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INTRODUCTION

thecannon.ca Partnership

The Guelph Campus Co-operative (‘Co-op’) and the Central Students’ Association (‘CSA’) have entered into a partnership to carry on the business of managing thecannon.ca website for the benefit of the students of the University of Guelph.  thecannon.ca Partnership receives funds semesterly (Fall, Winter, Spring) from the students of the University of Guelph, as administered by the University of Guelph, for the purpose of managing and operating thecannon.ca website.

The rights and responsibilities of the Partners, the Co-op and the CSA, are outlined in thecannon.ca Partnership Agreement dated October 2nd, 2003.
thecannon.ca Partnership may authorize the hiring of employees or independent contractors as necessary to the operation of thecannon.ca website.  The Partners will review the staffing of thecannon.ca website and other related matters on at least an annual basis.  thecannon.ca Human Resource Policies must be approved by the Partners.
Operating Committee

The day-to-day activities of thecannon.ca website are overseen by thecannon.ca Operating Committee.   The Operating Committee reports on at least a bi-annual basis to the Partners, the Co-op Board of Directors and the CSA Board of Directors, regarding the operation and management of thecannon.ca website.

The Operating Committee is made up of three voting representatives from the Co-op and three voting representatives from the CSA.  Non-voting representatives may be appointed to the Operating Committee, as deemed necessary by the Operating Committee, from time to time.
Voting representatives of the Operating Committee cannot be employed by or under contractual obligations to thecannon.ca website.

The Operating Committee manages the day-to-day affairs of thecannon.ca website and is responsible for the hiring and supervision of thecannon.ca staff.  The Operating Committee will develop and obtain compliance with thecannon.ca Human Resource Policies, as approved by the Partners, with respect to the management of thecannon.ca employees and volunteers.  
The Operating Committee cannot terminate the employment of any thecannon.ca employee or terminate the contract of any independent contractor without the approval of the Partners.
thecannon.ca Employment
thecannon.ca will employ, when necessary and within the bounds of the fiscal year budget approved by the Partners, certain full time, part time, contract, term and task, co-op/intern and other temporary staff, as well as volunteers.  This policy shall form part of the contract of employment of each person employed by thecannon.ca.
Human Resource Policy

thecannon.ca personnel policies and practices are governed by relevant legislation including but not limited to the Employment Standards Act, Human Rights Code and Health and Safety legislation.

Changes in Human Resource Policy

While every effort is made to keep the contents of this document current, thecannon.ca reserves the right to modify, suspend, or terminate any of the policies, procedures, and/or benefits described in the Human Resource Policy with or without prior notice to employees.  The modification, suspension, or termination of any of the policies, procedures, and/or benefits described herein will not constitute grounds for the termination of any employment contract.
EMPLOYEE RIGHTS

Employee Rights
Each employee of thecannon.ca has the right to work in a safe and supportive working environment, have the necessary resources to do their work, to be paid in a timely manner, and to be free from harassment and discrimination on the grounds of race, ancestry, colour, ethnic background, citizenship, creed, religious or political affiliation, age, sex, sexual orientation, gender orientation, martial status, family status, status of wealth or physical or mental disability.
thecannon.ca will neither practice nor tolerate any prohibited discrimination or harassment in its employment practices or in the work environment.

RECRUITMENT AND SELECTION

Equal Employment Opportunity
thecannon.ca is an equal employment opportunity employer.  Employment decisions are based on merit and business needs, and not on race, ancestry, colour, ethnic background, citizenship, creed, religious or political affiliation, age, sex, sexual orientation, gender orientation, marital status, family status, status of wealth or physical or mental disability, or any other factor protected by law.

Recruiting and Hiring for Diversity

thecannon.ca is committed to actions that will build on the strengths of our current workforce and continually enhance the diversity of our organization.  thecannon.ca will actively recruit candidates for employment that reflect the diversity of the University of Guelph campus and our neighbouring communities.  thecannon.ca will hire candidates who fall within a marginalized group when those candidates have comparable qualifications to the other most qualified candidates.

