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A. Introduction:
This Handbook is a working guide for employees, managers, supervisors, co-ordinators and Council
regarding employment related matters. It is available to and covers all staff of the Municipality of Huron
East.
It is the responsibility of each and every member of management to administer these policies in a fair,
consistent and impartial manner. These policies are to act as a guide with the understanding that all
circumstances and events can not be outlined in a document, a compassionate and humanitarian
approach to individual circumstances with these policies as a guide is the best practice.
Employees have the right to fairly and reasonably discuss employment related matters with
management.
The purpose of these policies is to document personnel practices and polices of the Municipality of
Huron East and to ensure a shared, clear understanding of the terms, conditions and requirements
governing employment with the Municipality. It is the intent of the Municipality to provide fair and
equitable work practice and parameters for its employees.
The procedural requirements of these policies are intended to complement, supplement and be
consistent with, not to compromise or replace the requirements of applicable legislation.

In this document, unless otherwise stated, and unless the context otherwise requires:
1. Council means the Council of the Municipality of Huron East
2. Supervisor means head of departments including Facilities Managers, Public Works Coordinator, Daycare Supervisor, Treasurer and CAO
3. Personnel Committee means Councillors appointed as the Personnel Committee of the
Municipality of Huron East
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B. RECRUITMENT & SELECTION
1. Hiring Process

The Corporation of the Municipality of Huron East recognizes that as a service organization, its
effectiveness is determined largely by the quality of the people that comprise its workforce. To this end,
an impartial and objective recruitment and selection process best ensures the employment of the best
qualified and experienced personnel available.
The Corporation of the Municipality of Huron East is an equal opportunity employer.
It shall be the policy of Council to hire the best candidate available. Preference will be given to residents
of the Municipality of Huron East when all other factors are equal. A relative of an existing employee,
who is identified as being the best candidate, may be hired if there is no direct on-the-job supervisory
link between the parties.
It is also the policy of Council to provide equality of opportunity for employment without discrimination,
consistent with the requirements of the Ontario Human Rights Code.
Council will not tolerate acts of favoritism or discrimination in the selection process and elected officials,
appointed officers or employees shall not attempt to influence the hiring of any applicant.
Please refer to Appendix A to read the full Hiring Policy (pg 25-29).

C. PROBATION
1. Probationary Period
A minimum probationary period of three (3) months applies to all permanent, temporary or contract,
full time and part time employees of the Municipality of Huron East unless a longer probationary period
is specified with the employee as a condition of their employment.

The probationary period is the initial period of employment during which the supervisor carefully
considers whether the employee is able to meet the standards and expectations of the job and if the
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employee should be retained by the Municipality of Huron East as a regular employee. During this time,
the supervisor appraises the employee’s:



Ability to learn and perform job duties as outlined in their job description



Quality of work



Productivity



Work habits



Co-operation



Attendance



Punctuality



Other standards and expectations specific to the employee’s work situation

Along with reviewing performance expectations the supervisor will provide guidance and leadership in
support of the position. The employee shall demonstrate the skills, abilities, quality of work,
commitment to the position, and conduct themselves in a manner that is respectful and appropriate
toward co-workers, Council, and the public that the Municipality serves.

2. Extension of Probationary Period
If after the initial three (3) month probationary period it is determined by the supervisor that more time
is needed for the employee to meet the standards and expectations for the job, the supervisor may
extend the probationary period. The length of the extension will be agreed upon by the supervisor and
the employee, up to the length of the original probationary period.

If termination of the employee takes place following the extension of the probationary period notice will
be given to the employee as per the Employment Standards Act, 2000, c. 41, s. 57.

Notice of termination is not required for employees working less than three months as per the
Employment Standards Act, 2000, c. 41, s. 54.

3. Promotion/Transfer of Duties/New Position Within Municipality
An appropriate probationary period may be defined should an employee be promoted or transferred to
a new position. Upon transfer or promotion to a new position within the Municipality it will be
5

determined by the supervisor if a probationary period is required. It will also be determined at that
point if the employee will be able to return to their previous position at the end of the probationary
period if not successful in the new position. The review period may be extended upon mutual
agreement.

