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Introduction   
 

BGC believes that relationships are fundamental to its work, and none is more important than that 

of employee/employer. The purpose of this document is to set out policy on a variety of matters 

pertaining to the relationship between the Employer (Boys and Girls Club of Kamloops) and 

Employees.        

 

The purposes of these policies are: 

 

• To promote the fair treatment of employees and BGC 

• To encourage open communication between BGC and employees 

• To ensure that BGC employees receive equitable standards of compensation and 

conditions of employment 

• To contribute to assisting employees to meet work and family responsibilities 

• To develop professional employees who have the knowledge, skills and abilities to 

achieve current and future objectives 

• To promote a safe and healthy workplace that supports the well-being of employees 

• To ensure that BGC employees understand their roles and how their work contributes to 

achieving the goals of the BGC 

 
 

 

Relevant Legislation: 

 

➢ BC Employment Standards Act 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96113_01  

➢ BC Freedom of Information and Protection of Privacy Act 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/96165_00  

➢ BC Humans Rights Code 
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96210_01  

➢ BC Workers Compensations Act  
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/96492_01  

➢ Employment Equity Act 
http://laws-lois.justice.gc.ca/eng/acts/e-5.401/index.html  

➢ Personal Information Protection and Electronic Documents Act (PIPEDA)  
http://laws-lois.justice.gc.ca/eng/acts/P-8.6/index.html  

 

When government legislation changes, BGC will revise policy in a timely manner to ensure that 

human resources practices follow the revised legislation.  

 

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96113_01
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/96165_00
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96210_01
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/96492_01
http://laws-lois.justice.gc.ca/eng/acts/e-5.401/index.html
http://laws-lois.justice.gc.ca/eng/acts/P-8.6/index.html
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Section 1 Position Management 

 

1.1 Organizational Structure 

 

Policy Statement 

 

BGC maintains an organizational chart that illustrates positions, lines of authority, 

responsibilities, and relationships between Board members, employees, programs and 

administrative functions. 

BGC will take a coordinated approach to changes within its organization. The Board will 

establish organizational structures, which best support, the delivery of its mandate and programs, 

and will review and modify these structures as required.  The Executive Director is responsible 

for reviewing the reorganization plans prior to submission to the Board for final approval. 

 

Procedures 

 

1. In reviewing organizational structure and/or in the consideration of restructuring, the 

following issues will be addressed: 

• Potential for duplication of programs/functions across units; 

• Differences of opinions relative to responsibility of programs; 

• Classification and staffing issues; 

• Impact of the change on existing employees. 

 

2. The Board will be available for consultation prior to a formal reorganization proposal 

being prepared. 

 

3. The Executive Director ensures that relevant organizational change and human resource 

issues have been clearly identified, and a plan is in place to effect change with minimal 

disruption to employees and services. 
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1.2 Position Descriptions 
 

Policy Statement 

 

Every job will have an up-to-date position description which clearly outlines the duties, 

responsibilities, authority limits, and role of the position in the organization. 

 

Procedure 

 

1. The Executive Director and Manager of Program Operations are responsible for assigning 

duties and drafting descriptions to ensure BGC mission and position requirements are 

met. 

2. Position descriptions will: 

• include Title, Department/Program Area/ Supervisor Title; 

• define key responsibility areas for the position; 

• define the requirements for the position; 

• describe the competencies requirements for the position;  

• provide working conditions for the position; 

• provide a basis for the job evaluation (classification) plan and clarify the 

relationship between positions in the organization; 

• serve as a tool in organizational structure and design reviews by establishing the 

reporting relationship of the position on the organizational chart. 

 

3. All employees of BGC will receive a copy of the position description with their 

orientation package. 

 

4. Position descriptions will either be reviewed every three years or at the time of 

recruitment for the position or when the job functions have changed significantly. 

5. The language used in position descriptions will be clear, brief, and precise. The position 

description must be gender neutral and should not include characteristics or work rules.   

6. A new or revised position description will be reviewed by the Executive Director for 

classification in consultation with the Manager of Programs. 

7. Revised position descriptions must be communicated to all employees after approval.  
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1.3 Classification 
 

Policy Statement  

 

The job classification system will be utilized to ensure that a consistent, fair, and equitable 

application exists throughout BGC for the allocation of the value of each position. 

 

1. Classifications are different from job titles/positions 

2. Classifications are groupings of similar jobs or job families 

3. BGC has created the following classifications: 

• Level One: on call, CYW, Youth Resource, ECEA 

• Level Two: Cook, Shopper 

• Level Three: Family Development Facilitator, all ECE workers 

• Level Four: Admin II, Admin I, Program Area Leader III, Program Area Leader 

II, Program Area Leader I 

• Level Five:  Manager I 

 

4. Classifications are linked to the wage grid and they provide a compensation guide for 

positions within the classification 

 

Procedure 

 

1. Review of a Current Position 

• Reviews may be initiated by the Executive Director, Supervisor, Manager or the 

employee. 

• Where a position is occupied, the immediate supervisor and the Manager of 

Programs will complete a job assessment in consultation with the employees whose 

job is under review.  

• The assessment reviews the value or relative worth of the position not the 

incumbent. 

• The classification process cannot be used as a reward mechanism for valued and 

long-term employees. 

• The Executive Director in collaboration with the Manager of Program Operations 

is responsible for the consistent application and coordination of the classification 

process along with the maintenance of the related documentation. 

• The Executive Director may seek input from the Board.  

• The immediate supervisor and employee will be advised of classification decisions 

in writing. 

• In cases where an upgrade of position is being proposed, the Executive Director 

and Finance Committee will confirm and approve the availability of the budgetary 

funds. In the event funds are not available the upgrade will be included in the next 

year’s budget. 

 

2. Position Creation 

In the event a new position is created the following will occur: 

• The position will be classified using the standard BGC approach to classification. 

• Recommendations will be given to the Executive Director. 
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• The Executive Director will confirm and approve the availability of the Board of 

Directors approved budgetary funds for any position being newly created. 

• The classification decision will be added to the pertinent documents (i.e. wage grid, 

job description, etc.). 
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Section 2: Employment 

 

2.1 Employment Equity 

 

Policy Statement 

 

BGC is committed to providing a work environment that respects all aspects of diversity and 

enables all employees to pursue their careers free of any discriminatory barriers.  

 

Procedures 

 

1. All terms and conditions of employment, including compensation, assignments, and 

promotion, recruitment and employment are made without discrimination related to race, 

national or ethnic origin, language, spiritual beliefs, age, gender, sexual orientation, 

marital status, family structure, political beliefs, mental or physical ability or 

socioeconomical status.   

 

2. Employment decisions are based solely on the individual’s qualifications, merit and 

performance.  

 

 

2.2 Recruitment and Selection of Employees 

 

Policy Statement 

 

BGC is committed to conducting fair and professional hiring practices to attract the best possible 

candidates for all positions. BGC promotes the development of employees by encouraging and 

supporting internal recruitment. 

 

Procedures 

 

1. BGC hires from within the organization when feasible, and encourages advancement to 

retain qualified employees, build morale and ensure consistency. All vacant positions are 

posted internally unless a current employee does not have the minimum qualification for 

the posted position.  

 

2. Vacant positions are posted externally when it is determined that hiring from a broader 

pool of applicants will ensure that BGC maintains a strong, diverse, skilled, experienced, 

and well qualified team. 

 

3. Hiring decisions take into consideration the importance of building a team of employees 

that is reflective of the community it serves.  

 

4. BGC may choose not to fill a vacant position if it is in the best interest of the 

organization.  
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5. At the discretion of the Executive Director, individuals may be hired in short-term, 

temporary positions to address an immediate need. Such positions will not necessarily be 

posted.  

 

6. Hiring Procedures 

• Recruitment: 

➢ Postings include: Job title, classification, expected hours, compensation, 

description of responsibilities, qualifications and requirements, minimum 

education requirements, contact information and posting deadline. 

➢ Internal postings are sent to all BGC employees who have shared their 

email address for Club information distribution. Whenever possible 

postings are posted in a central location where all employees can access in 

each location.  

➢ An external posting may occur at the same time as an internal posting. All 

external postings are listed on the BGC’s website and various other media 

networks and job banks.  

➢ Current employees applying for internal positions are encouraged to 

inform their supervisor of their intention.  

➢ All applicants are required to submit a cover letter and resume by the 

posted deadline.  

 

• Interviews: 

➢ All internal applicants who meet the qualifications outlined in the job 

posting are granted an internal interview. Internal applicants who are not 

qualified for the position are notified in person.  

➢ When possible a prescreen interview will take place via phone call with 

eligible applicants prior to an in-person interview.  

➢ In person interviews are conducted by a minimum of two individuals, 

using a prepared set of questions used for each applicant per position.  

 

• Screening: 

➢ A Criminal Record Check (vulnerable sector) (CRC) is required for all 

BGC employees prior to commencing work with members. (CRC’s are 

required every five years) 

➢ If BGC received concerning information from a CRC review, the 

Executive Director determines whether to proceed with hiring the 

individual.  

➢ A minimum of two reference checks, including past/current supervisors, 

academic supervisors, and/or professional contacts are conducted.  

➢ Reference checks with BGC Leaders are required in the case of internal 

candidates, former employees, and volunteers. In the case of applicants 

who have been participants in any BGC program, reference checks are 

conducted with the appropriate Program Leader.  

 

• Credentials & Recruitments: 

➢ Applicants for positions working directly with participants must hold an 

appropriate certification in First Aid and CPR. 
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➢ Applicants working within licensed programs must have eligible 

certification depending on the age category (ECE, ECE with I/T or 

Responsible Adult).  

➢ All applicants expected to be working with food (preparation or serving) 

must have a current Food Safe certificate.  

➢ Employees who are required to have a Class IV driver’s license, but do not 

have one upon commencement of employment, must begin the process of 

obtaining the license within thirty days of their start date and obtain the 

license by the end of their probationary period unless specified differently 

on employment contract. 

➢ Employees who are required to drive participants must provide their 

current driving record or abstract. The abstract must be provided annually.  

➢ A list of requirements, including credentials such as level of education, 

certifications and licenses, is developed for each position. Employment 

with BGC is contingent on verifiable credentials.  

➢ BGC confirms an employee’s credentials through primary source 

verification (not photocopies) at the time of hire, and again whenever 

certifications are renewed. A current photo copy of certification is held in 

the employee’s personnel files.   

➢ Employees are responsible to notify their supervisor if there is a change to 

the status of their credentials.  

 

• Decision to Hire: 

➢ Hiring decisions for regular employees are made in consultation with the 

Manager of Program Operations and appropriate Program Leader and will 

be authorized by the Executive Director. 

➢ BGC will, within seven (7) calendar days of making the selection, advise 

all the interviewed applicants in writing or by phone call of the status of 

their application. 

➢ Any candidate who is found to have deliberately misrepresented or 

falsified information during the recruitment and selection process will be 

eliminated from the selection process, and if employed with false 

disclosures will be discharged/terminated from BGC with cause. 

 

• Letter of Employment: 

➢ The successful applicant will be given an appointment letter, which they 

sign to acknowledge acceptance of the terms and conditions as outlined. 

➢ The letter will include the title of the position offered, compensation 

outline, effective date of hiring, duration of probation period, applicable 

benefits, the name of immediate supervisor and advisement of all other 

required documentation prior to their start of work.  

➢ They will also agree to their commitment to read and abide by BGC’s HR 

and Administration Policies and Procedures Manuals and applicable 

Program Manuals, Child Abuse Policies, Emergency Plans and Drivers 

Handbook (if applicable).   
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2.3 Employment of Family Members 

 

Policy Statement 

 

BGC is committed to ensuring fair employment practices regarding employment of family 

members of current employees.  

 

Procedure 

 

1. Immediate family members of employees may not be hired or promoted for positions 

where: 

• one directly supervises the other; 

• they have the same supervisor; 

• they are working in the same program space. 

 

2. Exceptions may be made in the case of casual employees at the discretion of the 

Executive Director. 

 

3. BGC does not hire individuals who are related to members of the Board of Directors, or 

members of their immediate families, without approval of the Executive Director.  

 

2.4 Definition of Employees Hours of Work 
 

Policy Statement 

 

BGC is committed to providing hours of work and alternative work arrangements to meet 

program requirements and employee needs when possible 

 

Policy Definitions 
 

Regular Full-Time Employees -A regular full-time employee is one who works full time on a 

regularly scheduled basis.  Regular full-time employees are entitled to the benefits as outlined 

in this policy manual under Section 6.  

• BGC has a usual full-time work week of 37.5 hours, or 1950 hours per year (7.5 paid 

hours per day). 37.5 hour work week employees have a half hour unpaid meal break. 

• Little Club Kids and Full Day Camp programs work an eight (8) hour shift with a paid 

lunch break as employees are expected to supervise children.   

• The normal work week is five days per week. 

 

Regular Part-Time Employees- A regular part-time employee is one who works less than 

full-time (37.5) on a regularly scheduled basis.  Regular part time employees are eligible for 

vacation, illness and named holidays. 

• An employee who works a minimum of 22.5 hours per week regularly, but less than 

37.5 hours per week. 

• The normal work week is five days per week, 4.5 hours per day.  
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Casual/on-call Employees – A casual employee is one who is not regularly scheduled to 

work and who may elect to work or not when asked to do so.  Casuals may be eligible for 

vacation and illness benefits if they work a consistent shift that is less than 22.5 hours per 

week on average. An employee who is called in sparingly to fill in, is not eligible for illness 

or vacation. 

• An employee who works less than 22.5 hours and does not have a set schedule, often 

working different shifts that are not consistent, or 

• An employee who works less than 22.5hrs a week but the shift is consistent for a 

period of time (i.e. Mon, Tue, Fri for X # of weeks – 15 hrs/wk) 

 

Term Certain Employees - A person employed for a defined duration and specific 

assignment/task as outlined in the appointment letter. Term certain employees are ineligible 

for employee benefits unless the employee is a current employee and the term certain position 

is in conjunction with previous terms and conditions of employment (i.e. specific time 

sensitive programs). Term certain positions longer than 6 months and are expected to 

continue beyond a year, the employees is eligible for benefits at either a part-time regular or 

full-time regular employee depending on the number of hours of the position.  

 

Independent Contractor - is personnel that is not considered an employee of BGC.  They 

are either self employed or work for another organization with which BGC has contracted for 

their services.  Contract personnel are expected to observe the relevant policies and practices 

of BGC when working on BGC premises. 

 

Employer - Boys and Girls Club of Kamloops (BGC) 

 

Continuous Employment – Means a period of twelve (12) consecutive months of 

employment including approved vacation time and/or approved leave of absence. 

 

Procedures 

 

1. Normal hours of work for each employee is defined in their appointment letter, however 

employees may be required to work alternate hours to meet the program and participant 

needs. 

 

2. Casual/on call employees with variable work hours are generally provided with a 

schedule at least two weeks in advance. 

 

 

2.5 Extra Hours Worked, Banking Time and Time Off in Lieu 

 
Policy Statement 

 

BGC is committed to providing a workplace where employees’ portfolios have manageable 

workloads and employees are fairly compensated for any extra hours worked during a work 

week.  
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BGC recognizes that there are times when an unusual circumstance makes it necessary for 

employees to work beyond their normal working hours. However, the need to work extra hours 

should be a temporary situation.  

 

BGC will attempt to take every measure to ensure employees do not work more than eight (8) 

hours in a day.  

 

Procedure 

1. Extra time worked should only be in response to a pressing situation involving a 

participant or organizational matter. 

 

2. Pre-approval to work extra hours is required. If prior approval is not possible, extra time 

worked must be reported to the supervisor as soon as possible.  

 

3. When an employee becomes aware of a situation that requires him/her to work beyond the 

normal scheduled hours of work, the employee must contact his/her supervisor and advise 

of the circumstances immediately. If the supervisor agrees that the banked time is required 

he/she will approve the employee to work the required hours and formally authorize it by 

signing the timesheet and specifically the banked time total. 

 

4. In the unusual circumstance that an employee works over eight (8) hours in a day, BGC 

typically provides time off in lieu. Hours over eight (8) in a day will be time off in lieu at 

time and a half.  

 

5. Scheduling time off in lieu must be approved by the supervisor and consideration is given 

to the effect on operations and how existing resources will be used to cover duties during 

the employee absence. The supervisor and employee, will arrange a mutually agreed upon 

time frame for the employee to take the time off in lieu of overtime pay. This time must be 

scheduled as soon as possible and no later than the following pay period.  