Under this policy marginalized shall be defined as persons from groups who face systemic barriers to employment including but not limited to women, people of colour, aboriginal people, queer people, persons with disabilities, and international students.

Recruitment and Selection Process

Hiring for all thecannon.ca employees shall take place according to the following procedures:

a) Funds must be available in the approved budget to cover the remuneration of the position(s);
b) Operating Committee must approve the job description of the position(s) to be hired and the related job posting(s);

c) Operating Committee must strike a hiring committee with at least one Operating Committee representative from each Partner;
d) Operating Committee may appoint a staff member of thecannon.ca to a hiring committee;

e) Employment vacancies must be posted on the 3rd floor UC job board and thecannon.ca website for at least one week before any offer of employment for the position(s) is made;
f) Upon the completion of candidate interviews the hiring committee will present a report to the Operating Committee which includes the person(s) recommended for the position(s), the number of applicants interviewed, and the type and length of advertising;

g) The Operating Committee must approve the hiring of the recommended candidate(s) and the terms of employment before an offer of employment is made;
h) The hiring committee will provide an offer of employment, which includes the Operating Committee approved employment contract and a copy of the Human Resource Policies, to selected candidate(s); and

i) Should the prospective candidate(s) not accept the offer of employment in the time specified in the offer, the hiring committee will report to the Operating Committee recommending the hire of another candidate that has been interviewed or the reposting of the job vacancy.
OFFER OF EMPLOYMENT AND EMPLOYMENT CONTRACTS
Acceptance of Employment

All candidates who are offered a position of employment with thecannon.ca shall confirm their acceptance by signing a document that includes the job title, the base salary rate, date of commencement of employment, the term of employment, the reporting relationship, and any other information required under thecannon.ca Human Resource Policies.  Any offer of employment is conditional on the candidate confirming their acceptance of the terms of the employment contract by signing and returning the required documentation within the time specified in the offer of employment.
Statement of Non-Disclosure

A Statement of Non-Disclosure shall be included in all offers of employment, employment contracts, and independent contracts with thecannon.ca.  Employees and contractors must covenant and agree that they will not, either during the continuance of their employment and/or contractual relationship with thecannon.ca or any time thereafter, disclose the private affairs of thecannon.ca, or the Partners, to any person, firm, corporation or otherwise, which they have knowledge of by virtue of their position with thecannon.ca.  Nor shall they use for their own purposes or for any purpose other than those of thecannon.ca any information they may acquire in relation to thecannon.ca’s business and affairs.
Confidentiality Agreement

A Confidentiality Agreement shall be included in all offers of employment, employment contracts, and independent contracts with thecannon.ca.  Employees and contractors must covenant and agree that all confidential information, secrets or secret information, including information that ought reasonably thought to be secret (whether marked confidential or not) which they may have knowledge of by virtue of their position with thecannon.ca will be held in fiduciary capacity and solely for the benefit of thecannon.ca and that they will not use for their own purpose or for any other purpose any such information nor will they disclose, divulge, or communicate orally, in writing or in any other manner, to any person, firm, corporation or otherwise.
Conflict of Interest Agreement
A Conflict of Interest Agreement shall be included in all offers of employment, employment contracts, and independent contract with thecannon.ca.  Employees and contractors must covenant and agree that they will disclose in writing to thecannon.ca Operating Committee the nature and extent of any interest they may have, directly or indirectly, in any material contract or transaction entered into by thecannon.ca or contemplated by thecannon.ca.