D. TERMS & CONDITIONS OF EMPLOYMENT
1. Employment Forms & Personnel Files
All new employees of the Municipality of Huron East (full time, part-time, temporary or casual) are
required to complete the following forms before their first working day:


Personal Information Sheet



TD1-ON – Ontario Personal Tax Credits Return Form



TD1 – Federal Personal Tax Credits Return Form



Direct Deposit Form for Payroll



Group Benefits Enrolment Form – (permanent full time employees only)



OMERS Enrolment Form
o

Permanent full time employees upon hire

or
o

Other than continuous full time employees when qualification criteria has been met
(700 hours/year for 2 years)

The Municipality of Huron East will maintain a Personnel File for each employee. The information in this
file is available to the employee, the CAO and the Payroll Clerk. All personnel files are kept in a secure
location. Employees have the right to examine their personnel file by setting up an appointment with
the Payroll clerk during normal business hours. Information contained in the employee’s personnel file
includes the employment forms listed above, employee’s resume, letter of offer, performance reviews,
amendments to job descriptions, and disciplinary notices.
Employee’s are required to inform the Payroll Clerk within ten (10) working days of any change in name,
address, e-mail address, bank account information, telephone number, change of dependents, next of
kin or martial status.
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All employee records will be stored and retained as per the regulations outlined in the Employment
Standards Act.

2. Hours of Work
The Municipal Office will be open to the general public from 8:30 am to 5:00pm, Monday through
Friday. The regular hours of work for each Department will be as follows:
Department Heads: Department Heads are required to work eight (8) hours per day, Monday to Friday.

Administration: The regular hours of work for administration employees will be seven (7) hours per day
Monday to Friday. The seven (7) hours per day will be comprised of shifts including of 8:30 am – 4:00
pm, excluding one half (1/2) hour unpaid lunch, 9:00 am – 5:00 pm, excluding one (1) hour unpaid
lunch, or 8:30 am – 4:30 pm, excluding one (1) hour unpaid lunch.

Public Works/Daycare/Recreation: The regular working hours for the full-time Public Works, Daycare
and Recreation staff will be eight (8) hours per day, Monday to Friday unless otherwise specified as a
condition to their employment. The hours shall be determined by the operational requirements of each
department.
The hours for all part-time and casual employees shall be determined by the operational requirements
of their Supervisor.
No employee shall work in excess of forty-eight (48) hours per week, except under a declared
emergency, with the exception of Road Maintenance employees who under Ontario Regulation 285/01,
s. 4 (1) (d) are exempt from the daily and weekly limits on hours of work.

3. Breaks/Rest Periods
Each employee will be allowed one half hour (1/2) unpaid lunch period after working five (5)
consecutive hours each workday.
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4. Overtime
Public Works employees who have, with the pre-approval of their Supervisor, worked in excess of their
regular hours are entitled to their regular rate of compensation for hours worked up to forty-four (44)
hours per week and overtime compensation (at the rate of one and on-half the regular rate) for hours
worked in excess of forty-four (44) hours per week. Employees have the option and are encouraged to
take time off in-lieu for hours worked in excess of their regular schedule. Time off in lieu constitutes paid
time off at the rate of one and one-half times for each additional hour worked.
Public Works staff (roads, water/sewer), including Foremen, will receive an overtime rate of one and
one-half times their regular rate for all hours worked on weekends, statutory holidays and emergency
callouts. Public works staff may bank overtime hours up to a maximum of eighty (80) hours annually.

Administrative, Management and all other full time employees have the option and are encouraged to
take time off in lieu for all hours worked in excess of their regular schedule. All lieu time used by an
employee must be approved by their supervisor prior to the time being taken.

5. Attendance & Absenteeism Policy
The Municipality of Huron East places a high value on attendance and punctuality, and expects all
employees to arrive at work at the scheduled time of day on each work day. Regular attendance and
consistent punctuality are critical to the goals, objectives, effectiveness, and standards of The
Municipality of Huron East and its business operations and are a condition of continued employment
The Municipality of Huron East sets a reasonable expectation that employees regularly perform the
functions of their job in line with their employment contract. In many cases, the functions of the job
require an employee to be present at a specific location and time of day while engaged actively in the
functions of the job. Failure of an employee to be present where and when expected could disrupt the
organization.
The Municipality of Huron East is committed to working with employees who require accommodation
under the protected grounds of the governing human rights legislation, or who have an illness, injury, or
other condition beyond their control that causes them to miss work or prevents them from attending
work regularly.
Excessive absenteeism will not be tolerated and may be cause for disciplinary action, up to and including
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termination. This policy defines absenteeism at The Municipality of Huron East, outlines the process for
correcting unacceptable attendance behavior, and ensures that absenteeism is managed consistently
and fairly.
Please refer to Appendix B to read the full Attendance & Absenteeism Policy (pg 30-36).