 

6. If an employee wishes to be paid out for extra time worked, they may do so by providing 

written request on their time card. Any time worked over eight (8) hours in a day will be 

paid out at time and a half.  

 

7. If an employee resigns or is terminated by BGC and their banked time has not been taken 

as time in lieu, overtime will be applied at an hour and a half overtime  basis per hour 

banked and the balance will be paid out on the final pay cheque. 

 

8. Employees occupying a Management position with BGC are not eligible for banked time. 

Management positions are defined as per the BC Employment Standards and in the BGC 

classification table under Level Five.  

 

9. Management positions are subject to organizing their time to accommodate the diverse 

work requirements within their area and the BGC.  

 

10. In situations where an employee is on an extended trip on BGC business he/she will be 

expected to make prior arrangements with his/her supervisor on the agreed compensation, 

management of the hours worked during the trip, and plans for compensating time off 
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following the trip. No additional banked time will be claimed unless extenuating 

circumstances occur. (i.e. travel on weekends – see policy 6.14).  

 

 

2.6 Orientation 

 

Policy Statement 

 

BGC is committed to making new employees feel welcome, and to ensuring that they have all the 

necessary information to become familiar with their job duties, responsibilities and expectations.  

 

All new employees will receive a general and program specific orientation their first day of 

employment. Orientation and opportunities for continual knowledge and growth will be made 

available as needed to support the employee.  
 

Procedure 

 

1. General BGC orientation –Manager of Program Operations or Delegate 

• Ensures new employee receives the BGC Canada ‘Welcome to BGC’ orientation 

link to view. 

• Tour of main club office and introduction to administration team.  

• Overview of BGC history, mission, vision and core values. 

• Overview of operational structure, lines of communication and current programs 

and services. 

• Review all policy and procedure manuals i.e. Human Resources, Administration 

and Communication, Child Abuse manuals, Emergency Plan and Vehicle Drivers’ 

Guidelines (if applicable).   

• Review and complete all mandatory employment forms; confidentiality and 

protection of privacy, tax, employee file, employment letter, etc.   

• Health and Safety practices and WOSH committee 

 

2. Program Specific Orientation – Program Area Leader (Supervisor) 

• Introduction to co-workers 

• Tour of the worksite and an overview of facility-specific procedures relating to 

health and safety, and service delivery. 

• A review of the detailed job description, including duties and expectations. 

• A summary of payroll practices (including a package of payroll benefits and 

enrollment forms to complete if applicable. 

• An overview of protocols related to phones, computer use and records 

management (membership forms, care plans, etc) 

• An explanation of procedures for expense reimbursement, managing petty cash, 

receiving fees, and other relevant financial responsibilities – position dependent. 

• Program area specific training resources. 
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2.7 Probation 

 

Policy Statement 

 

BGC is committed to setting a period of time during which both new employees and BGC can 

assess their fit for the position. 

 

The probationary period for BGC employees is three (3) months continuous work. 

 

Procedure 

 

1. Regular and ongoing feedback regarding performance is provided to the employee by 

their supervisor during the probationary period.  

 

2. The supervisor sets clear expectations and identifies areas for improvement, as necessary.  

 

3. The employee has a responsibility to identify potential performance concerns or problems 

as they arise.  

 

4. Written records of verbal feedback are maintained confidentially.  

 

5. A formal written performance review is carried out at the end of the probationary period 

using the approved performance review template.  

 

6. The employee or BGC may terminate the employment relationship, without notice, 

severance or compensation, during the probationary period.  

 

2.8 Code of Conduct 

 
Policy Statement 

 

BGC is committed to developing standards to guide professional behavior and relationships for 

all BGC employees and volunteers.  

 

Employees and volunteers are to act with the highest ethical standards, and in the best interests of 

BGC and those it serves.  

 

BGC abides by the Core Values established by Boys and Girls Clubs of Canada, and by standards 

set out by related professional bodies.  

 

Procedure 

 

1. BGC provides a positive work environment where employees and volunteers can 

contribute to a productive, respectful, and professional atmosphere. All employees, 

volunteers, and participants are treated with dignity and respect.  
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2. Employees and volunteers are expected to conduct themselves in a courteous and 

professional manner, to comply with BGC policies at all times, and to demonstrate 

respect and accountability to their colleagues.  

 

3. Employees and volunteers are expected to deal with all individuals in a manner that 

demonstrates the values of a caring, diverse, and respectful community.  

 

4. BGC employees are truthful and straightforward in their communication about BGC and 

do not intentionally mislead coworkers, participants, other stakeholders, or the public. 

Employees use appropriate, professional language, both in written documents and public 

conversations. 

 

5. BGC employees must adhere to the ‘Use of Social Media’ policy 3.4 in the 

Administration Policy Manual with regards to appropriate use of social media.   

 

6. Use of illicit drugs by employees while at the worksite or when representing BGC is not 

tolerated. Illicit drugs cannot be brought to, stored at, or used at BGC worksites or in 

programs.  

 

7. Any employee who comes to work under the influence of drugs or alcohol is sent home 

immediately, disciplinary practices, up to and including dismissal, are determined by the 

Executive Director or designate.  

 

2.9 Conflict of Interest 
 

Policy statement 

 

BGC is committed in protecting its integrity and promote continued public trust and confidence 

by ensuring that any actual, potential, and/or perceived conflicts of interest, whether direct or 

indirect are either avoided or appropriately managed through prompt and full disclosure. 

 

The term Conflict of Interest refers to a situation where a board member, employee or other 

volunteer (Interested Parties) of BGC has a personal, professional or business interest that 

conflicts with, or may give the appearance of conflicting with, the best interests of BGC. 

 

To protect BGC’s status as a registered charitable non-profit organization it is essential that there 

be compliance by interested parties to avoid jeopardizing its tax-exempt status. 

 

Conflict of Interest Defined:   

 

For the purposes of this policy, the following will be deemed to create a Conflict of Interest: 

• A board member, employee or volunteer (or family member of any of the 

foregoing) is a party to a contract or involved in a transaction with BGC for goods 

and services. 

• For board members, a conflict of interest is often expressed as a conflict between 

the personal interest of the director and the moral and ethical duties a board 

member owes BGC. 
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• A board member, employee or volunteer (or family member of any of the 

foregoing) is a director, officer, agent, partner, associate, trustee, personal 

representative, receiver, guardian, custodian or other legal representative of BGC. 

 

Procedure 

 

1. Potential situations where conflict of interest may occur.  

• Financial 

➢ Interested parties must not commit BGC to any unauthorized expenditure 

or other liability and must ensure that all commitments are approved in 

accordance with the Administration Policies and Procedures, involving all 

appropriate consultations and approval process. 

• Vendor Relationships 

➢ Interested parties in decision making roles will not perform fee for service 

work for BGC in addition to their responsibilities as an employee or board 

member.  Similarly, goods shall not be purchased from interested parties. 

• Client (Children and Youth) Relationships 

➢ All interested parties are to understand the client’s vulnerability and 

dependence on the interested parties to provide assistance and act 

accordingly.  This includes recognition that personal relationship outside 

the scope of their professional roles are not in the best interest of the 

interested parties or BGC (see policy 3.8 Relationships with Participants) 

➢ Conflict of interest situations between interested parties and clients of 

BGC will be investigated immediately.   

• Gifts, Gratuities and Entertainment 

➢ Accepting gifts, entertainment or other favors from individuals or entities 

can also result in a conflict when the party providing the 

gift/entertainment/favor does so under the circumstances where it might be 

inferred that such action was intended to influence the interested person in 

the performance of his/her duties.   

➢ Employees can accept items of nominal or insignificant value which are 

not related to any particular transaction or activity of BGC when refusal 

would not be courteous.  

• Confidentiality 

➢ Interested party must exercise care not to disclose confidential information 

acquired in connection with disclosure of conflicts of interest or potential 

conflicts which might have an adverse effect on BGC. 

➢ Interested parties must not disclose or use information relating to the 

operations of BGC for their personal profit or advantage or the personal 

profit or advantage of their family members. 

 

2. Disclosure of Potential Conflict of Interest 

• An interested party is under a continuing obligation to disclose any potential 

conflict of interest as soon as it is known or reasonably be known. Disclosure 

statements will be submitted in writing as follows: 

➢ Board Members: The disclosure statement shall be provided to the Board 

Chair. 
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➢ Board Chair: The disclosure shall be provided to the Board Vice Chair. 

Copies of the disclosure statement shall be provided to the Executive 

Director. 

➢ Executive Director: The disclosure statement shall be provided to the 

Board Chair. 

➢ Employees: In the case of employees with significant decision-making 

authority, the disclosure statement shall be provided to the Executive 

Director. 

➢ Volunteers: The disclosure statement shall be made to the Executive 

Director. 

 

• In all cases the recipient is the designated reviewing official for bringing potential 

conflicts to the attention of the Board for review and decision.   

• All disclosure statements will be filed with the official records of BGC. 

 

3. Breach of Conflict of Interest 

• Interested persons who fail to comply with this policy will be subject to measures 

determined by the Executive Director and the Board, including dismissal from 

their respective roles. 

• Interested persons who fail to comply with this policy following severance with 

BGC hereby acknowledge that the disclosure of confidential information will 

result in irreparable harm to BGC and BGC shall have the right to enforce its 

lawful rights and remedies against the offending interested parties. 

 

2.9 Dress Code 

 

Policy Statement 

 

BGC expects that employees shall be properly groomed and attired for the work in which they 

are engaged to conduct. Employees are to present an appropriate, positive and professional image 

of BGC in its various functions. 

 

Procedure 

 

1. The work an employee performs is in the public eye and therefore business casual 

clothing, which is not offensive to the general public, should be worn. 

 

2. In all areas, apparel should reflect the conservative nature of a role model as outlined in 

our philosophy. 

 

3. The following items are deemed to be unacceptable for regular day-to-day BGC work; 

spaghetti straps, short shorts, mini skirts, short midriff tops, bare backs, tube tops, 

plunging necklines, and bikini’s. 

 

4. The following are suggestions on acceptable casual attire; jeans, t-shirts and other casual 

attire must be neat, clean, not distressed and worn at an individual’s discretion depending 

on the work activity and environment. 
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5. Graphics on clothing - We are in a youth serving organization and we are seen and 

perceived as role models by the youth and community we serve. Graphics must not 

transmit any messages or gestures that promote: drug use/abuse, alcohol, sexual 

suggestiveness, abusiveness, and religion or otherwise racially discriminating material. 

 

6. BGC acknowledges that items 1 to 5 above call for a judgement on the part of the 

employer, but employees will be asked to co-operate when reasonable explanations for 

clothing requirements are provided. 

 

7. Employees should be mindful of the work environment they will be exposed to and dress 

accordingly; 

• Where the work to be performed could be hazardous, protective clothing pursuant 

to the Occupational Health & Safety Act shall be worn. 

• Where the work to be performed is outside, appropriate clothing for the season is 

required. 

 

8. Employees working directly with children and youth, must ensure proper foot wear is 

worn at all times. Flip flops or sandals without back straps are not to be worn. 

 

9. Employees are asked to be cognisant of appropriate attire for special events/meetings 

where business attire is required. 

 

10. Should an employee refuse to co-operate with directions respecting apparel, discipline 

may be imposed. 

 

2.10 Performance Management 

 

Policy Statement 

 

BGC is committed to supporting employees and fostering accountability through an ongoing 

performance management process. 

 

The intent of the performance management process is to: 

• enhance and maintain the performance of employees 

• define expectations 

• ensure that employees perform their duties in compliance with policies and procedures 

to meet program requirements 

• develop and maintain ongoing dialogue between supervisors and employees 

• value and recognize the ways in which employees help achieve BGC’s objectives and 

priorities 

• promote employees’ professional development based on their career goals and BGC’s 

needs 

• provide BGC with information to assist in identification of training needs, 

compensation processes, and succession planning 

 

Procedure 
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1. Annual Performance Review 

The supervisor meets with each employee annually for a formal performance review. The 

first review is completed at the end of an employee’s probation period (three months). 

• In advance of the annual performance review:  

➢ the employee prepares a self evaluation using the template provided 

➢ the supervisor may gather information from other sources, including peers, 

those being supervised by the employee, participants and other 

stakeholders  

➢ the supervisor prepares a written assessment of the employee’s overall job 

performance in relation to the functions and required competencies as 

described in the job description, and the degree to which performance 

objectives set in the previous review have been met  

• During the performance review meeting, the supervisor and employee review the 

written assessment provided by both the supervisor and the employee: 

➢ identify employee strengths and areas needing improvement 

➢ review certification that are due to expire and develop a plan for training 

and professional development for the following year 

➢ review the employee’s goals for the future and establish performance goals 

for the upcoming year 

• The completed performance review is signed and placed in the employee’s 

personnel file. A copy is provided to the employee at their request.  

 

2.11 Performance Disciplinary Action 

 

Policy Statement 

 

No employee will be subjected to disciplinary action without just cause.  The goal is to correct 

perceived problems in job performance or employee conduct in a fair and constructive fashion.  

Although the type of disciplinary action may vary depending on the situation, it is generally 

desirable for the discipline to be progressive. 

 

Typically progressive disciplinary action has the following features: 

• Verbal reprimand 

• Written reprimand 

• Disciplinary action or consequence 

• Termination 

 

The steps represent increasingly serious contacts with the employee designed to bring about a 

change in performance or behavior.  The initial starting point and the way discipline progresses 

will depend upon the severity of the offense and any step or number of steps may be exempt. 

 

Procedure 

 

1. When an employee is consistently not meeting expectation 
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For situations in which an employee consistently does not meet performance objectives, 

the supervisor uses a progressive disciplinary approach, intended to ensure fair and 

consistent process.  

• Information Discussion 

➢ The supervisor has an information discussion with the employee. The 

supervisor ensures that the employee is fully aware of the conduct that is 

unacceptable by giving specific concrete examples. The supervisor will 

give examples of what conduct is expected.  

➢ The supervisor defines a period of time when the conduct is expected to 

improve and ensures that the expectations are clearly communicated to the 

employee and a plan for regular follow-up occurs to support the 

employees’ growth.  

➢ The supervisor makes notes about the informal discussion. The notes do 

not go into the employee’s file unless the situation proceeds to the formal 

stage. The notes must be locked in a desk and written in a bound book.  

• Formal Letter 

➢ If the performance conduct does not improve in the set timeline agreed 

upon with the supervisor and employee. The supervisor will draft a 

performance letter that will outline the unacceptable conduct and the steps 

taken to correct the performance. 

➢ The letter will include details on the performance gap and a date upon 

which the issue(s) are to be corrected.  

➢ The letter must also state a consequence for non-compliance, this may 

include termination.   

➢ If the performance is not corrected by the employee by the pre-determined 

date, the consequence outlined in the letter will be acted upon.  

• Disciplinary Action  

➢ If the expectations for improvement are not met, the supervisor consults 

with the Manager of Programs and Executive Director. Together they 

determine the appropriate action, which may include a follow up meeting 

with the employee, or termination. 

• The Executive Director must be advised when written or verbal discipline is being 

administered. 

 

2. Disciplinary Incident involving an investigation 

When a supervisory employee becomes aware of an alleged breach of rules, policy or 

inappropriate conduct by an employee they will be responsible to report the matter to the 

Manager of Programs.  

• The Executive Director must be informed of any alleged incident involving an 

employee prior to an investigation being conducted.   

• In some circumstances it may be appropriate to suspend an employee pending an 

investigation of an incident involving an identified risk as outlined by BGC’s risk 

management policy. The authority to suspend an employee with or without pay 

resides with the Executive Director after carefully reviewing the known facts. 

Refer to policy Suspension 2.12.  

• The investigation will be conducted as quickly as possible and will involve the 

following steps: 
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➢ The employee alleged to participate in the breach of policy or misconduct 

is informed of the alleged incident and advised that an investigation is 

being conducted.  

➢ The appropriate management person conducting the investigation will 

interview the employee, any witnesses who were present or any other 

employees as deemed appropriate. 

➢ The findings of the investigation must be documented and are reviewed 

with the appropriate senior manager or Executive Director.  

• If after a review of the information is collected, the supervisor/Manager agree that 

a misconduct or breach of rules has occurred, the immediate supervisor will 

review the employee's HR file to determine if there is any previous disciplinary 

action on the file. 

