housekeeping tasks such as filing and dishwashing should be shared by all
employees and not be the domain of a specialized position.

PTP employees are encouraged to bring forward, either to their manager or to the
Executive Director, new concepts or approaches they may be interested in
developing. New initiatives that expand and improve PTP’s programming and new
opportunities for professional development contribute greatly to the quality of
services PTP can offer to participants attending its programs. To this end, job
descriptions will have a degree of flexibility that accommodates individual initiatives
while maintaining established programs.

PTP is committed to maintaining up-to-date job descriptions for each position within
the organization and one will accompany any new position that is created.

Please refer to listing of Job Descriptions at http://www.ptp.ca/about-ptp/hr-
documents/.
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PTP PERSONNEL POLICIES AND PROCEDURES MANUAL

3.10 Standard Hours of Operation

Effective Date: November 20, 2007
Revision Date: November 28, 2012

Purpose
To confirm PTP’s standard hours of operation.
Policy

PTP’s standard hours of operation are Monday to Friday 8:30 a.m. to 4:30 p.m.
Most PTP programs and services are offered during these hours and so this policy
refers to these hours of operation. Any variation of the hours worked must be
discussed with and agreed upon by the employee’s manager. (Please refer to
Absence from Work policy 5.3.)

PTP offers other programs and services such as its Academic Upgrading Program
which is delivered in the evening, outside the standard hours of operation. Hours for
other programs and services may vary depending on participant needs.
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3.11 Hours of Work and Scheduled Breaks

Effective Date: November 20, 2007
Revision Date: November 28, 2012

Purpose
To verify the hours of work and scheduled breaks for PTP employees.
Policy

As PTP's staffing needs change in response to the demands of the community, hours
of work may fluctuate, the actual starting and ending times for each employee will
be governed by the requirements of the individual’s job, business operations and
programs as well as client requirements. However, where practical, an employee
may, with the approval of their direct supervisor, adopt a flexible working schedule
on a daily basis.

Any significant deviation from normal work schedules should be discussed with the
employee’s direct supervisor beforehand. As well, on occasion, the hours worked
may extend beyond those normally scheduled and these arrangements will be made
with the employee’s direct supervisor.

HOURS OF WORK

a) Instructional Staff

Instructional Staff have varying work hours as outlined in their employment
agreements.

All instructors work within the parameters of a thirty-five (35) hour work week.
These hours are a combination of instructional and preparation time.

An instructional (or contact) hour is defined as time spent directly engaged in the
delivery of program content with a group of learners.

Instructional hours range from a minimum of one (1) to a maximum of twenty-three
(23) contact hours per week.

Preparation time is equivalent to 53% of a contact hour. In other words, for every
contact hour there are 32 minutes of prep time.

For example:

23 contact hours x 53%
12 contact hours x 53%

12 prep hours (35 hour work week)
6.5 prep hours (18.5 hour work week)

It is understood that instructors use prep time on lesson preparation and related
activities that support the development of the program(s) they teach and the
progress of their learners.
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Instructors are also required to attend meetings outside of scheduled hours, work an
occasional evening or weekend, submit written reports, and undertake other duties
as required.

All instructors are expected to be on site fifteen (15) minutes before their first class
of the day and remain after their last class to address participants’ questions,
concerns and needs as required.

b) Non-Instructional Staff

Non-instructional staff work varying hours, which are defined in individual
employment agreements.

1. Full-time positions are thirty-five (35) hours per week and may include
occasional evening or weekend work.

2. Any position less than 35 hours is comprised of an agreed-upon number of hours
as outlined in individual employment agreements.

All staff may be required to attend meetings outside of scheduled hours.

All staff are expected to be on site and prepared to commence work at their
scheduled time.

SCHEDULED BREAKS

a) Instructional Staff

For daytime programs, there are three (3) breaks per day—morning, lunch and
afternoon—scheduled for instructors at regular intervals in between classes.

b) Non-Instructional Staff

All PTP employees not considered instructional staff, who work 35 paid hours per
week are entitled to the following break:

Lunch break: One (1) hour.

Administration and support employee breaks must be scheduled at varying times to
ensure reception and telephone coverage from 8:30 a.m. through 4:30 p.m.

Lunch breaks are to be taken between 11:00 a.m. and 2:00 p.m. Employees are not
required to remain on the premises during this time.

All employees are encouraged to be conscientious about observing the time limits
for lunch and breaks and are expected to return from scheduled breaks on time.
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3.12 Attendance

Effective Date: November 20, 2007
Revision Date: November 28, 2012

Purpose

To manage absenteeism within the organization in a fair and consistent manner with
the following objectives:

e Assist employees in achieving optimum attendance at work by making every
reasonable effort to provide accommodation, assistance and rehabilitation;

e Provide guidance to management who are responsible for dealing with
attendance issues;

e Maximize operational efficiency and quality.

Policy

All employees of PTP play a vital role and are expected to be prompt and regular in
their attendance. Occasionally there are good reasons for being late or absent from
work. As well, PTP recognizes that employees may require time off due to illness,
family emergencies or other situations.

In the case of authorized absences, including but not limited to sick leave, vacation,
jury duty, maternity/parental leave, emergency leave, the employee is required to
submit the appropriate documentation, whenever possible, prior to commencing the
leave.

Employees unable to attend work as scheduled must notify their manager, as soon
as possible or at least two (2) hours prior to the start of their work-day, providing
the reason for the absence and the expected date of return. Employees unable to
contact their manager directly, shall leave a voicemail, as well as contact another
manager or colleague.

Employees are expected to schedule all medical or personal appointments outside of
scheduled work hours. However, PTP understands that at times an appointment may
be booked during work hours (e.g., to see a specialist). When this is the case, it is
the employee’s responsibi