6. Inclement Weather Policy
Employees are expected to use good judgment concerning whether to report to work on days where
travel is difficult due to road closures or severe weather conditions.
Employees who deem it unsafe to report to work due to road closures or severe weather conditions
shall advise their Supervisor as soon as possible.
Employees who deem it unsafe to report to work due to severe weather conditions shall be required to
forfeit one day vacation time, unused overtime, or part thereof to compensate for their absence up to
three (3) days annually. Employees that do not have unused vacation time or unused overtime to offset
the time lost due to severe weather conditions shall forfeit pay for the hours they were unable to attend
work or arrange to make up the time subject to the approval of their supervisor.

7. Progressive Discipline
The Municipality of Huron East uses progressive discipline to address performance, conduct, and policy
violation issues. Progressive discipline allows employees to correct any issues or concerns and reduces
the need for termination of employment. The Municipality of Huron East strives to work with
employees regarding any issues in the workplace but also needs to hold employees to a high standard of
performance and conduct.
If an employee of The Municipality of Huron East violates company policy or exhibits reckless behaviour,
progressive discipline will be used. Progressive discipline can be issued for attendance, conduct, health
& safety or performance concerns. This is not an exhaustive list of reasons it may be used. Employees
will be given multiple opportunities to correct the identified issue or concern, unless the issue or
concern is severe, in which progressive discipline can be accelerated to match the violation. Typically,
progressive discipline proceeds through these steps:
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1.
2.
3.
4.
5.

Coaching (informal);
Verbal Warning (formal);
First written warning (formal);
Final written warning with possible suspension (formal); and
Termination

With each violation or apparent problem the employee will be given written documentation to alert
them of the problem and, if applicable, provide a copy of the company policy being violated; advise
them of the consequences for further infractions; and suggest a method for improvement.
Please refer to Appendix C to read the full Progressive Discipline Policy (pg 37-40).

E. PAYROLL & BENEFITS ADMINISTRATION
1. Issuance of Pay Cheques
Payroll is processed bi-weekly, with twenty-six (26) pay periods per calendar year. Pay day is every
second Thursday and is direct deposited into the employee’s bank account. Deductions will be supplied
on a pay advice and emailed to the email address supplied by the employee. Any questions that arise
concerning payroll should be directed to the Payroll Clerk or your immediate supervisor.
Huron East Fire Fighters are paid annually, in November (Brussels Fire Department) and December
(Seaforth and Grey Fire Departments).

2. Pay Grid
A pay schedule of each full time position is available at the Municipal Office. The schedule and annual
increments should be reviewed annually by the Personnel Committee. The Personnel Committee is
authorized to grant a cost of living increase equal to the Ontario consumer price index for the twelve
(12) months ending in October. Any increase over and above this index is conditional on approval by
Council.

Part-time employees who remain in the same job classification and/or grid level, upon completion of the
equivalent full-time hours for a year’s service, will be eligible to be moved across the grid one step for
each year of equivalent full-time employment, conditional on a satisfactory performance evaluation and
recommendation by their supervisor.
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3. Group Insurance & Health Care Plan
All permanent full-time employees of the Municipality of Huron East are eligible for coverage and
benefits under a group insurance and health care plan. Coverages and benefits, such as vision, dental
and other medical coverage, are described in the Group Benefits Plan Booklet which will be provided to
the employee upon completion of the required three (3) month waiting period.
All early retiring employees will be offered the present benefit package at the employees’ expense from
the date of retirement to age 65 with the cost to be billed in advance at the beginning of each year.

4. Ontario Municipal Employees Retirement Savings Plan (OMERS)
The Municipality of Huron East provides a compulsory retirement savings plan (OMERS) to all full time
employees. Other than Continuous Full Time (OTCFT) employees become eligible to join OMERS by
acquiring a minimum of seven hundred (700) hours for two (2) consecutive years. OTCFT employees
have the option to join OMERS or opt out of OMERS. OTCFT employees must provide their decision to
opt out in writing. Further information can be acquired at the Municipal office or by visiting the
following website: https://www.omers.com

5. Canada Pension Plan
The Canada Pension Plan is a Federal Government compulsory pension plan for employees between the
ages of 18 and 65 inclusive. At the age of 65 employees who elect to stop contributing to CPP may
obtain the CPT 30 - Election to Stop Contributing to the Canada Pension Plan, or Revocation of a Prior
Election form from the Municipal Office or the Canada Revenue Agency website http://www.craarc.gc.ca/E/pbg/tf/cpt30/

6. Long Term Disability
All permanent full-time employees of the Municipality of Huron East are eligible for Long Term Disability
coverage under the group insurance and health care plan. Details of the Long Term Disability Plan are
described in the Group Benefits Plan Booklet which will be provided to the employee upon completion
of the required three (3) month waiting period.
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7. Short Term Disability
Employees may be eligible to receive temporary financial assistance in the form of Employment
Insurance Benefits if they are unable to work due to sickness, injury or quarantine. Further information
can be acquired at the Municipal Office or by visiting the following website:
http://www.servicecanada.gc.ca/eng/ei/types/sickness.shtml