• If there is previous disciplinary action on the official employee personnel file it 

will be taken into account in deciding the level of discipline to impose along with 

any other mitigating or aggravating factors deemed appropriate. 

• Once the decision has been made to impose disciplinary action, a letter will be 

prepared outlining the discipline being imposed, the letter will be signed by the 

appropriate management person specified above and will be delivered to the 

employee in person. 

• The appropriate supervisor and Manager of Programs will meet with the 

employee to discuss the content of the letter.  

• The employee will be asked to sign the letter in acknowledgement that the letter 

will be placed in their personnel file.   

• A copy of any disciplinary letter will be placed on the employee's personnel file, 

as well as any documentation arising out of the investigation. 

 

2.11 Suspension 

 

Policy Statement 

 

All allegations of unacceptable workplace behaviour, improper conduct, or violations of BGC’s 

policies by an employee are investigated thoroughly to ensure they are addressed in a fair and 

effective manner. BGC may suspend an employee while conducting the investigation if deemed 

there is further risk to its members, employees or public.  

 

BGC may suspend an employee who is under criminal investigation.  

 

Procedure 

 

1. Executive Director approval is required prior to the suspension of an employee. 

 

2. The length of the suspension depends upon the seriousness and complexity of the 

situation 

 

3. At the discretion of the Executive Director, a suspended employee may remain on paid 

status during the suspension 
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4. Once a final decision is made, the appropriate corrective action, if any, is taken.  

 

2.12 Employee Abandonment 

 

Policy Statement 

 

BGC is committed to ensuring programs are staffed adequately to serve members and maintain 

appropriate staff to child ratios. 

 

Procedure 

 

1. Any employee who fails to report for work and does not notify his/her supervisor within 

three (3) work days and who cannot give an acceptable reason for his/her absence shall be 

considered as having abandoned his/her position. 

 

2. Once confirmed, all legislative procedures relating to employee voluntarily quitting 

employment will apply and be followed.  

 

2.13 Exit Interviews 
 

Policy Statement 

 

BGC, where practical, will conduct an exit interview with an employee on or prior to their last 

workday. 

 

• The purpose of the exit interview is to identify the reasons for employee turnover and 

job satisfaction/dissatisfaction, and to formulate recommendations for increasing 

organizational structure.  

• The Executive Director or designate will conduct the exit interview. The employee is 

encouraged to share all information, but the interviewer will only record what the 

employee wants recorded. The employee may decline an exit interview and this 

decision should be noted on the form. 

• Position change reviews are to be conducted when an employee exits one position in 

BGC and moves to another position within BGC.  Position change reviews are to 

summarize the status of an employees’ current work plan and the reason for the 

change in the position.  Position change reviews are completed by the employee’s 

supervisor and placed on the employee’s personnel file. 

 

Procedure 

 

1. Exit interviews are scheduled with the employee on or prior to the employee’s last day of 

employment. 

 

2. Exit interviews are conducted in a confidential setting. 

 

3. The interview is conducted with the most appropriate person: 
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• Prior to the start of the interview the employee will be informed of the feedback 

process.  Through choice and acknowledgement, the employee will indicate if the 

notes should be destroyed after the information for the summary report is 

extracted, or it be placed in an exit interview file for future reference purposes. 

• The interview data will be included in an annual summary report of all exit 

interviews by the Executive Director or delegate. The summary report will be 

analyzed to improve organizational effectiveness.  

• If during the exit interview information is shared that requires immediate action 

(i.e. safety concerns) the Executive Director will develop a plan for action to 

remedy the situation.   

• The summary report contains only aggregate or anonymous data. 

 

4. If unable to conduct the interview prior to the employee's departure, the Executive 

Director will contact the terminating employee and schedule the exit interview. The 

employee may complete the form and return it via email if a meeting is not feasible. 

 

2.14 Termination 

 

Policy Statement 

 

BGC is committed to providing a clear and consistent process for termination of employees. 

 

BGC will practice good faith and handle all separations of employment, whether voluntary or 

involuntary, in a responsible, ethical manner and consistent with applicable legislation. 

 

BGC identifies five basic types of terminations of employment 

1. Retirement – The employee withdraws from one’s position in BGC where the 

intention is to refrain from regular active working life. 

 

2. Resignation – The employee gives formal notification and resigns one’s position 

within BGC. 

 

3. Termination with cause – BGC ceases the employment of an employee due to 

circumstances that have been outlined to the employee through the performance 

management process or through employee misconduct. 

 

4. Termination without just cause – BGC ceases employment of an employee and 

provides working notice or termination pay which is limited to the maximum 

entitlements pursuant to the BC Employment Standards Code. 

 

5. Termination following Temporary Layoff –A temporary layoff becomes a termination 

when it exceeds 13 weeks in any period of 20 consecutive weeks. 

 

Procedure 

 

1. Types of Terminations: 
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• Retirement 

➢ Employees who state that it is their intention to retire are requested to give 

four (4) weeks’ written notice at the management level and two (2) weeks’ 

written notice at all other levels in BGC to their respective supervisor. 

➢ Employees will seek information from BGC on any outstanding vacation 

and overtime hours and will include in their written notice their intentions 

on how they would like to use them. 

 

• Resignation 

➢ Employees who state it is their intention to resign from their position are 

requested to give four (4) weeks’ written notice at the management level 

and two (2) weeks written notice at all other levels in BGC to the 

respective supervisor. 

➢ Employees will seek information from BGC on any outstanding vacation 

and overtime hours and will include in their written notice their intentions 

on how they would like to use them. 

 

• Termination with “just cause” 

➢ Employees who have demonstrated poor performance, violations and/or 

other behaviour determined to give just cause to terminate will not be 

given any notice or payment in lieu of notice prior to being asked to leave 

BGC. 

➢ Where possible, the Manager of Programs and Executive Director may 

meet with the employee to discuss the reasons for the termination, such 

reasons will be provided in writing. 

➢ The following are some examples of what may be considered “just cause” 

o Theft, fraud, or dishonesty 

o Assault or harassment of co-workers 

o Breach of duty 

o Serious willful misconduct 

o Conflict of interest, especially if it involves loss to BGC 

o Serious breach of BGC policies, procedures, or practices 

o Chronic absenteeism or tardiness 

o Unsatisfactory performance 

➢ Executive Director approval is required prior to the termination of an 

employee. 

 

• Termination without “just cause” 

there are times when BGC needs to make immediate decisions about the 

employment status of individuals that is in the best interest of BGC.  These 

decisions will be made by the Executive Director or their designate. Should a 

decision be made to terminate an employee without just cause, notice or payment 

in lieu of notice will be limited to the maximum entitlements under the 

Employment Standards Code. 

 

• Termination following temporary layoff 
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should a layoff become permanent and result in termination, any termination pay 

will be limited to the maximum entitlements pursuant to the BC Employment 

Standards Code. 

 

 

2. In the case of all terminations of employment the following will occur: 

• Return of Agency Property and Satisfying Financial Obligations 

individuals whose employment is terminated must return all Agency property to 

the Manager of the respective department and satisfy all financial obligations with 

the finance department on or before the last work day. Examples of items which 

must be returned include, but are not limited to: 

➢ Identification cards, keys to building(s), vehicle(s), and equipment 

➢ Cellular telephones and other communications equipment 

➢ Proprietary or confidential material including electronic information (such 

as e-mail), files and records 

➢ Materials owned by BGC, computers, software, documentation, supplies, 

and other computer-related materials (unless specified by the employment 

contract or specific benefit entitlement) 

➢ Credit cards 

 

• Access to Computerized Information Systems 

➢ Upon termination the Executive Director or Manager of Programs will 

make appropriate arrangements to discontinue an employee's password 

and/or access to all BGC information systems. This may include but is not 

limited to financial, employee, departmental, local area networks and e-

mail accounts.  It also includes building security system codes to which the 

separated employee may have had access. 

• Termination Paperwork 

➢ Upon termination, records of employment and final payment of wages will 

be issued in accordance with the parameters of federal legislation, and the 

BC Employment Standards Code, respectively. 

 

 

2.15 Temporary Layoff 

 

Policy Statement 

 

Where BGC wishes to make a reduction in the working force and wants to maintain an 

employment relationship with the employee without terminating the employment of the 

employee, BGC may temporarily lay off the employee. 

 

Procedure 

 

1. If reduction of the working force is necessary, BGC will make its decisions using the 

following framework: 

• All decisions will be based on BGC priority of meeting the needs of its members; 
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• The Board approved priorities will serve as the basis for any work force 

reductions; 

• Notwithstanding this, BGC may first consider days off without pay as a measure 

to meet its financial shortfall, and/or a reduced work week, and/or individual or 

uniform percentage pay cuts; 

• Lay off will be the last option to be implemented. 

 

2. In the event of temporary layoff due to operational requirements, BGC reserves the right 

to layoff employees for the duration of program reductions.   BGC reserves the right to 

reassign the employee, providing the Employee’s qualifies for the reassignment. 

 

3. BGC will notify employees who may be affected with as much notice as is reasonably 

possible. 

 

4. The factors, in priority order, used in determining the employees to be laid off are:  

• priorities of BGC  

• the current ability, skills, performance and education to perform the remaining 

positions  

• seniority 

 

5. Should a layoff become permanent and result in termination, (13 weeks of 20 

consecutive weeks) any termination pay will be limited to the maximum entitlements 

pursuant to the BC Employment Standards Code. 

 

6. In the case of a layoff becoming permanent and results in termination of employment, the 

procedures in policy 2.15 item #5 are relevant.  
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Section 3 Employee Relations 
 

3.1 Operational Core Values 

 

Policy Statement  

 

BGC and its employees will be governed by a set of operational values. These values will be 

developed and reviewed periodically with employees having the opportunity to provide input.  

 

Procedures 

 

BGC and its employees are guided by the following operational values in all decisions and 

interactions, with children, youth, families, stakeholders and general public. 

 

1. Inclusion and Opportunity: We strive to ensure children and youth from all economic, 

cultural and social backgrounds have access to resources, supports, mentors and 

opportunities that will enable them to overcome barriers and achieve their positive 

potential in life. 

 

2. Respect and Belonging: We will provide safe, supportive environments where every 

person is listened to, treated with respect and valued in an environment of inclusion and 

acceptance. Our staff and volunteers model honesty, fair play, strength-based approaches, 

cooperation and respect for self and others. 

 

3. Empowerment: We believe all young people can grow into responsible, contributing and 

self-reliant members of society. Children and youth are at the centre of everything we do. 

Through adventure, play and discovery, we encourage and empower them to develop 

healthy lifestyles, a lifelong passion for learning, life skills, leadership and a sense of 

social responsibility. 

 

4. Collaboration: We work with families and our community, in partnership with 

volunteers and organizations in the public, non-profit and private sectors, to create healthy 

community solutions. As a community partner we provide programs designed for 

impactful service so that children, youth and families get what they need for optimal 

development. 

 

5. Speaking out: We advocate and speak with and on behalf of children, youth and families 

to enhance their lives and enable their voices and ideas to be heard. We support families 

and communities to advocate for the supports and services they require. 

 

6. Client-centered: Members are our first priority. We exist to serve children, youth and 

families and we do this through a variety of services and programs. Our staff, volunteers 

and community partners are committed to this client-centred approach. 

 

7. Strength-based:  We assist children, youth and families, and our staff and volunteers, to 

identify and build on their strengths. We embed a strength-based philosophy in all of our 

work. 
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3.2 Employee Records  

 

Policy Statement 

 

BGC is committed to maintaining appropriate and accurate employee records to facilitate 

legislative reporting and to manage the internal operations of BGC.  

 

 

Employee files will contain but are not limited to the following documents: 

• Verification that reference checks have been conducted;  

• Verification of a current Criminal Record Check with vulnerable sector complete; 

• A copy of the employee's resume;  

• Emergency contact name(s), address(es), and telephone number(s);  

• A copy of the degree or diploma or a signed and dated statement verifying the employee's 

educational and/or professional qualifications;  

• A signed and dated Confidentiality Agreement; 

• A copy of relevant and/or required training certificates; 

• A copy of required post-secondary education or training;  

• A copy of a valid current driver's license, if required for employment, and a copy of a 

valid current driver’s abstract; 

• A copy of the letter of employment and terms; 

• Copies of any performance appraisals, letters of recommendation, training, letters of 

disciplinary action; 

• Any information regarding Revenue Canada and employee compulsory deductions; 

• Any other complete forms pertaining to time off, vacation requests or disclosures of any 

kind.  

 

Procedure 

 

1. Collection 

BGC may collect personal employee information where it is reasonably related to the 

employment arrangement for the purpose of hiring, managing or separating this 

relationship.  Nothing will be placed in the employee's file without the employee being 

made aware of it and provided with the option of receiving a copy. Only the immediate 

Supervisor, Finance Personnel, Program Manager and Executive Director can place letters 

or items in the employee’s personnel file. 

 

2. Use 

The Executive Director, Manager of Programs and immediate Supervisor and Finance 

maintains employee personnel files and makes use of the file as needed. No information 

will be removed from the Personnel file without approval of the Executive Director.   

 

3. Disclosure 

All employees are entitled to review and know the contents of their personnel file, except 

letters of reference. Files can be viewed at any time by appointment. Such viewing must 
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be in the presence of the Manager of Programs or an alternate employee as designated by 

the Manager or Executive Director.  BGC may disclose personal employee information 

about an individual, where the information is reasonably related to the employment 

arrangement for hiring, managing or separating this relationship.  Disclosure may also be 

provided if the organization has been provided with consent to release the information. 

 

4. Storage 

The files shall be stored in a locked filing cabinet or other such appropriate secure 

location as decided. Only the Manager of Programs, Manager of Finance, the Executive 

Director and their specified direct reports will have access to the keys.  Under no 

circumstances is the employee file to leave the office in which it resides, unless 

authorized by the Executive Director and is needed for hiring, managing or separating this 

relationship. 

 

Personnel files will be kept permanently. Non-active employee files will be moved to an 

offsite secure storage after one year. Financial payroll records are responsibly destroyed 

after seven (7) years.  

 

5. Notice 

BGC will provide reasonable notice and explanation to the employee about the collection, 

use, disclosure and storage of their personal employee information and the purposes for 

which this will occur. 

 

3.3 Training and Professional Development 

 

Policy Statement 

 

BGC is committed to providing employees with appropriate training and opportunities for 

professional development to facilitate both organization’s and the employees’ growth.  

 

BGC encourages employees to meet a high standard of service to children, youth and families 

and provides the necessary training for employees to achieve and exceed best practices.  

 

Procedures 

 

1. BGC identifies required training needs, develops training strategies, and commits 

resources to make training opportunities available to employees.  

 

2. Training includes workshops facilitated by BGC employees, external training courses, 

and the dissemination of updated information and resources materials.  

 

3. All employees are kept up to date regarding health and safety practices through drills and 

training.  

 

4. In addition to training that occurs at the time of hire, BGC provides training following 

revision to policy, during times of high turnover, and when new programs or services are 

added, or new populations are served.  
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5. Whenever financially and operationally possible, BGC will send employees to Regional 

and National Boys and Girls Club of Canada conferences. 

 

6. Supervisors ensure that employees receive all training necessary to meet the requirement 

of their job. 

 

3.4 Employee Satisfaction 

 

Policy Statement 

 

BGC is committed to measuring employee satisfaction to determine the extent to which 

employees enjoy their work and are fulfilling their aspirations.  

 

BGC believes that employee satisfaction contributes to motivation, goal achievement, positive 

morale and teamwork in the workplace.  

 

 

Procedure 

 

1. BGC measures employee satisfaction by an annual anonymous employee satisfaction 

survey and/or focus groups 

 

2. Information collected considers the following factors: 

• Mission and Purpose 

• Job Satisfaction and Rewards 

• Communication and Teamwork 

• Work/life Balance and Personal/Professional Growth 

• Overall Job satisfaction 

 

3. BGC reports the result of the survey to employees and Board of Directors, and when 

possible, will makes changes in the work setting based on employee responses and 

feedback. 

 

3.5 Appeals and Grievances 
 

Policy Statement 

 

BGC is committed to sustaining a positive work environment in which employees work 

constructively together. BGC is committed to ensuring that appropriate procedures are in place to 

guide resolution and to address formal complaints from employees regarding work situations.  