Voting representatives of the Operating Committee cannot be employed by or under contractual obligations to thecannon.ca.
EMPLOYEE RIGHTS & BENEFITS

First Three Months of Employment
The first three months of employment with thecannon.ca is considered a probationary period.  This provides the employee an opportunity to get to know thecannon.ca and for the Operating Committee to get to know the employee.  Before the expiry of the first three months a job performance review will be conducted by the Operating Committee.  At the discretion of the Operating Committee the probationary period may be extended for an additional three months, with another review to be conducted at that time. During this period of time the Operating Committee may choose to adjust the terms of employment and/or terminate the employment relationship with the approval of the Partners.  Any decision will be communicated to the employee in writing within three (3) weeks of the performance appraisal interview.
If at any time within the first three months of employment either party feels the working relationship is unsatisfactory, employment can be terminated without notice.  The employee’s pay will include the hours worked and any accrued vacation pay owing.  In the case that thecannon.ca terminates the employment relationship one additional week of pay will be added to the employee’s last pay cheque.  The cheque and ROE will be available at thecannon.ca office within 7 days of the last day worked.  If the cheque is not picked up within 7 days it will be mailed to the last address for the employee on file.
Payment of Wages

Employees of thecannon.ca are paid on a recurring bi-weekly basis on ___________.  thecannon.ca will provide employees with at least four weeks notice if thecannon.ca decides to make any changes to the pay period and/or the pay day.

Each pay day thecannon.ca will provide employees a written statement setting out:
a) the pay period for which the wages are being paid;

b) the wage rate, if there is one;

c) the gross amount of wages and how that amount was calculated;

d) the amount and purpose of each deduction from wages; and

e) the net amount of wages being paid to the employee.

Hours of Work
The hours of work with thecannon.ca may vary.  During office hours thecannon.ca provides a 15 minute break for every 4 hours worked and a half an hour meal break for every eight hour shift.  The lunch period is unpaid. 

In some circumstances, when an employee is working less than an 8 hour shift, the employee will be given two separate break periods of 15 minutes, which are paid, within a consecutive five-hour shift.

From time to time it may also be necessary to work some overtime.  Overtime constitutes anything over 44 hours per week and will be paid at a rate of 1.5 times the normal working wage.

No employee may work additional hours (overtime or otherwise) outside of the terms of their employment contract unless they have the written preapproval of the Operating Committee.

Employees will submit a bi-weekly payroll timesheet to the Operating Committee.

Appearance of Staff/Dress Code
Employees of thecannon.ca are expected to present a clean and professional appearance while conducting business, in or outside of thecannon.ca office.  Dressing in a fashion that is clearly unprofessional, that is deemed unsafe, or that negatively affects the reputation of thecannon.ca is not acceptable.
Absence and Sickness
From time to time for any number of reasons an employee may find themselves unable to report to work or a scheduled meeting.  It is imperative that the employee notify the Operating Committee immediately.  Whenever possible the employee should notify the Operating Committee the day or evening before the anticipated absence.  The Operating Committee will discuss the rescheduling of the missed hours of work with the employee.  Proof of illness may be requested by the Operating Committee at anytime.
thecannon.ca does not provide paid sick leave.

If the employee finds that they are unable to work for a more extended period of time due to illness, they may be eligible for benefits through Employment Insurance.

Pregnancy and Parental Leaves
A pregnant employee of thecannon.ca, employed for at least 13 weeks before her due date, is entitled to 17 weeks pregnancy leave without pay and an additional 35 weeks unpaid parental leave.  Otherwise, a mother or father employed by thecannon.ca, for at least 13 weeks, who is the parent of a child, is entitled to 37 unpaid weeks of parental leave following the birth of the child or the coming of the child into the employee’s custody, care and control for the first time.