8. Clothing Allowance
A clothing allowance is provided for Public Works and Recreation employees of the Municipality of
Huron East. The clothing allowance is as follows:

Public Works
Full time public works employees are entitled to receive a $400 clothing allowance per calendar year.
The clothing allowance will be used for safety apparel/work boots only; an original receipt must be
submitted along with a completed Huron East Expense Form signed by the employees’ foreman or
supervisor for payment.
Part-time public works employees are entitled to receive a $200 clothing allowance after one full season
of employment with the Municipality; an original receipt must be submitted along with a completed
Huron East Expense Form signed by the employees’ foreman or supervisor for payment.
Clothing allowance includes shop coveralls.

Recreation
1) Seaforth & District Community Centre and Brussels, Morris & Grey Community Centre – Full
time employees are entitled to receive an annual clothing allowance of $200 paid on receipt of
eligible work related clothing. Eligible work related clothing includes pants, shirts, spring/winter
jackets, gloves and non slip footwear/ work boots. Part time and casual employees are not
eligible to receive a clothing allowance.
2) Vanastra Recreation Centre – Full time employees are entitled to receive an annual clothing
allowance of $100 for eligible work related clothing, including swim wear. Part time employees
working over fifteen (15) hours per week are entitled to receive a clothing allowance up to $80
annually, and part time employees working under fifteen (15) hours per week are entitled to
receive a clothing allowance of $40 annually for eligible work related clothing, including swim
wear.
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9. Auto Allowance
Where a Municipality of Huron East employee uses his/her personal vehicle in the course of
employment duties, he/she is compensated for expenses at the following rates:
a)

The rate as established by Council for occasional use of an employee's personal vehicle.

b)

A car allowance where the employee is designated to receive such an allowance by resolution of
the Municipal Council.

Claims for Automobile Allowance should be made monthly on the proper expense form available from
the Municipal Office.
Reimbursement rates for mileage traveled in ones personal vehicle while on municipal business, with
the rate to be established by the County of Huron the 1st of each month, are as follows:

Gas Price Range per
Litre
$ 0.500 - $ 0.599
$ 0.600 - $ 0.699
$ 0.700 - $ 0.799
$ 0.800 - $ 0.899
$ 0.900 - $ 0.999
$ 1.000 – $ 1.099
$ 1.100 – $ 1.199
$ 1.200 – $ 1.299
$ 1.300 – $ 1.399
$ 1.400 – $ 1.499
$ 1.500 – $ 1.599

Reimbursement Rate
per Kilometre
$ 0.398
$ 0.410
$ 0.423
$ 0.437
$ 0.450
$ 0.464
$ 0.478
$ 0.492
$ 0.507
$ 0.522
$ 0.538

10. Employee Personal Computer Purchase Program
The Municipality of Huron East will provide financial assistance in the form of a loan for any personal
computer, laptop or tablet purchased by an employee or Councilor up to a maximum of $2000.00 every
twenty-four (24) months. Proof of purchase, including details of equipment, will be required.
Repayment of the loan will be made by payroll deduction over a twenty four (24) month period. The
employee or Councilor will be required to complete an Employee Personal Computer Purchase Program
Agreement.
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F. LEAVES
1. Sick Leave Plan
If an employee is unable to work because of sickness or ill health, it is the responsibility of the employee
to notify their supervisor immediately.
Sick leave with pay will be earned by full-time employees only on a basis of one (1) day per month for
each month the employee has worked to a maximum of ten (10) days per year. Unused sick leave is not
eligible for cash payout or to be carried forward to the next year.
An employee absent from work due to illness beyond the earned sick leave benefits may be eligible to
apply for Employment Insurance Benefits. Further information can be acquired at the Municipal Office
or at http://www.servicecanada.gc.ca/eng/ei/types/sickness.shtml

2. Family Medical Leave (Formerly Compassionate Care Leave)
Family Medical Leave is an unpaid, job protected time off work up to twenty eight (28) weeks. This
leave is provided to enable employees who have a family member (or people the employee considers to
be like family members) with a serious risk of passing away within a period of twenty six (26) weeks.
The medical condition and risk of death must be confirmed in a certificate issued by a qualified health
practitioner.
Employees may be eligible to receive Employment Insurance Benefits if they have to be away from work
temporarily to provide care or support to a family member who is gravely ill and who has a significant
risk of death. Further information regarding Family Medical Leave and Employment Insurance Benefits
can be acquired at the Municipal Office or at
https://www.canada.ca/en/services/benefits/ei/caregiving.html

3. Bereavement Leave
Bereavement leave without loss of pay for up to a maximum of five (5) days may be granted to all fulltime employees in the event of the death of an immediate family member. An immediate family
member is defined as:
1.