 

Employees who are experiencing a grievance or have a complaint are encouraged to resolve it 

through discussions with their supervisor whenever possible. 
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All grievances are investigated. Confidentiality is maintained, and information disclosed during 

the course of the investigation is used only as necessary.  

 

Penalty or retaliation against an employee who initiates a grievance or makes a complaint or 

participates in a resolution investigation will not be tolerated and will be subject to disciplinary 

action. No employee is subjected to discrimination or adverse treatment for participating in a 

grievance procedure.  

 

Every employee has a responsibility to comply with this policy and to treat everyone who works at 

BGC with dignity and respect.  

 

Grievance: A wrong or hardship suffered (real or perceived), which is the grounds of a complaint. 

 

Complaint: An expression of grievance, dissatisfaction or concern. 

 

Procedure 

 

It is the responsibility of all parties involved in a grievance to participate fully in the resolution 

process in good faith.  

 

1. The following steps have been outlined to assist employees in choosing how to handle a 

complaint or grievance: 

• Make every attempt to resolve the matter yourself by speaking to the individual 

with whom you are having difficulty, even if it means having more than one 

meeting.  

• Consult BGC policies to determine whether your concern is addressed.  

• Attempt to resolve the complaint as close to the source as possible, usually the 

person involved.   

• Speak to your immediate supervisor / manager about the issue and how to best 

approach the source. If, however, the issue is with your immediate supervisor and 

you do not feel comfortable speaking to them about it then you should seek 

guidance from the next level of supervision.  

• If you are unable to satisfactorily resolve your conflict and wish to launch a 

grievance, the process is outlined below.  

 

Note: Although not required, employees are encouraged to follow the informal approach to 

problem resolution prior to making a formal complaint. 

 

2. Informal process 

 

• Employees who experience a work related conflict or who have a complaint that 

has not been resolved using the steps above should first attempt to discuss the 

matter with their supervisor. In some situations, this may be difficult or 

inappropriate. In these cases, the employee may request a meeting with the next 
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level of management to discuss the problem and decide whether to initiate a 

complaint or grievance. 

• The supervisor, or the next level of management will analyze the grievance or 

complaint, and within five (5) working days will meet with the employee to 

inform the employee of the proposed plan of action. 

• If the employee is not satisfied with the informal resolution of the problem, they 

may proceed informally to the next level of management or proceed with the 

formal problem resolution process. 

 

3. Formal Complaint and Grievance Process 

This is a four (4) level procedure: 

 

• Level 1  

➢ Employees who have a complaint or require management intervention in 

relation to a work related grievance and wish to initiate the formal 

resolution process, must prepare written documentation with supporting 

details of the grievance situation or complaint and submit it to their 

supervisor. 

➢ The supervisor will investigate the details of the grievance or complaint 

and consult with the Manager of Programs or Executive Director and other 

relevant individuals, if necessary. 

➢ Within five (5) working days of receiving the grievance or complaint, the 

supervisor will complete the investigation and prepare a written response. 

The supervisor will forward a copy of the response to the employee and 

request the employee sign and date the copy to confirm they have received 

the reply and agrees or disagrees with the supervisor’s plan of action. 

➢ If the employee agrees with the recommended plan of action, the 

supervisor will send a copy of the signed reply to the Executive Director to 

be placed in the employee’s personnel file.  

➢ If the complaint has not been resolved to the employee’s satisfaction, 

proceed to Level 2. 

• Level 2 

➢ The supervisor will forward the complete file including the grievance or 

complaint, documentation of relevant factual information, analysis of the 

information, the conclusion, and the recommended resolution to the next 

level of management. 

➢ The next level of management will investigate any relevant issues in the 

file and any newly discovered information that may arise during the 

resolution process. The next level of management will forward a response 

to the employee either concurring with the previous resolution or 

proposing an alternative resolution. 

➢ If the employee agrees with the resolution at this stage, the next level of 

management will send a copy of the signed reply to the Executive Director 

for inclusion in the employee’s personnel file. 

➢ If the steps in Level 2 do not resolve the grievance or complaint to the 

employee’s satisfaction, proceed to Level 3. 

 

• Level 3 
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➢ If the grievance or complaint has not been resolved, the employee can 

request the complaint be investigated by the most senior employee, the 

Executive Director. The decision and recommendations made by the 

Executive Director will be final. 

➢ If the matter is not resolved by the employee at this level or if the 

grievance or complaint involves the Executive Director – proceed to Level 

4. 

 

• Level 4 

➢ If the grievance or complaint involves the Executive Director and has not 

been resolved, the Executive Director will request the complaint be 

investigated by the President of the Board of Directors. The decision and 

recommendations made by the President of the Board of Directors will be 

final. 

➢ In the event no resolution can be met by the above steps, the employee will 

be advised of their rights to pursue the matter with external authorities if 

they wish to do so. 

 

3.6 Employment References for Employees 

 

Policy Statement 

 

BGC will provide reference information on past and current employees. References may be in 

writing or by telephone providing BGC has consent from the employee. 

 

 

Procedure 

 

1. General:  

• Only those in a management position may provide a reference for a current or past 

employee at the request of the employee.  

• Referees must have supervised the employee for at least six (6) months to 

comment on their work, otherwise only factual information from the employee’s 

personnel file may be given.  

• All information provided will be based on fact, which if necessary can be 

substantiated.  

• Before a reference can be written or given verbally the referee must have received 

a formal request from the employee for a reference which outlines any limitations. 

 

2. Procedures for handling telephone reference information requests: 

• Ensure you have the employee’s permission to give the reference 

• Ask for the caller's name and phone number and title and advise that you will call 

them back within the next day. 

• Ensure you know what position the employee is being considered for as this is 

important in assessing the information you provide. 
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3. Procedures for handling written reference information requests: 

• Ensure you have the employees permission to give the reference 

• Respond on BGC letterhead. 

• Respond only as requested to a specific person. 

• Ensure that you know what position the employee is being considered for as this is 

important in assessing the information you provide. 

 

4. In the event there is limited knowledge on the employee for whom the reference is being 

completed, only factual information from the employee’s personnel file may be provided.  

This information includes length of employment, job title and overview of responsibility 

of that job. 

 

 

3.7 Relationships between Supervisors and Employees 

 

Policy Statement 

 

BGC supervisors and those they supervise (employee or volunteer) are to avoid any arrangement 

or circumstance, including personal relationships, which may compromise their judgment and 

ability to act honestly and in the best interest of BGC. 

 

Procedure 

 

1. BGC supervisors should avoid personal relationship, with employees they directly 

supervise. 

 

2. The supervisor should speak to their Manager when a relationship with an employee is 

being contemplated.  

 

3. BGC has a right to make employment decisions, including transferring or changing lines 

of supervision, so BGC can avoid conflicts of interest that may affect the workplace and 

other employees and compromise BGC operations.  

 

4. Any breach of this policy may lead to disciplinary action up to and including termination.  
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3.8 Relationships with Participants 

 

Policy Statement 

 

BGC is committed to maintaining professional boundaries and relationships with its participants, 

members and clients at all times.  

 

Procedure 

 

BGC employees and volunteers are in a position of trust with respect to participants, and are to 

maintain a professional relationship with participants as follows: 

 

1. Physical, verbal, or sexual abuse of participants by employees is not tolerated. 

 

2. Confidentiality of participant information is maintained. Employees disclose confidential 

information only when authorized or obligated legally or professionally to do so.  

 

3. Employees must not provide their personal home addresses, telephone numbers, email 

addresses, and must not accept telephone calls or visits at their homes from participants.  

 

4. Employees are not to communicate with current participants through personal social 

media platforms (i.e. Facebook, Instagram, Snap Chat, etc.). It is strongly encouraged that 

contact through social media with past participants be avoided.   

 

5. Consensual intimate or sexual relationships between employees and current BGC 

participants is prohibited. For consenting adults, at least two years must lapse from the 

end of the professional relationship before a personal relationship can begin. The 

employee should speak to their supervisor when a relationship with a former participant is 

being contemplated.  

 

6. Employees are not to be involved with children or youth they have met in BGC programs 

outside of working hours (i.e. babysitting or weekend trips).  Prior to attending a special 

event such as a participant’s graduation or wedding, employees must discuss and obtain 

approval from their supervisor.  

 

7. In the case of a pre-existing relationship between an employee and participant, the 

employee must in writing acknowledge the nature of the relationship (i.e. family friend). 

This disclosure is kept on the employee’s personnel file while the relationship is 

maintained, and the participant is active.  
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3.9 Harassment 

 

Policy Statement 

 

BGC is committed to providing a work environment that is healthy, free of harassment and 

supportive of the self-esteem and dignity of every person within BGC. 

 

BGC does not tolerate or condone any degree of harassment by anyone associated with BGC. 

Harassment, bullying, violence and abuse are prohibited by legislation. It is the responsibility of 

all employees, and in particular management, to promote a harassment free environment in the 

workplace. 

 

Definitions 

 

1. Harassment 

Harassment is defined as any inappropriate and unsolicited action (i.e. physical, visual or 

verbal conduct, comment or display, or behaviour) that is made by an employee, 

volunteer, client, or supplier of BGC; and directed at, and is offensive to another 

employee, volunteer, client or supplier of BGC; and which intimidates, demeans, 

humiliates or embarrasses a person; or creates an intimidating, hostile or offensive 

environment; or is on the basis of personal characteristics protected in BC in the BC 

Human Rights Code; or a reasonable person would know as unwelcome. 

 

Examples of harassment include, but are not limited to: 

• Threats made or perceived that are malicious or based on any of the prohibited 

grounds under Human Rights Legislation 

• Derogatory written or verbal communication or gestures (e.g. name-calling, slurs, 

taunting pictures or posters, bullying, graffiti) that are malicious or that relate to 

any of the prohibited grounds under Human Rights Legislation.   

• Application of stereotypes or generalizations based on any of the prohibited 

grounds under the legislation 

 

2. Physical Abuse   

An injury or action that is meant to cause physical harm by a BGC representative to an 

employee, volunteer, contractor, client or member of BGC. 

  

3. Emotional Abuse  

Rejection, deprivation of affection or cognitive stimulation, inappropriate criticism, 

threats, humiliation or accusations by a BGC representative to an employee, volunteer, 

contractor, client or member of BGC. 

 

4. Sexual Harassment 

Any unwelcome conduct, comment, gesture or contact of a sexual nature, whether on a 

one-time basis or in a continuous series of incidents that: 

• Might reasonably be expected to cause offence, embarrassment or humiliation 

• Might reasonably be expected to be perceived as placing a condition of a sexual 

nature on employment, services, or any opportunity for training or advancement. 
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Examples of sexual harassment include, but are not limited to: 

• Remarks, jokes, innuendoes or other comments regarding someone’s body, 

appearance, physical or sexual characteristics or clothing. 

• Displaying of sexually offensive or derogatory pictures, cartoons or other material. 

• Persistent unwelcome or uninvited invitations or requests. 

• Unwelcome questions or sharing of information regarding a person’s sexuality, 

sexual activity or sexual orientation. 

• Conduct or comments intended to create, or having the effect of, creating an 

intimidating, hostile or offensive environment. 

 

5. Abuse of Power/Authority 

Abuse of power happens when a BGC employee/volunteer abuses or misuses his/her 

power and discretion for personal benefit, or in benefit of another person. 

 

Abuse of power, for the purposes of this policy, includes situations involving a minor, 

situations that involve a reporting relationship (employee and supervisior), or any 

situation that includes an accusation from a client against an employee or volunteer who 

is providing a service upon which the client depends.  

 

It does not include any reasonable action taken by a supervisor relating to the 

management and direction of employees or the BGC worksite (i.e., expressing differences 

of opinion, offering constructive feedback, guidance, or advice about work-related 

behaviour, managing an employee’s performance, taking reasonable disciplinary actions, 

assigning work). 

 

6. Violence in the Workplace  

May be defined as acts or threats of violence including conduct which is sufficiently 

severe, offensive, or intimidating to alter the employment conditions or to create a hostile, 

abusive, or intimidating work environment for one or several organization employees. 

Examples of workplace violence include, but are not limited to, the following: 

• All threats or acts of violence occurring on BGC premises, regardless of the 

relationship between the organization and the parties involved in the incident. 

• All threats or acts of violence occurring off the organization’s premises involving 

someone who is acting in the capacity as a representative of BGC. 

• All threats or acts of violence occurring off the organization’s premises involving 

an employee of BGC if the threats or acts affect the legitimate interests of the 

organization. 

• Any acts or threats resulting in the conviction of an employee or agent of BGC, or 

of an individual performing services for the organization on a contract or 

temporary basis, under any criminal code provision relating to violence or threats 

of violence which adversely affect the legitimate interests and goals of BGC. 

 

The organization’s position against threats and acts of violence applies to all persons 

involved in the organization’s operation, including, but not limited to, BGC 

employees, contract and temporary workers, and anyone else on BGC property.  

Violations of this policy by any individual on BGC property, by any individual acting 

as a representative of BGC while off BGC property, or by any individual acting off of 

BGC property when his/her actions affect the organization’s business interests may 
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lead to disciplinary action up to and including termination and/or legal action as 

appropriate. 

 

Procedure 

 

This policy applies to complaints of harassment that involve employees or volunteers of BGC. 

This policy covers complaints of both harassment and sexual harassment in the workplace, as 

defined below.  

 

As BGC has minors who participate in volunteer roles, express reference is made to the fact that 

this policy will also apply to minors. A minor or a minor's parent or guardian may file a 

complaint(s) in accordance with this policy. In such an event, the complaint shall be reported to 

the Executive Director and/or /Manager of Programs who will review the necessity for reporting 

the complaint to the child welfare authorities or police of the jurisdiction within which the 

complaint arises. 

 

1. BGC will investigate reported incidents of harassment in a prompt, objective, and 

sensitive manner taking necessary corrective action and providing appropriate support for 

victims. No individual shall be penalized in any way for making a complaint or giving 

evidence in a harassment investigation. 

 

2. BGC will ensure that prevention is always the first line of defense against occurrences of 

harassment. All employees and volunteers are reminded of their obligation to follow 

BGC’s code of conduct, core values, and to adhere to policies and procedures aimed at 

ensuring a positive work environment and the highest level of care for clients. Beyond 

this, there is a duty upon all to prevent harassment by discouraging inappropriate 

activities and by reporting incidents as per this policy. 

 

3. The test to determine whether harassment has occurred is two-fold:   

• Whether a person knew or ought to have known that the behaviour would be 

considered unwelcome or offensive by the recipient.  Circumstances of the 

situation should be taken into consideration. 

• The recipient found the behaviour offensive including the consideration of their 

circumstances of the situation. 

 

4. Responsibilities in the event a harassment incident occurs are as follows: 

• Employees - If an individual of BGC believes that they have been subject to 

harassment they should:  

➢ Make their unease and/or disapproval directly and immediately known to 

the harasser and ask them to stop. 

➢ Make a written record of the date, time, and nature of the incident(s) and 

the names of any witnesses and those involved. 

➢ Report the incident to their supervisor or the Manager of Programs. If an 

employee is reluctant to discuss the matter with their immediate 

supervisor, they may report it directly to the Executive Director.  

➢ All incidents of harassment must be reported regardless of their 

seriousness. Publicizing information about alleged harassment without 
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following the reporting procedures or filing a formal complaint might be 

considered evidence of malicious intent on part of the accuser. 

• Supervisors and/or the Manager of Programs or Executive Director– Must deal 

quickly and fairly with allegations of harassment within their departments whether 

or not there has been a written or formal complaint. Supervisors and/or the 

Manager of Programs must;  

➢ Act promptly to investigate sexual harassment or inappropriate sexually 

oriented conduct; 

➢ Ensure that harassment or inappropriate sexually oriented conduct is 

reported to the Executive Director;  

➢ Take corrective action to prevent prohibited conduct from reoccurring; 

➢ Ensure that both the individual filing the complaint (hereafter referred to as 

the complainant) and the accused individual (hereafter referred to as the 

respondent) are aware of the seriousness of a harassment complaint; 

➢ Explain BGC harassment policy and investigation procedures to the 

complainant and the respondent;  

➢ Explore informal means of resolving sexual harassment complaints;  

➢ Notify the police if criminal activities are alleged. 