An employee intending to take pregnancy or parental leave must inform the Operating Committee in writing at least two weeks prior to the time in which they commence the leave, together with a medical certificate estimating the date of delivery.  If the employee does not specify the date of return the maximum leave will be assumed.  An employee that wishes to return to work early may do so with four weeks written notice.

thecannon.ca pregnancy and parental leave entitlement will at all times reflect the current and minimum standard of the Employment Standards Act.  For information on pregnancy/parental leave eligibility and benefits an employee may contact the local Human Resource Development office or view employment insurance information at www.servicecanada.gc.ca.
Educational or Developmental Leave









Each employee of thecannon.ca is encouraged to improve work-related skills and pursue self development.  Employees can submit written requests for financial assistance with the fees for courses that are job-related to the Operating Committee.   The Operating Committee will consider the request in the context of the funds available in the budget and the extent to which the Operating Committee deems the course to be job-relevant.
Parking Permits
Unless otherwise negotiated, employees who drive cars are responsible for their own parking fees.  University parking permits are issued by Parking Administration located in the Security Services building behind Johnston Hall on Trent Lane.

Public & Civic Holidays
thecannon.ca honours the following public holidays: New Years Day, Family Day, Good Friday, Victoria Day, Canada Day, Labour Day, Thanksgiving Day, Christmas Day, and Boxing Day.  All regular full-time and part-time employees are paid for these holidays on a pro-rated basis.
Thecannon.ca honours the following civic holiday(s): August Civic Holiday.  All regular full-time and part-time employees are paid for civic holiday(s) recognized in this policy on a pro-rated basis.

If a public holiday falls on a day that is not ordinarily a working day for an employee or a day which the employee is on vacation, thecannon.ca will pay the employee regular wages for that day or, with the agreement of the employee, choose to a substitute day off work with pay that would ordinarily be a working day for the employee.

thecannon.ca and an employee may agree that the employee will work on a public holiday.  thecannon.ca will pay the employee for the public holiday plus premium pay of 1 ½ their hourly wage for each hour worked on that day.  thecannon.ca and the employee may also agree that the employee will work the public holiday at his or her regular rate and that the employee will take another paid day off work that would ordinarily be a working day.

Vacations
thecannon.ca employees are paid their vacation pay as it accrues at a rate of 4% on their bi-weekly paycheque.  A statement setting out the amount of vacation pay that is being paid is provided to each employee with their statement of wages.
Jury Duty
thecannon.ca employees will have their wages subsidized when required to serve on jury duty.  The amount paid an employee will be the difference between the jury stipend and the employee’s regular earnings.

Leaves of Absence without Pay
Short-term leaves of absence or other leaves will be considered and should be discussed with the Operating Committee.  Whenever possible, permission will be granted if a suitable temporary replacement can be found for the term of the proposed leave.  The term suitable replacement is subject to the Operating Committee’s best judgment.
Evaluation
The focus of the staff/employee evaluation process is employee development.  It is intended to be an opportunity to review performance against pre-determined performance standards and to set action plans that will promote employee development and improved performance.

In addition to the performance review during the probationary period each employee’s performance will be evaluated at least annually.

The results of the evaluation will have some influence on decisions regarding salary/wage increases and termination decisions.

The Operating Committee is responsible for the co-ordination of the performance appraisal process.

Conflict Resolution or Complaint Procedure
In cases of personal or professional conflict among members and staff and between staff of thecannon.ca the following procedures shall be followed in good faith.  If the parties involved are unable to resolve the conflict at each step, they will move to the next step as follows:

1. The parties involves shall meet and discuss their perspectives and shall reach a written mutual understanding of the source and resolution of the conflict.

2. The parties shall identify a mutually agreeable third party from within the thecannon.ca and/or the Partners (an employee or director who is not a part of the conflict) to act as mediator.

3. The parties shall identify a mutually agreeable third party from outside thecannon.ca and/or the Partners to act as a mediator.  Community Justice Initiative in Waterloo can be used as a resource 519-744-6549.  Visit www.cjiwr.com for more information.
4. Should the conflictual nature of the relationship persist, a full investigation by a neutral third party shall be undertaken.  Following the investigation and resultant assessment, the complaint will be arbitrated.  Arbitration will decide who will bear the costs of arbitration.
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