 

5. Confidentiality 

• All inquiries, complaints, and investigations are treated confidentially. Information 

is revealed strictly on a need to know basis. Information contained in a formal 

complaint is kept confidential. However, the identity of the complainant usually is 

revealed to the respondent and witnesses.  The Manager of Programs and 

supervisor takes adequate steps to ensure that the complainant is protected from 

retaliation during the period of the investigation.  A copy of the investigation 

report and the final decision is included in the personnel file of the respondent 

only if the investigation concludes that the individual engaged in prohibited 

conduct.  

• All information pertaining to a harassment complaint or investigation is 

maintained by the Manager of Program in secure files. The Manager explains the 

procedures for handling information related to harassment complaints and 

investigations to complainants and respondents.  

• If either the complainant or respondent requires support or advice, they should 

contact their Supervisor or the Manager of Programs who will refer them to 

appropriate supports. 

 

 

6. Resolution 

• The complainant and the respondent will both have individual interviews along 

with any individuals who may be able to provide additional and relevant 

information. Once all relevant information has been gathered, it will be reviewed 

with the appropriate departments to determine whether harassment has taken 

place. Depending on the results of the investigation one of two resolution 

procedures may be followed:  

 

7. Informal Resolution Procedures  
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• In many cases, a supervisor's informal warning to an alleged harasser combined 

with appropriate follow-up supervision and monitoring of the respondent's 

behavior might be sufficient to prevent or stop harassment.  

• Some complaints can be resolved through informal mediation between the two 

parties.  

• The Manager of Programs arranges for or facilitates mediation between the parties 

and coordinates other informal problem resolution measures.  

• If mediation is successful, a written settlement agreement must be prepared. 

Generally, the mediation agreement includes: 

➢ A pledge by the respondent not to engage in any behavior that could be 

construed as in violation of this policy  

➢ A promise by this respondent not to retaliate against the complainant  

➢ The restoration of any employment terms, conditions, or opportunities the 

complainant lost or was denied because of the harassment and for any 

other relief necessary to remedy the situation 

➢ Procedures for monitoring compliance with the agreement.  

➢ Signatures of both parties, and approved by the Manager of Programs  

➢ If the complaint cannot be resolved informally, the Manager of Programs 

assists the complainant in filing a written harassment complaint. 

 

8. Formal Resolution Procedures  

• To initiate a formal investigation into an alleged violation of this policy, 

employees also must file a harassment complaint with BGC Executive Director. 

• Complaints should be filed as soon as possible after an incident of alleged 

harassment.  

• The Executive Director assists the complainant in completing a written complaint. 

• To ensure the prompt and thorough investigation of a harassment complaint, the 

complainant should provide as much of the following information as is possible:  

➢ The name, department, and position of the person or persons allegedly 

causing the harassment;  

➢  A description of the incident(s), including the date(s), location(s), and the 

presence of any witnesses;  

➢ The alleged effect of the incident(s) on the complainant's position, salary, 

benefits, promotional opportunities, or other terms or conditions of 

employment, if any;  

➢ The names of other employees who might have been subject to the same or 

similar harassment;  

➢ The steps the complainant has taken to try to stop the harassment; and  

➢ Any other information the complainant believes to be relevant to the 

harassment complaint. 

 

• The complainant will be advised of the results of the investigation. 

• Should the investigation fail to find fault, both parties will be notified of the 

results of the investigation and all documentation will be destroyed.  

 

9. Harassment involving a Third Party 

• BGC acknowledges that third parties who are invited to the workplace could 

engage or participate in the harassment of an employee.  
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• BGC may have limited ability to investigate or control their conduct; however, 

BGC shall take reasonable and practical action to stop or reduce the risk to its 

employees of being harassed by third parties.  This action may include: 

• Outlining within a Memorandum of Understanding (MOU) a statement 

that BGC will defer to their own HR Policies and Procedures in the event 

of a Human Resource incident or situation. 

• Where a third party has been asked by an employee to stop harassment behaviour 

and does not, the employee is authorized to end telephone conversations, politely 

decline service and ask the third party to leave the workplace, or inform superiors 

of the third party. 

 

10. If BGC’s process for resolving a harassment situation is not satisfactory, an employee 

may file a formal complaint with WorkSafe BC or the BC Human Rights Coalition. 

 

3.10 Whistle-blowing Activity  

 
Policy Statement 

 

BGC is committed to the highest standard of openness, honesty and accountability. We expect 

employees and stakeholders to come forward and voice any serious concerns they may have 

about any aspect of BGC conduct. 

 

• This policy applies to any whistle-blowing activity that involves employees or 

stakeholders of BGC. 

• This policy is intended to encourage and enable employees and stakeholders to 

raise concerns within BGC rather than overlook a problem or seek resolution 

outside of BGC, so that BGC can address and correct inappropriate conduct and 

actions. The intent is to make it clear that any employee or stakeholder can express 

concerns without fear of reprisal, subsequent discrimination, or disadvantage by 

anyone within BGC. 

• It is the responsibility of all employees to report concerns about violations of BGC 

code of ethics or suspected violations of law or regulations that govern BGC 

operation.  In addition, it is the responsibility of all employees, and in particular 

management, to promote an open, safe and harassment free environment in the 

workplace.   

• BGC and/or its employees shall not threaten, intimidate, dismiss, suspend, lay off 

penalize, deny service, discipline or discriminate against an individual because 

that individual has made a complaint, given evidence or assisted in the initiation of 

a complaint. 

• The intent of this policy is to provide a mechanism that ensures serious concerns 

are properly raised and addressed. It is also intended to encourage a culture of 

openness within and to ensure employees and stakeholders of BGC act responsibly 

to uphold the reputation of BGC and everyone associated with BGC. 

• Any person who makes a disclosure or raises a concern under this Policy will be 

protected if the person: 

➢ Discloses the information in good faith; 
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➢ Believes it to be substantially true; 

➢ Does not act maliciously or make false allegations, and  

➢ Does not seek any personal or financial gain.   

  

Definitions 

 

1. Whistle-blower  

A whistle-blower is an employee, member of the organization or stakeholder who 

discloses a wrong doing so that BGC can take corrective action. A whistle-blower acts in 

good faith, believes the information to be true does not seek any personal or financial 

gain. 

Employees are usually the first to know when something is going seriously wrong.  A 

culture of turning a “blind eye” to such problems means that the alarm is not sounded and 

those in charge do not get the chance to take action before real damage is done.  Whistle-

blowing can therefore be described as giving information about potentially unethical, 

illegal and/or underhanded practices i.e. wrong doing. 

 

2. Wrong doing 

Wrong doing is something a whistle-blower believes has a detrimental impact on BGC, or 

is unprofessional, potentially illegal or an underhanded practice. Wrong doing involves 

any unlawful or unethical behavior and can include:  

• Questionable reporting, accounting or auditing practices; 

• An unlawful act whether civil or criminal; 

• Breach of or failure to implement or comply with any approved policy of BGC; 

• Knowingly breaching federal or provincial laws or regulations; 

• Unprofessional conduct or business practices that fail to meet acceptable 

standards; 

• Dangerous practice likely to cause physical harm or damage to any person, 

property, or the environment; 

• Failure to rectify or take reasonable steps to report a matter likely to give rise to a 

significant and avoidable cost or loss to BGC;  

• Abuse of power or authority for any unauthorized or wrongful purpose; or 

• Unfair discrimination in the course of employment or the provision of services. 

This list is not definitive, but is intended to give an indication of the kind of conduct 

that might be considered as “wrongdoing”.  

 

Procedure 

 

BGC will investigate all whistle-blowing in a prompt, objective, and sensitive manner, taking 

necessary corrective action and providing appropriate support. No individual shall be penalized in 

any way for making a complaint or giving evidence in an investigation as long as the information 

disclosed is in good faith and believed to be substantially true and not malicious.  

 

1. BGC will respect the confidentiality of any whistle-blowing complaint received where the 

complainant requests confidentiality. However, it must be appreciated that it will be easier 

to follow up and verify complaints if the complainant is prepared to give their name.  
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2. Anyone with a complaint or concern about BGC should first contact their 

supervisor/manager, the Manager of Programs or Executive Director.   

  

3. Where appropriate, the matters raised may: 

• Be investigated by management or the Executive Director; 

• Be referred to the police; 

• Be referred to an external auditor; 

• Or as otherwise directed by the Board. 

 

4. In order to protect individuals and those accused of misdeeds, initial inquiries may be 

made to determine whether an investigation is appropriate and, if so, what form it should 

take.  Some concerns may be resolved by agreed action without the need for further 

investigation.  If urgent action is required, it may be taken before an investigation is 

completed. 

 

5. Within ten (10) working days of a concern being raised, the appropriate person will 

acknowledge:  

• The concern has been received; 

• Indicate how they proposes to deal with the matter; 

• Give an estimate of how long it will take to provide a final response; 

• Inform the whistle-blower whether any initial enquiries have been made; and 

• Inform the whistle-blower whether further investigations will take place and if not, 

why not. 

 

6. BGC will take steps to minimize any difficulties that whistle-blowers may experience as a 

result of raising a concern.  Subject to legal constraints, BGC will inform whistle-blowers 

of the outcomes of any investigation.  

 

7. Concerns will be investigated as quickly as possible.  It may be necessary to refer a matter 

to an external agency and this may result in an extension of the investigative process.  The 

seriousness and complexity of any complaint might have an impact upon the time taken to 

investigate a matter.  

 

8. BGC does not tolerate or condone any degree of harassment and/or reprisal due to 

whistle-blowing when a disclosure of good faith has been made by anyone associated 

with BGC. BGC’s intent is to ensure there is a climate of understanding, cooperation and 

mutual respect.  To be successful in this objective, it is incumbent upon all employees not 

to condone or tolerate behaviour that constitutes harassment and or reprisal. BGC will not 

tolerate an attempt on the part of anyone to apply any sanction or detriment to any person 

who has reported a serious and genuine concern that they may have concerning an 

apparent wrongdoing.  Any such attempt should be reported immediately to the Executive 

Director. 

 

9. BGC is proud of its reputation.  It will therefore ensure that substantial and adequate 

resources are put into investigating any complaint that it receives.  However, it is 

important to realize that BGC will view very seriously any allegations that prove not to be 

substantiated or which prove to have been made maliciously or know them to be false.  
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10. BGC will regard the making of any deliberately false or malicious allegations as a serious 

disciplinary offence that may result in disciplinary action, up to and including dismissal 

for cause. 

 

11. Whistleblowing involving a third party - Third parties who interact with BGC employees 

could engage or participate in behavior that is considered by a BGC employee to be a 

wrongdoing. BGC may have limited ability to investigate or control a third party’s 

conduct; however, BGC shall take reasonable and practical action to stop or reduce the 

risk related to the wrong doing involving the third party. 

This action may include: 

• Outlining within a Memorandum of Understanding (MOU) a statement that BGC 

will defer to their own HR Policies and Procedures in the event of a Human 

Resource incident or situation. 

 

3.11 Paid Employees and Board Members as Service Delivery 
Volunteers  

 
Policy Statement 

 

BGC recognizes the right of employees and board members who wish to act in a volunteer 

service delivery capacity. 

 

A service delivery volunteer for the purpose of this policy is a paid employee or board member 

who takes on a volunteer role with children, youth and families outside of their usual role.  

 

Procedure 

 

Paid employees or board members may serve in direct service delivery volunteer roles that are 

outside the scope of their paid work within the organization provided they adhere to the 

following: 

 

1. Paid employees who apply to become service delivery volunteers should be screened and 

have their volunteer activities and files monitored by a qualified employee/supervisor 

who is not in a position of conflict of interest. Conflict of interest occurs when the 

individual responsible for monitoring reports to or is supervised by (either directly or 

indirectly) the person being monitored. 

 

2. Board members who apply to become active service delivery volunteers will be 

appropriately screened and have their volunteer activities and file monitored by a 

qualified employee, provided the employee does not report directly to the board member 

as in the case of the Executive Director. Access to volunteer files who are paid employees 

or board members shall be limited and respected by qualified individuals and should not 

be accessed by an employee who is in a position of a conflict of interest. 
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Section 4 Health & Safety 

 

4.1 Work Environment 

 

Policy Statement 

 

BGC believes the health and safety of employees is of primary importance and will provide a 

healthy and safe work environment for all employees in accordance with the applicable 

legislation. 

 

BGC will adhere with the provisions of the Workers’ Compensation Act and related regulations.   

 

Procedure 

 

1. Smoking or Vaping in the Workplace  

• BGC shall provide employees with a smoke-free environment; therefore, smoking 

is prohibited inside the premises of BGC and within 5 meters of any doorway, air 

intake or window. Employees who smoke will limit smoking to designated 

outdoor areas on their own time.  

• At no time are employees allowed to use or purchase smoking or vaping products 

for and around children or families associated with BGC. 

 

2. Medical Health Issues  

• Duty to Disclose - When an employee is experiencing a health or health 

behavioural issue, they have a responsibility to make employers aware of any 

conditions that affect their judgment or ability to properly perform their job. 

• Duty to Inquire – When BGC recognises that an employee is clearly unwell or 

perceived as having a health issue, BGC will intervene to offer support to the 

employee.  A plan of action to support the employee will be devised. The plan will 

take into consideration the severity of the issue and the direct affect on either the 

employees’ work performance, safety of the employee and/or those they are 

working with. 

• Duty to Accommodate – BGC will not discipline, dismiss or otherwise 

discriminate against employees with illnesses or disabilities, whether overt or 

perceived, and BGC will attempt to accommodate the employee wherever 

possible. Workplace accommodation refers to the legal obligation to discuss and 

attempt to find an acceptable and practical solution for an employee with medical 

restrictions in order to permit them to continue to perform the essential conditions 

of the job. The duty to accommodate is not unlimited. BGC will only 

accommodate to the point of undue hardship, or if a particular rule or policy that is 

imposed for the safe and reliable performance of the job can constitute a bona fide 

occupational requirement, then BGC cannot accommodate those who cannot meet 

that condition.  

• Duty to Prevent Harm – BGC will take every reasonable precaution in the 

circumstances to protect employees and those who interact directly within the 
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performance of their duties. In certain circumstances, BGC may remove 

employees who are suspected of suffering from a health issue that could cause 

harm to themselves or others or even to prevent employees from entering the 

workplace without specific medical clearance if they are believed to pose a 

danger.  

• Where it is deemed safe for the employee to continue with their full duties or 

modified duties, the supervisor and employee will develop a plan of action for 

improvement with a deadline date.  

• If the improvement plan fails and the employee is not performing satisfactorily, 

the supervisor will refer the employee to seek professional help as appropriate. 

• If the employee seeks professional help to deal with the health behavioural issue 

affecting their work performance, they shall seek medical leave benefits if the 

work performance continues to be unacceptable, the supervisor will continue to 

document the concerns to improve performance and ensure that the Executive 

Director is informed of any action taken. 

• If an employee refuses to seek help they may be subject to discipline. 

 

3. Universal Precautions: 

• Direct contact with bodily fluids can serve as a transmitter of infectious disease. 

To minimize the risk of disease transmission, exposure to bodily fluids will be 

minimized through the application of universal precautions. 

• All employees must exercise universal precautions in the handling and 

management of bodily fluids. All employees must require that children follow the 

same practice. 

• The following practices shall be adhered to: 

➢ Direct contact with blood and all body fluids shall be avoided; 

➢ Disposable latex or vinyl gloves shall be used when there is a possibility of 

contact with body fluids, including maintenance and housekeeping chores 

where there may be a risk of contacting body fluids; 

➢ Any cut, abrasion, or open sore must be covered with a bandage or 

dressing; 

➢ In conducting mouth-to-mouth resuscitation, an approved ventilation 

device is to be used; 

➢ Persons coming in contact with body fluids should wash the area contacted 

immediately. 

• Extreme caution is to be exercised in the handling of sharp instruments so as to 

prevent exposure to body fluids. 

• Any spill of body fluid is to be cleaned as soon as possible. The cleaning is to be 

conducted using an approved disinfectant commonly used at BGC, disposable 

gloves, and disposable towels. All waste is to be separately bagged in a sturdy and 

sealed plastic bag and immediately disposed of at a recognized disposal facility. 

• If the waste includes broken glass or other sharp items, and a sharps container is 

not available the waste is to be placed in a puncture proof container and sealed 

prior to being placed in a plastic bag for disposal.  

• In the event of an employee suffering a wound in which a transfer of body fluid 

can occur: 

➢ The person suffering the injury should be assisted as soon as possible; 
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➢ Any spilled bodily fluids or dangerous items should be managed as quickly 

as possible as outlined above; 

➢ The Supervisor of the person suffering the injury should be advised as 

soon as possible;  

➢ The process related to notifying WCB should be initiated including filling 

out a WCB incident report should there be a lost time claim, and 

➢ The person suffering the injury should consult their physician regarding 

further treatment and advice. 

• General prevention through good hygiene and good housekeeping is the best 

defence.  Accident prevention shall be practised by: 

➢ Keep all work areas generally clean and tidy; 

➢ Remove all items over which someone might trip; 

➢ Practice safe management of sharp instruments; 

➢ Inform children of good health and hygiene practices as may be 

appropriate; and 

➢ Follow universal precautions. 

• BGC shall post information material for employees and children as may be 

available from the Interior Health Authority regarding universal precautions. 

• BGC shall maintain a supply of disposable gloves, disposable towels, and 

disposable plastic bags in all of its facilities. These will be located in close 

proximity to the first aid kits. All employees will be oriented to the location of the 

stored items and to the practice of universal precautions. 

 

4. Emergency Plan Manual 

• All staff prior to commencing work with children must ensure the emergency plan 

is read and comprehend all emergency procedures.  Staff must walk through an 

evacuation procedure prior to commencing work and must practice the lock down 

and total evacuation procedures at least once a year with children.  Staff must 

ensure they know the location of the emergency bag, vehicle keys, cell phone 

locations, safe zone for lock down in every program space and your group’s 

emergency cards at all times. Staff should always be thinking about safety and 

emergency procedures while working with children; minimizing risks at all times.  

The emergency plan includes: 

➢ Emergency functions of staff and lines of authority 

➢ Key phone numbers and community resources 

➢ Identified emergency situations 

➢ Relocation 

➢ Isolation 

➢ Threat – lock down procedures 

➢ Fire drill procedures 

➢ Earthquake 

➢ Power outage 

➢ Evacuation checklist 

➢ Procedure to recover from emergency 

• BGC occupies facilities that are protected and monitored using fire and smoke 

detectors and a security alarm system 

• BGC prominently displays in all of its facilities, evacuation procedures and routes.   
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4.2 Working Alone 

 

Policy Statement 

 

BGC is committed in taking precautionary measures to ensure the safety of employees in 

accordance with applicable working alone legislation.   

 

Procedure 

 

On occasion, BGC employees may be required to work alone, whether in the community or at a 

Club location. These procedures are meant to identify potential risks and mitigate or plan for such 

risks in order to keep employees safe.  

 

1. In the Community: 

BGC employees who are delivering service in the community in an outreach capacity are 

encouraged to consider potential risks and plan ahead to avoid them wherever possible.  

Risk avoidance may incorporate several considerations, including but not limited to: 

• Dress in a professional manner by wearing clothing and footwear that allows 

physical activity; 

• Park in a supervised or well-lit area; 

• Lock the vehicle doors; 

• Store valuable items in the trunk, if possible; 

• Minimize the number of valuables you carry; 

• Ensure that when conducting any in-home visits that another employee has the 

schedule and that a check-in procedure is arranged; 

• Employees who do not feel safe in any situation should leave immediately in a 

calm fashion and report the incident to their supervisor; 

• Employees should not place themselves in an isolated area with a potentially 

aggressive person; 

• Visits should be re-schedule if the employee does not feel safe prior to entering a 

home or at any time during a visit. 

 

2. In the Office or at a Program Location without clients 

BGC employees may be required to work alone in Club facilities or school-based 

locations as part of their role or because of extenuating circumstances.  In the event BGC 

employees are required to work alone in a program location they are encouraged to 

maintain sound practices of personal safety. These practices include but are not limited to: 

• Employees must inform their supervisor when working alone, the length of time 

expected to work alone and when you leave the facility.  

• Keep the doors locked at all times. 

• Keep the building well lit. 

• Report, do not investigate, any suspicious activities outside or inside the building. 

• If the employee feels they are in an unsafe situation they must contact the 

designated employee immediately and leave the premises or call emergency 

services for assistance. 

3. At a Program Location with Clients: 
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All agency employees are encouraged to maintain sound practices of personal safety 

while working with children.  These practices include but are not limited to: 

• If there are multiple children or a single child onsite, stay as one group in a 

location which allows site lines to the door. 

• Employees must not place themselves in an isolated area with a child. 

 

4. When an employee regularly works alone (i.e. satellite club) and will be leaving in the 

dark, their supervisor will set up a plan for them to check in at the end of their shift when 

safely in their vehicle.  

 

5. If an incident occurs, employees must report the incident to a supervisor immediately and 

follow the process involved in reporting a risk incident. 

 

4.3 Transporting 

 

Policy Statement 

 

When operating agency or personal vehicles for BGC purposes, employees will be required to 

operate these vehicles in a safe manner and have all relevant legal requirements in place. 

  

Procedures 

 

1. BGC Owned Vehicles: 

BGC owns a fleet of vehicles for use to transport members and conduct BGC business. 

BGC does not loan out Club vehicles to other user groups.  This is due to the liability risk 

if there were an accident and the resulting effect on BGC liability and insurance.   

• Agency vehicles are used only in the conduct of BGC business and activities when 

such use is the most economic and efficient transportation option available. 

• Only authorized users will drive BGC owned vehicles.  

• All drivers who are authorized or will be driving their own vehicle for BGC 

purposes are required to read and adhere to the Vehicle Operations Policy and 

Guidelines Manual which covers:  

➢ Introduction  

➢ Driver Eligibility 

➢ Basic Vehicle Operation Guidelines 

➢ Drivers Responsibilities and Procedures for Fleet Vehicles 

➢ Use of Personal Vehicle 

➢ Insurance Requirements 

➢ Traffic Violations 

➢ Refueling  

➢ Distracted Driving 

➢ Prohibited Behaviour 

➢ Driver Acceptability Matrix 

➢ Accident Procedures 

➢ Vehicle Outings Procedures 

➢ 15 Passenger Van Policies 

➢ Bus Training Procedures 
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➢ Loaning of Club Vehicles 

• Insurance: BGC carries blanket liability insurance to protect BGC and the 

authorized driver for any accident involving bodily damage or damage to property 

of others. 

• Unauthorized Use: Any driver who is not in compliance with this policy may be 

held personally responsible for any damages incurred during the vehicles use. 

• Copies of infractions occurred will be kept on the employee’s personnel file. 

• Additional requirements around operating BGC vehicles can be found in the 

Vehicle Operations Policies and Guidelines manual 

 

2. Use of Personal Vehicle for Conducting BGC Business: 

Wherever possible BGC owned vehicles will be used to conduct BGC business, however 

when it is not feasible employees may be required to use their personal vehicles. The 

usual circumstances where personal vehicles may be used for BGC business is: 

• Grocery shopping 

• Community meetings and events 

• Maintenance uses – trips to landfill 

• Trips out of Kamloops 

 

3. Transporting Members/Clients in Employee’s Personal Vehicle: 

Although it is unusual that members are transported by employee’s private vehicles, it 

may be necessary from time to time and can only occur under the following 

circumstances/guidelines: 

• Consenting adults can be transported by an employee’s personal vehicle. 

• Minors may be transported by an employee in a personal vehicle when: 

➢ permission is granted by the Executive Director; 

➢ the driver has the appropriate insurance for business use and liability of 2 

million;  

➢ the parent/guardian has given written permission by way of permission to 

transport waiver in personal vehicle;  

➢ employees will not smoke in their personal vehicles while transporting 

children and youth who are in their care; 

➢ employees must maintain their vehicles in a proper and orderly condition 

to meet all transportation guidelines, vehicle safety and maintenance 

requirements. It is imperative that employees have access to and transport 

a standard first aid kit in their vehicles while transporting children and 

youth; 

➢ employees will abide by all seat belt legislation and highway traffic act 

legislation as it relates to the transportation of children and youth. Driver’s 

are prohibited from transporting children of 12 years of age and under in 

the front seat of their cars. 
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Section 5 Training and Development 
 

5.1 General 

 

Policy Statement 
 

BGC will provide employees with opportunities for training and development to maintain and 

improve the employee’s ability to perform their responsibilities effectively and efficiently and 

prepare them for future growth within the organization.  

• Training - is defined as gaining the skill or knowledge necessary to one’s present position.  

• Development - is defined as obtaining skills or knowledge for future positions and career 

growth. 

• Workshops/Seminars - is defined as professional or technical information sessions. They 

are usually short in duration and topic specific.  

• Conferences – is defined as professional workshops usually over 1-2 days in duration 

offering multiple workshops.  

 

Required trainings may include, but are not limited to nor all-encompassing of the following in 

relation to any accreditation standards: 

• Standard First Aid / CPR Level B  

• The BC Handbook for Action on Child Abuse and Neglect 

• Cultural Diversity  

• Interior Health Food Safe Training 

• National Based On-line Training from Boys and Girls Clubs of Canada 

 

Procedure  

 

1. Training and Development  

• In addition to an orientation to BGC, all new staff receive specific training related 

to their position.   

• Position specific training includes opportunities to shadow others performing 

similar tasks, opportunities to be observed performing core tasks and opportunities 

to ask questions, receive guidance, instruction and feedback from a supervisor. 

• Through the performance evaluation, employees will review and identify training 

and personal/professional development needs with their supervisor. 

• The Manager of Programs will review any requests for training and development 

subsidization for program employees. The manager will approve, deny or 

negotiate the request based on applicability, relevance and/or budgetary restraints 

in consult with the Executive Director. 

• The Executive Director will review any requests for training and development 

subsidization for all other employees not program related and for the Manager of 

Programs. The Executive Director will approve, deny or negotiate the request 

based on applicability, relevance and/or budgetary restraints.  

• Mandatory training required at the time of hire will not be reimbursed to the 

employee, as this was a condition of hire  
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• BGC will reimburse the employee for any training that BGC requires of the 

employee once the 3 month probation period is met.  Employees whose 

certification expires during their employment with BGC will receive 

recertification or new training that is paid for by BGC, unless other arrangements 

have been made.  

 

2. Conference and Seminars 

• The Program Manager in consultation with the Executive Director will take into 

consideration the following factors when approving or declining participation in 

conferences or seminars: 

➢ Relevance of topic (conference agenda should be related to the mandate of 

the organization). 

➢ Benefits to the employee - the exposure must benefit the employee, as well 

as allow them to relate the experience to their jobs. 

➢ Funding - appropriate funds must be available to support the request in 

areas of registration, travel, and accommodation. 

➢ Number of participants - the necessity of the department's presence, as well 

as, the number of participants required to adequately fulfill this 

requirement. 

➢ Productivity -  absence from the work site, in total work days, must be 

justified. 

• The employee/supervisor identifies a conference the employee wishes to attend. 

The employee completes a written request and forwards it to their supervisor. 

• The supervisor confirms program suitability and forwards the request for approval 

by the Manager of Programs in consultation with Executive Director. 

• The supervisor advises the employee of the decision, and if approved, forwards a 

copy of the request to the employee which defines: 

➢ compensation for course 

➢ compensation for time 

➢ travel 

➢ lodging and food 

• Courses or certificates required by the program will be supplied to the employees 

(i.e. First Aid). Such training may be on a group basis to achieve optimum cost 

effectiveness if possible and will be arranged by the supervisor/manager. 

• BGC will circulate or have available professional resources, community 

information, etc. for reference by employees. 

• BGC will attempt to address particular training needs that impact groups of 

employees through providing learning opportunities in a group setting that are 

tailored to the individual needs of the group 
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 Section 6 Salary and Benefits 

 

6.1 Salary and Wages 

 
Policy Statement 

 

BGC is committed to attracting and retaining committed, well-qualified employees, and to 

providing fair compensation to all employees by ensuring that salaries and wages are equitable 

within the organization and competitive within the relevant sector.  

 

BGC defines salary and wage ranges for all positions within the organization (wage grid). 

 

A salary and wage review process is conducted annually. The review considers the salary and 

wage ranges of comparable positions in comparable organizations.  

 

All wage grid adjustments require approval by the Executive Director and Board of Directors.  

 

Adjustment to wages for regular Club employees are made according to the wage grid. All 

employee adjustments require written authorization of the Executive Director.  

 

Procedure 

 

1. A newly hired or promoted employee will be placed at the first step for their position level 

on the grid.  

 

2. Movement within the steps for their position is determined once an employee works 1950 

hours and has completed an annual satisfactory performance review.  

 

3. BGC reviews salary ranges annually coinciding with BGC’s budget preparation. Factors 

affecting annual salary adjustments and/or range adjustments are: 

• Performance and competence  

• Total length of service at BGC 

• Length of time in current position 

• Portfolio 

• Marketplace 

• Cost of living  

• Organizational financial capacity 
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5.2 Employee Benefits  

 

Policy statement 

 

BGC is committed to offering a comprehensive benefits package for all full-time or regular part-

time employees. 

 

Procedures 

 

Optional Benefits: 

 

1. BC Medical Service Plan - All full-time or regular part-time employees are eligible to 

participate, after the prescribed waiting period of (3) months. This provincial government 

medical plan is open to all residents of British Columbia, BGC pays 50% of the premium 

and the employee pays 50%.   

 

2. Registered Retirement Saving Plan All full-time or regular part-time employees are 

eligible to participate and may choose to participate. The plan would be 100% match up to 

a set amount per part-time employee and full-time employees over 22.5 hours per week for 

permanent regular employees as per table below.   

 

Years of service Part-time employee 

22.5/hrs/week up to 37/hrs 

Full time regular employees 

37.5/hrs/wk up to 40 hrs/wk 

One to five $250.00 $500.00 

Five + $500.00 $1000.00 

 

Mandatory Group Benefits: 

 

1. Group Extended Health Care Benefits- All full-time or regular part-time employees are 

eligible and must participate in this program after the prescribed waiting period of (6) 

months.  The premiums are 100% Employer paid. 

 

2. Group Dental Plan. - All full-time or regular part-time employees are eligible and must 

participate in the program after the prescribed waiting period of 1 year.  The premiums are 

100% employer paid. 

 

3. Group Long Term Disability – All full-time or regular part-time employees are eligible 

and must participate in this program after the prescribed waiting period of (6) months.  The 

premiums are 100% employee paid. 

 

4. Canada Pension Plan – As a condition of employment, all full-time employees over the 

age of 18 years of age will become members of the Canada Pension Plan. This premium 

will be 50% paid by BGC and 50% paid by the employee. 

 

5. Health Spending Account – All full-time or regular part-time employees are eligible and 

must enroll after the prescribed waiting period of 1 year.   
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Years of service Part-time employee 

22.5/hrs/week up to 37/hrs 

Full-time regular employees 

37.5/hrs/wk up to 40 hrs/wk 

One to five $250.00 $500.00 

Five + $500.00 $1000.00 

 

Other:  

1. Details about coverage and accessing services under these plans are available in the 

employee benefits handbook and all eligible employees will receive this handbook. 

 

2. Employees are responsible for informing their supervisors and Finance Manager of any 

change to their address, marital status, and dependent status.  

 

3. Program Leaders, and Manager of Programs must inform the Finance Manager as soon as 

possible when an employee status, (e.g. new position, change in hours, lay off, or other 

approved leave) so that the appropriate step may be taken regarding benefits plans.  

 

4. Casual employees who become regular employees working 22.5 hours or more each week 

must still complete the prescribed waiting period before enrolling in the benefits specified 

below. 

 

6.3 Administration of Pay 

 

Policy Statement 

 

BGC will ensure payment of employees is prompt and efficient.  

 

Procedure 

 

1. Full-time, Part-time and Casual Employees 

• Are paid bi-weekly and there are 26 pay periods annually. 

• All employees are responsible to hand in their completed time card to their 

supervisor by 12:00pm on the Thursday of the week due.  

• Supervisor/Program Leaders are responsible to forward all completed time cards 

for the employees they supervise to the file folder in the administration office or 

faxed by 4:00pm on the same Thursday.  

• Payroll is completed on the following Monday and processed for payment on the 

following Thursday at 12:00am in most cases. 

• In the case where there is a statutory holiday or other extenuating circumstances, 

BGC finance personnel may make alternative requests to employees to ensure 

employees are paid promptly.  

• In the case where payment is not made on the Thursday it will be completed on 

the Friday of the same week. This may be due to a delay out of BGC control.  

 

2. Time Cards 
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• Employees track the actual hours worked bi-weekly in the boxes provided.  Hours 

are totalled for each week in the space provided and dropped down for total actual 

worked hours. 

• Once the total actual worked hours are calculated, any subsequent information 

including Statutory Holidays, Illness (personal or family), Paid Leave, Wellness 

leave, and Banked Hours is recorded and added to the actual hours worked. 

• If an employee has used planned vacation time the hours are added to the total 

hours to be paid.  

• Time cards must be completed in pen and any errors must be initialed by the 

employee. Do not use whiteout on timecards or any official payroll documents.  

• Time cards must be clear and legible, if not, the employee will be asked to 

resubmit. 

• Employees who work in multiple program areas, are asked to tally the hours 

worked for each department in the space provided to ensure correct allocation. 

Program areas must be circled at the top of the time card.  

• Time cards require the signature of both the employee and supervisor(s)/Manager 

prior to processing.  

 

3. Missed Time Card 

• Employees are responsible to complete their time card as an expectation of 

employment.  

• When an employee does not hand in their timecard when scheduled as outlined 

above, and the supervisor(s)/Manager can confirm that the employee worked over 

the pay period, every effort will be made to retrieve and approve the time card 

from the employee.  

• If the employee is not available to complete a timecard prior to the processing of 

payroll, the supervisor/Manager will complete the timecard on behalf of the 

employee with the understanding that the employee will confirm the hours worked 

as soon as possible by signing the timecard. If there are any discrepancies between 

the actual time worked and hours paid by the employer, the employee will 

complete and sign a new time card and the debit/credit will be resolved at the next 

pay period.  

• If the time card is not remitted by the employee, and not noticed by the 

supervisor/manager, the employee’s pay will not be processed. The employee 

must notify their supervisor/manager immediately so that their pay can be 

processed as soon as possible; this will incur a cost to the employer of 

approximately $75.00.  

• An employee who does not hand in their time card as outlined above in procedure 

1, will be subject to progressive discipline as outlined in policy 2.11 Performance 

Disciplinary Action.  

 

4. Contract Personnel 

• Are paid via invoice through Accounts Payable. 

 

5. Pay for Terminating Employees 

• The Manager of Programs will notify the Finance Manager of employment 

terminations to ensure the complete, accurate and timely calculation of final pay.  



59 
Approved May 16, 2018 revised December 21, 2018 

• Finance will ensure appropriate documentation is completed and the final pay 

cheque is distributed in accordance with the Employment Standards Code.  

• Managers/Supervisors are required to submit notice of an employee's resignation 

to the Finance Manager within 2 work days of receiving the resignation.  

• Before a final paycheque is released, the employee must have returned all office 

keys, equipment, etc. 

 

6. Pay for Terminated Employees 

• Where the employer terminates the employee without just cause (as defined in the 

BC Employment Standards Code), working notice or pay-in-lieu of notice will be 

given to the employee as per BC Employment Standards code. 
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6.4 Reporting to Work 

 
Policy Statement 

 

BGC recognizes that it is every employee's responsibility to ensure regular attendance at work so 

that BGC can meet the need of our clients and maintain productivity. 

 

Procedure 

 

1. When an employee is unable to work a scheduled shift(s) due to illnesses or other 

extenuating circumstances, they must contact their supervisor as soon as possible prior to 

the commencement of the workday. This will allow duties to be redistributed. 

 

2. When an employee fails to report to work, without prior authorization, or ability to 

substantiate the absence they will be considered absent without leave and may be subject 

to disciplinary action. Where the employee is absent for more than one day, it is expected 

that the employee will contact their supervisor each day they are scheduled to work and is 

absent. If the employee fails to contact their supervisor disciplinary action may be taken. 

 

3. Should an employee be unable to report to work for medical reasons, BGC may request a 

medical certificate, satisfactory to BGC, to verify the illness or other documentation 

related to the absences. 

 

4. Where an employee does not report to work for three (3) consecutive days and does not 

notify their supervisor in any way, the employee will be deemed to have abandoned their 

position and will be terminated accordingly (see policy 2.12 Employee Abandonment).  

 

5. Management positions do not work a scheduled work week and are subject to organizing 

their time to accommodate the diverse work requirements within their area and BGC.   

 

6.5 Interrupted Work 

 

Policy Statement 

 

BGC will adhere to BC Employment Standards Act when an employee’s work day is interrupted 

for unexpected reasons.  

 

Procedure 

 

1. An employee who reports for a scheduled work shift and they are not needed to work. 

BGC will pay the employee for at least two hours, even when the employee works less 

than two (2) hours. 

 

2. If work stops for a reason completely beyond BGC’s control, employee’s whose shift is 

affected will be paid for two hours or the actual time worked, whichever is the greater. 
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3. An employee who reports to work but is unfit for work will be paid for time actually 

worked. 

 

 

6.6 Named Holidays 

 

Policy Statement 

 

BGC recognizes the following days as named holidays and adheres to the requirements outlined 

in the applicable employment standards legislation: 

• New Year’s Day 

• Family Day 

• Good Friday 

• Easter Monday* 

• Victoria Day  

• Canada Day 

• BC Day 

• Labor Day 

• Thanksgiving Day 

• Remembrance Day 

• Christmas Day 

• Boxing Day* 

*non-statutory holiday, but is recognized by BGC as a paid holiday 

 

Procedure 

 

1. All full-time and part-time employees are entitled to be paid for the named holidays, as 

recognized by BGC, based on meeting the following criteria: 

• To be eligible for statutory holiday pay, an employee must be on the payroll for at 

least thirty (30) calendar days before the holiday being observed and have worked 

or earned wages for fifteen (15) of the thirty (30) calendar days preceding the 

holiday.  

• If an employee must work on a named holiday when scheduled or required to do 

so. All authorized hours worked on the named holiday will be compensated at a 

rate of time and one and a half (1.5) or the employee will be given time off at a 

rate of hour off for hour worked. This time must be taken within a three (3) month 

period following the named holiday. 

• Where a named holiday occurs during the employee's vacation, an additional day 

off with pay may be taken at a time mutually agreed to by the employee and the 

supervisor or it can be used in conjunction with the requested vacation time minus 

one day. 

• These holidays will be observed on the designated date; however, if a named 

holiday occurs on a Saturday or Sunday, the Executive Director will designate an 

alternate day in lieu which best serves BGC schedule – usually the prior Friday or 

following Monday of the holiday.  
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• Where an employee is absent and collecting Workers Compensation or Long-term 

Disability, they will not be eligible for the named holiday pay.  

• Where a named holiday occurs during an employee’s approved leave of absence 

the employee will not be entitled to receive payment if the leave is without pay. 
 

6.5 Wellness Leave, Casual Sick Leave, Medical Appointments 

 

Policy Statement 

 

BGC recognizes that situations will arise where employees will require time away from work for 

emergency/critical situations, casual illness or for medical appointments. BGC will deal with 

these situations in a reasonable and compassionate manner.  

 

BGC exceeds the requirements of the BC Employment Standards Act by providing paid sick 

leave for regular employees.  

 

BGC supports a healthy work/life balance and recognises that employees may require time away 

from work to manage wellness and take a proactive approach to maintaining health. BGC allows 

for paid wellness days for employees as described below in procedure item #4 chart. 

 

Procedure 

1. Wellness Leave 

• Upon successful completion of the three (3) month probationary period, 

employees are entitled to wellness leave based on regularly scheduled hours the 

employee works in a day (PTE 4.5 hours or FTE 7.5hrs) and as allocated as 

described in #4 chart. 

• Wellness leave must be scheduled on a regularly scheduled work day of the 

employee.  

• Wellness leave must be requested in writing by the employee in advance and 

approved in writing by the supervisor.  

• Wellness leave must be utilized in one day increments and spread throughout the 

year (if employee is eligible for more than 1 day). 

• The supervisor reserves the right to decline a wellness day request if the day 

requested conflicts with staffing needs to fulfill programming requirements. 

• Wellness leave will not be accumulated from calendar year to calendar year. 

• Upon termination of employment (voluntary or involuntary) unused sick credits 

are not entitled to payout.  

 

2. Casual sick leave is defined as time taken to allow for an employee to recover from 

casual illnesses. Sick leave is given based on the following guidelines: 

• Sick leave is not paid until successful completion of the three (3) month 

probationary period employees shall have sick leave benefits retroactive to their 

starting date to the extent of the accumulated sick leave credits earned. 

• Credit will be granted based on the hours accrued of the regular scheduled hours 

of the employee, as described in the #4 chart below.   

• The accumulated balance of an employee’s sick leave credit will not be 

accumulated from calendar year to calendar year. 
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• In the case where an employee has used their accrued paid sick leave they may use 

the allowable allocation of unpaid leave or choose to use their wellness days if 

eligible.   

• BGC has the right to ask for a medical note for any days where an employee calls 

in sick, and sick leave of three (3) consecutive days the employee is required to 

prove sickness if eligible for paid leave.  Failure to meet this requirement can be 

cause for disciplinary action.  Repeated failure to meet this requirement can lead 

to dismissal. 

• Employees must notify their Supervisor as promptly as possible of any absence 

from their scheduled shift due to illness. 

• Sick leave pay shall be computed based on scheduled work days and all claims 

shall be paid on this basis. 

• Sick leave deductions shall be according to actual time off. 

• Sick leave is recorded on the employee’s time card.  

• When an employee remains consecutively off at the expiration of paid or unpaid 

sick leave allocation (max 10 days annually), employees will continue on the 

payroll and must request a leave of absence for a period of no less than one (1) 

month for regular full-time Employees with more than one (1) year service, and 

seven (7) days for employees with less than one (1) year service. 

• Further extension of leave of absence without pay shall be granted upon written 

request, provided the request is reasonable.  BGC will require the employee to 

prove sickness or incapacity and provide a medical opinion as to the expected date 

of return to work.  BGC’s decision for further leave of absence without pay shall 

be in writing. 

• If no written report is received by the employee by the end of the leave of absence 

without pay verifying the employee’s condition, the employee’s services shall be 

terminated. 

• Employees who have used all their sick leave and wellness leave may apply to 

Service Canada for Employment Insurance (EI) sickness benefits, which offer 

temporary financial assistance to employees who are unable to work because of 

sickness or injury.  

• An employee that is expected to receive compensation under the Worker’s 

Compensation Act, will be paid out all accrued sick leave, if not immediately 

covered by WCB. If/when benefits are paid by WCB, BGC will be reimbursed the 

employee’s sick leave allocation.   

• An employee receiving EI or LTD illness benefits is considered on approved 

unpaid leave – leave of absence. All benefits the employee is accessing, (i.e. 

Medical Services Plan) will remain consistent if the employee continues with their 

financial contribution. Employee’s wishing to change or cease benefits must 

provide as much notice as possible to their supervisor or Manager of Finance.  

• Sick leave may be used in the case of illness of the employee’s children or aging 

parents if the employee is the primary caregiver. Alternatively, employee’s may 

choose to use Family Responsibility days in this case, see policy 6.9.  

• Upon termination of employment (voluntary or involuntary) unused sick credits 

are not entitled to payout.  

 

3. Medical Appointments 
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• Employees are encouraged to schedule medical appointments outside of work 

hours.  However, if a medical appointment cannot be scheduled outside of work 

hours casual illness can be used to attend appointments with approval from the 

supervisor. 

 

4. Paid Casual Illness Leave, Wellness and Allowable days without pay for sick/medical 

reasons: 

 

Length of Service Paid Leave 

allocation 

Paid Wellness 

Days 

Allowable days 

without pay for 

sick/medical 

reasons 

Less than 3 months 

(Probation period) 

0 0 0 

Over 3 months to 1 year 1 1 8 

1 year but less 4 years 3 2 5 

4 years but less 7 years 5 3 5 

Over 8 years 7 5 5 

 

6.6 Vacation Leave 

 

Policy Statement 

 

BGC will provide annual vacation entitlements to its full-time and part-time employees ensuring 

that annual vacation entitlements are administered in a consistent and fair manner.  

 

Procedure 

 

Entitlement 

1. Vacation Entitlement for Regular Employees –  

• Annual vacation entitlement is tracked according to the calendar year January 1 – 

December 31.  

• Employees may not carry unused vacation days or credits into the following year.  

• Annual vacation begins accruing from an employee’s start date however, it can not 

be used until the employee has passed their three (3) month probation period.  

• All new regular employees begin accruing vacation at 4%. 

• Regular employees accrue paid vacation based on their regular worked hours as 

follows:  

 

Years of Service Vacation Entitlement  

Less than 1 year Up to 10 working days* 

1-2 years 10 working days 

3-9 years 15 working days 

10 years+ 20 working days 

*vacation entitlement is prorated for an employee who has not worked a complete 

year.  
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2. Continuous Service - Vacation entitlements will be based on the amount of continuous 

service, which is the length of time the full or part-time employee has been employed by 

BGC. Continuous service is broken by resignation or termination. Continuous service for 

the purposes of vacation entitlement levels will continue during leaves due to 

pregnancy/parental, illness or injury.  

 

3. Vacation Entitlement for Casual/on-call Employees -   

• Casual employees receive four (4) percent vacation pay on each pay period. 

• Casual employees have the option to request to accrue vacation and would be 

eligible to paid vacation leave as per the table above. They must provide a written 

request to the Manager of Finance.  

 

Scheduling Vacation Leave for Full-time or Part-time Employees 

1. BGC reserves the right to designate times in the year when vacations may not be taken, or 

when vacation must be taken based on specific programming and/or portfolio needs or for 

organization-wide shut down period (i.e. Christmas break). 

2. In the event no vacation shutdown period is declared by BGC, employees are required to 

submit requests for vacation to their Supervisor using a vacation request form (found in 

the administration office) as soon as possible with no less than 1 month notice when an 

employee is working front line to ensure adequate program staff requirements are met.  

3. When approving front line employee vacation leave requests, the Supervisor will review 

with the Manager of Programs and will take into consideration: 

• Seniority when several requests for the same timeframe are being considered.  

• Ensuring program area staffing requirements. 

• Only one person from each program area can be approved at one time. 

• Vacation request meets the employee’s current accrual. In some cases for long 

term employee’s, vacation may be granted in advance of accrual, this requires 

approval from Executive Director.  

4. If the vacation request is approved, the form will be signed by the supervisor, the original 

will be placed in the employee’s personnel file and a copy given to the employee. If the 

vacation request is denied, the supervisor will meet with the staff and provide a written 

explanation which will be signed by the supervisor and employee and retained in the 

personnel file.  

 

Vacation Pay on Termination 

1. An employee who voluntarily ceases employment with BGC will receive vacation pay for 

vacation time accrued to the date of termination that has not yet been taken. 

 

Payment in Lieu of Vacation 

1. No vacation payment will be made in lieu of vacation except where the employee ceases 

employment unless prior authorized permission is granted by the Executive Director.   

 

 

6.7 Related Expenses 

 

Policy Statement 
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BGC will compensate employees for approved expenses occurring during the normal course of 

carrying out their duties. BGC will limit the circumstance of employees being out of pocket when 

ever possible.  

 

Procedures 

 

Vehicle Expenses 

BGC will reimburse mileage expenses for all employees for approved use of their own vehicle.  

1. Compensation will be paid to employees for use of personal vehicles for work purposes; 

this compensation is intended to cover costs associated with gas, insurance, wear and tear, 

parking, etc. Compensation will be paid as follows: 

• Employees will track and record all mileage incurred while on BGC business on 

the Mileage Expense Form. 

• The form must be submitted no later than every two months and contain detailed 

destinations, purpose of travel and kilometres for approval and payment.  

• When completed, the form is submitted to Program Leader for approval and 

reimbursement.  

• Mileage at the rate of 0.42 cents per kilometre will be paid to employees.  

• Mileage compensation will commence from the employee's normal place of work, 

or in the case of employees working from multiple locations, the first place of 

work to the destination.  

• Mileage for travel to and from home to the normal place of work is not considered 

work purposes, unless the employee is required to travel to work during off-hours 

in order to respond to a critical incident/emergency.  

 

2. Where an employee is required to drive his/her personal vehicle outside the city of 

Kamloops the feasibility of renting a vehicle versus using a personal vehicle should be 

assessed and approved by the Executive Director. 

3. All employees claiming mileage must hold a valid driver’s license, registration and 

insurance and provide proof accordingly. This documentation is required to be in the 

employee’s personnel file. 

 

Business Expenses  

While on pre-approved out-of-town BGC business, employees will be reimbursed for out-of-

pocket expenses as follows: 

 

1. Meal expenses: 

• Breakfast up to $14 with receipt 

Lunch up to $18 with receipt  

       Dinner up to $30 with receipt  

• BGC will not provide reimbursement for alcoholic beverages 

2. Accommodation: 

• Employees are required to have accommodation arrangements pre-approved.  

• Receipts are required for reimbursement. 

3. BGC will consider employee requests for an advance payment to cover business travel 

expenses. 
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4. BGC will pay for reasonable airfare for authorized business travel, and for reasonable 

ground transportation to and from the airports. 

5. Any employee exceeding their spending authorization will not be reimbursed for the 

excess. 

 

6.8 Pregnancy and Parental Leaves 

 

Policy Statement 

 

BGC is committed to supporting employees in their work and family life. BGC recognizes the 

unique needs of new parenthood and provides leaves for expectant mothers and new parents.  

 

BGC will provide maternity, parental and adoption leave in accordance with the Employment 

Standards Code. 

 

 

Procedure 

 

1. Pregnancy Leave 

Birth mothers are granted unpaid pregnancy leave starting before, on or after the date of 

childbirth in accordance with the BC Employment Standards Act.  

• A pregnant employee is entitled to up to seventeen (17) consecutive weeks of 

unpaid pregnancy leave. This leave may start no earlier than 11 weeks before the 

expected birth date and must end no earlier than six weeks after the birth date 

unless the employee requests a shorter period.  

• If pregnancy leave is not requested until after the birth of a child or after 

termination of pregnancy, the employee is entitled to up to six (6) consecutive 

weeks of leave beginning on the date of birth or termination date.  

• An initial period of leave may be extended up to six (6) consecutive weeks if an 

employee is unable to return to work for reasons relating to the birth or 

termination of a pregnancy.  BGC may require an employee to provide a doctor’s 

note in support of a request for leave or a leave extension.  

 

2. Parental Leave 

BGC provides unpaid parental leave for birth and adopting parents, in accordance with 

the BC Employment Standards Act. 

• A birth mother who takes pregnancy leave is entitled to an additional thirty-five 

(35) consecutive weeks of unpaid parental leave. A birth mother must begin her 

parental leave immediately after her pregnancy ends, unless she and BGC agree 

otherwise.  

• When a birth mother does not take pregnancy leave, a birth father, or an adopting 

parent is entitled to up to thirty-seven (37) consecutive weeks of unpaid parental 

leave. The leave can begin any time within fifty-two (52) weeks of the birth or 

placement of the child.  

• An initial period of parental leave may be extended up to five (5) consecutive 

weeks if the child requires an additional period of parental care.  
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• BGC may require an employee to provide a doctor’s note or other evidence that 

the employee is entitled to the leave or leave extension.  

 

3. Sick leave does not accrue during pregnancy or parental leave. 

 

4. When an employee is on maternal or parental leave, employment is continuous for the 

purposes of calculating annual vacation entitlement, participating benefits and termination 

entitlements.  

 

5. The employee is entitled to all extended health and dental benefits while on maternity or 

parental leave. The employee may choose to continue their LTD coverage and RRSP 

contribution providing they make arrangements with the Finance Manger to the pay the 

required cost for these benefits.  

 

6. BGC will not terminate and employee or change the condition of employment without 

notifying the employee in writing and obtaining agreement.  

 

7. The employee is entitled to all increases in wage that the employee would have received if 

not on leave and will be returning to their former position or to a comparable position 

when they return to work.  

 

8. An employee who is serving a probation period will complete the remainder of the 

probation period upon return to work.  

 

9. An employee must request pregnancy or parental leave in writing at least four weeks in 

advance of the date of the leave, unless there is a valid reason why notice cannot be given. 

  

10. Upon request, the employee is kept informed of any employment, promotions, or training 

opportunities for which the employee is qualified.  

 

11. Employment Insurance (EI) provides Maternity and Parental Benefits to individuals who 

are pregnant, have recently given birth, are adopting a child, or are caring for a newborn. 

BGC employees are encouraged to contact Service Canada for more information about 

these benefits.  
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6.9 Family Responsibility, Unpaid Request for Time Off and Leave of 
Absence 

 

Policy Statement 

 

BGC supports work/life balance and is committed to providing employees with supportive 

arrangement to minimize stress and maximize productivity. 

 

BGC is committee to providing unpaid leaves to support employees in exceptional 

circumstances, such as an emergency or a planned, limited period of absence.   

 

Procedure 

 

1. Family Responsibility: 

• An employee is entitled to up to five (5) days of unpaid leave in each calendar 

year to meet responsibilities related to the care, health or education of any member 

of the employee’s immediate family. 

• BGC considers immediate family to be the spouse, child, parent, guardian, sibling, 

grandchild or grandparent of an employee, and any person who lives with the 

employee as a member of the employee’s family.  

• Family responsibility leave does not have to be consecutive.  

• Employee must obtain approval from their supervisor by using Time-off Without 

Pay form.  The supervisor will discuss the request with the Manager of Programs 

or Executive Director. Discretion may be used to approve requests for leave with 

consideration of operational feasibility (i.e. managing the needs of programs. BGC 

will make every effort to accommodate the employee’s request).  

• If an employee must leave to respond to an emergency, the employee must inform 

their supervisor as soon as possible.  

• Family responsibility leave does not accumulate from year to year. 

• Family responsibility leave is recorded on the payroll form and Time Off Without 

Pay form is retained in the employee’s personnel file.  

 

2. Occasional Time Off Without Pay: 

• Employees may request, in extraordinary circumstances, time off without pay.  

• Time off without pay is only granted if the employee has used their accrued 

vacation benefits. If they have not used vacation benefits owed to them at the time 

of the request, time off without pay will not be granted, unless the leave request 

exceeds the owed vacation benefits 

• Employee must obtain approval from their supervisor by using Time off Without 

Pay form, stating the reason for the request, the supervisor will discuss the request 

with the Manager of Programs or Executive Director. Discretion is used to 

approve requests for leave with consideration of operational feasibility (i.e. 

managing the needs of programs).  

 

3. Leave of Absence: 
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• Executive Director approval is required for granting a leave of absence. 

• An employee on a leave of absence for more than three months is not guaranteed 

the same position upon return to work.  

• Vacation and sick leaves do not accrue during leaves of absence. 

• Employment is not considered continuous when an employee is on an unpaid 

leave of absence. 

• An employee may retain extended health and dental benefits while on leave of 

absence, in which case all costs will be paid by the employee.  

• LTD and RRSP benefits end on the first day of the leave of absence. 

 

 

6.11 Compassionate Care and Bereavement Leave 

 

Policy Statement 

 

BGC is committed to supporting its employees by providing time away for those who are dealing 

with the death of a family member or to care for a critically sick family member. BGC exceeds 

the requirements of the BC Employment Standards Act by providing paid bereavement leave.  

 

Procedure 

 

1. Compassionate Care Leave  

• BGC grants up to eight (8) weeks unpaid compassionate care leave to an employee 

for the purposes of providing care or support to an immediate family member who 

has a serious medical condition with risk of death within a twenty-six (26) week 

period.   

• Immediate family member is defined as a spouse, child, parent, guardian, sibling, 

grandchild, grandparent, mother-in-law, father-in-law, sister-in-law, brother-in-

law, and any person who lives with the employee as a member of the employee’s 

family. 

 

2. Bereavement Leave 

• BGC grants employees up to three (3) paid days in the event of the death of an 

immediate family member.   

• Immediate family member is defined as a spouse, child, parent, guardian, sibling, 

grandchild, grandparent, mother-in-law, father-in-law, sister-in-law, brother-in-

law, and any person who lives with the employee as a member of the employee’s 

family.   

• In exceptional circumstances this policy may be applied in the event of the death 

of a person who is not defined as “immediate family”.   

• Additional unpaid leave can be requested by the employee and may be granted by 

the Executive Director. 

 

3. Employees must advise their supervisor, as soon as possible, that they will be taking 

compassionate care or bereavement leave. 
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4. The employee is entitled to all extended health and dental benefits while on leave. The 

employee may choose to continue their LTD coverage and RRSP contribution providing 

they arrange with the Finance Manger to pay the required cost for these benefits.  

 

5. BGC will not terminate an employee or change the condition of employment without 

notifying the employee in writing and obtaining agreement.  

 

6. The employee is entitled to all increases in wage that the employee would have received if 

not on leave and will be returning to their former position or to a comparable position 

when they return to work.  

7. An employee who is serving a probation period will complete the remainder of the 

probation period upon return to work.  

 

8. Bereavement leave is recorded on the payroll form.  

 

 

6.12 Community Leave 

 

Policy 

 

BGC recognizes its employees’ responsibility as citizens to report for court appearances 

including jury duty and witness duty.  Employees’ may be granted time off to vote during an 

election in accordance with the Canada Elections Act and the B.C. Elections Act. 

 

Procedure 

 

1. Jury Duty  

• If an employee receives a summons for jury duty, they must advise their 

supervisor upon receiving the jury notification request and keep them informed of 

time away from work requirements while on jury duty. 

• If an employee is summoned and selected for jury duty, they will be paid the 

difference between normal earnings and the payment received for jury duty.  This 

excludes payments for traveling, meals or other expenses. 

  

2. Witness in Court 

• If an employee receives a subpoena to appear as a witness in a court proceeding, 

they must advise their supervisor upon receiving the witness notification request 

and keep them informed of the time away from work requirements while a 

witness. 

• If an employee receives a summons or subpoena to appear as a witness in a court 

proceeding, they will be paid the difference between normal earnings and the 

payment received for witness duty.  

 

3. Personal Court Proceedings 

• If an employee is involved in a personal court preceding they may utilize 

overtime, vacation or an unpaid leave of absence.  This must be negotiated with 

the supervisor or manager as long as it is operationally feasible.  
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4. Elections 

• BC Election polls are open 8am -8pm on voting day and all BGC employees are 

recommended to vote.  

• BGC will allow paid leave from work for employees who do not have four 

consecutive hours when not required to be at work during polling hours in 

accordance with the Canada Elections Act and the B.C. Elections Act. (i.e. if an 

employee starts their shift at 8:30am they may leave early at 4:00pm to ensure a 

four-hour window to vote; if an employee begins their shift at 1:00pm they may 

not be granted any time off to vote as they previously had a four hour window in 

the am before their shift began). 

• Employees must provide notice to their supervisor in advance of election day if 

they require time off.  

 

5. The employee is entitled to all extended health and dental benefits while on leave. The 

employee may choose to continue their LTD coverage and RRSP contribution providing 

they arrange with the Finance Manager to pay the required cost for these benefits.  

 

6. BGC will not terminate an employee or change the condition of employment without 

notifying the employee in writing and obtaining agreement.  

 

7. The employee is entitled to all increases in wage that the employee would have received if 

not on leave and will be returning to their former position or to a comparable position 

when they return to work.  

 

8. An employee who is serving a probation period will complete the remainder of the 

probation period upon return to work. 

 

6.13 Meal Breaks 

 

Policy Statement 

 

BGC is committed to ensuring employees working over five (5) hours in one shift have an unpaid 

rest period, and where employees are required to supervise children during their meal break, they 

will be paid for the break.   

 

Procedure  

 

1. Employees scheduled to work a full regular day shall observe a thirty (30) minute 

unpaid eating period.   

 

2. Employees shall not work more than five (5) consecutive hours of work without an 

eating period. 

 

3. In the case where employees are required to supervise children or may be required to 

supervise children they will be paid for their thirty (30) minute meal period.  
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4. Employees who forego their meal period are not permitted to leave the work place 

early or seek compensation for such time. 

 

5. Employees working less than five (5) hours are not entitled to a break unless there are 

other mitigating reasons or need for a rest, and this must be prearranged with the 

supervisor and approved by the Manager of Programs.  

 

6.14 Education, In-service, Conference Leave 

 

Policy Statement 

 

BGC may approve requests for leaves for education where operationally feasible.  BGC supports 

the continual development of its employees and may provide opportunities for educational leave 

to assist employees with personal and/or professional growth in order to assist them in achieving 

excellence in their current position or to prepare them for more senior positions within the 

organization. 

 

Procedure 

 

1. BGC Requested Education 

• For necessary educational workshop or training, the supervisor will advise the 

employee of the time, date, and location of the course. The employee will attend 

such necessary in-services. 

• BGC will either pay or reimburse the employee for costs associated with attending 

professional development, seminars and workshops at the request of BGC.  

• Leave associated with such initiatives will be paid time at regular time. 

 

2. BGC Requested Conferences 

• BGC supports staff attendance at sector related conferences and seminars.  

• The Executive Director in consultation with the Manager of Programs will 

determine the most appropriate employees to attend conferences using the 

following guidelines: 

➢ Employee has passed their probation period 

➢ Content of conference and fit for employee’s role and duties 

• BGC will make every effort to ensure employees are not out of pocket for any 

expenses incurred and will reimburse the employee as soon as possible.  

• Leave associated with such initiatives will be paid time for any time that would be 

considered a regularly scheduled work day. 

• If travel must occur on a non-regular work day (i.e. weekend), the employee will 

be given a day off in lieu to be taken within the next pay period upon return.  

• Employees who attend a conference paid for by BGC are responsible for a 

presentation to other staff at the earliest scheduled staff meeting. 

 

3. Employee Requested 
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• BGC may grant unpaid leave of absence at the employee’s request to participate in 

professional/personal development, certificate programs, non-credit courses, 

seminars, workshops and conferences. 

• Approval of such leave can only occur when the leave is a limited period of 

absence.  
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6.15 Employee Access to BGC Programs and Equipment  

 

Policy Statement 

 

BGC is committed to offering fair and consistent access to BGC’s programs, services, equipment 

and facilities for all employees and their families.  

 

Employees and their families can take part in BGC programs and services and/or borrow 

equipment or facility space. 

 

BGC offers a 10% discount for all children of employees participating in fee for service 

programs.  

 

Procedure: 

 

1. Programs and Services: 

• BGC employee family members can participate in BGC programs with the 

following guidelines: 

➢ The employee is not the direct supervisor of the program. 

➢ The employee must not participate in any behavior management involving 

their family or other members who may have been involved with the 

employee’s family member.  

➢ In the case where an employee’s family member is involved in an incident 

or behavior management issue which involves contacting parents, the 

employee may be contacted as a parent of the family member not as an 

employee. 

➢ Employees must not communicate with other parents if the communication 

is involving the employee’s own child or family member. In this case the 

employee would seek support from a supervisor.  

• BGC encourages involvement of employee’s family members in special event or 

one-time programs with the following guidelines: 

➢ The involvement doesn’t impair the duties of the employee. 

➢ The family member’s involvement fits the criteria of the event or program. 

 

2. Borrowing of equipment: 

• BGC may lend out BGC equipment for employee’s personal use with the 

following guidelines: 

➢ The request must be in writing and requires approval of the Executive 

Director before the item is borrowed.  

➢ The request must include the dates the item is to be taken off premises and 

the date it will be returned.  

➢ The item must be returned in the same condition that it is borrowed and the 

employee must assume all repair or replacement costs for damaged 

equipment.  

➢ This policy excludes BGC fleet vehicles.  
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Section 7 General 

 

7.1 Lack of Policies 

 

Policy Statement 

 

BGC is committed to following BC Employment Standards Act, BC Human Rights Act, BC 

Labour Relations Code, and the Workers’ Compensation Act to guide decisions relating to 

Human Resources in occurrence of a situation which BGC has no policies written.  

 

Procedure 

 

1. In the event BGC does not have adequate policies to guide decisions of any matter relating 

to Human Resources, BGC will source best practice through the above-mentioned 

sources. 

 

2. The Executive Director will notify the Board of Directors to seek guidance as necessary in 

the directions to resolve the matter and if necessary the Executive Director will draft 

policy to be added to the HR policy manual as soon as possible.  

 

 

7.2 Review of Polices 

 

Policy Statement 

 

BGC is committed to ensuring its written Human Resources policies and practices are reflective 

of actual practices and will review them annually.  

 

Procedures 

 

1. BGC Executive Director will review the policies annually and make recommendations in 

preparation for the Board to review as part of its annual review of all policies.  

 

2. Recommendations will be prepared in writing.  

 

3. Notification of all approved changes to this document will be provided to all current 

employees.  

 

 
 