Spouse, common law spouse

2.

Parent, step parent

3.

Sibling, step sibling

4.

Child, step child
14

Bereavement leave without loss of pay for up to a maximum of three (3) days may be granted to all fulltime employees in event of the death of a non- immediate family member. A non - immediate family
member is defined as:
1.

Grandparent, grandparent-in-law

2.

Grandchildren

3.

Parent-in-law

4.

Brother-in-law, sister-in-law

5.

Dependent Relative

Additional unpaid leave up to a maximum of two (2) days may be granted to all full-time employees in
the event of the death of a family member if so requested by the employee.
Compassionate Leave without loss of pay for one (1) day will be granted for other relatives, a close
friend, or if an employee plays an active part in the funeral (such as flower bearer or pallbearer etc.).

4. Pregnancy & Parental Leave
Employees who are pregnant are entitled to up to seventeen (17) weeks of unpaid pregnancy leave, in
addition to parental leave. To qualify the pregnant employee must have started her employment with
The Municipality of Huron East at least thirteen (13) weeks before the date her baby is expected to be
born. The date in which leave shall commence is the employees’ choice, up to seventeen (17) weeks
before the due date. Written notice must be given by the employee two weeks in advance along with a
certificate from a medical practitioner (ie: medical doctor, a midwife or a nurse practitioner) stating the
baby’s due date. Once an employee has started her pregnancy leave she must take it all at once. If she
returns to work for the employer from which she has taken the leave, even if only part time, under ESA
she gives up her right to take the rest of her leave.
Parental leave can be taken for up to sixty one (61) weeks for employees who took pregnancy leave and
up to sixty three (63) weeks for employees who did not. A new parent is entitled to Parental Leave as
long as he/she has been employed with The Municipality of Huron East for thirteen (13) weeks prior to
the date the parental leave is to commence. Parental Leave for the natural mother may begin
immediately following her pregnancy leave. All other parents must begin their parental leave no later
than seventy eight (78) weeks after the date their baby is born or the date in which their baby first came
into their care, custody and control. Written notice must be given by the employee two weeks in
15

advance of when the parental leave is to commence. The employee on leave shall continue to receive
all benefits and the employer will continue to pay the premium for these benefits. The employee shall
continue seniority and shall be reinstated in the same position upon return to work with the same rate
of pay.
To inquire about the eligibility for “Pregnancy and or Parental/Adoption Benefits” from the Employment
Insurance Program visit the Service Canada website at www.canada.ca/en/services/benefits/ei/eimaternity-parental.html
Members of Council
In accordance with Sections 259(1.1) and 270(8) of the Municipal Act a Member of Council is entitled to
an absence of 20 consecutive weeks as a result of a Member’s pregnancy, the birth of a Member’s child
or the adoption of a child by the Member. A Member will continue to receive all communications from
the Municipality and retains the right to attend any meetings, seminars or conferences that the Member
is entitled to attend. The Member shall continue to receive their Council honorarium as determined
under General Government Policy 1.12 (Council Remuneration Policy) during the leave period and shall
be compensated for meetings attended during the leave period in accordance with Policy 1.12.
Where a Member of Council will be absent due to a Pregnancy and/or Parental Leave the Member shall
provide written notice to the Clerk outlining the expected duration of leave including a potential start
date and return date.
Council, where necessary, shall make temporary appointments to fill any vacancies of a Member to
Committees on which the Member serves.

5. Jury Duty
Any regular full time employee that is called for jury duty shall receive their normal rate of pay while
performing their duties. Any compensation received for the performance of the duty will be returned to
the Municipality of Huron East during this period. All other employees will be granted leave without pay
to perform their civic duty as jurors.
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6. Other Protected Leaves
The Municipality of Huron East will ensure its employees are provided with authorized time off as per
applicable legislation without fear of a negative impact on their employment status or opportunities
within the municipality. Protected leaves include Emergency Leave - Declared Emergencies, Reservists
Leave, Organ Donor Leave, Family Caregiver Leave, Critical Illness Leave, Child Death Leave, CrimeRelated Child Disappearance Leave and Domestic or Sexual Violence Leave. For more information on
Protected Leave eligibility and requirements please contact the Municipal Office.

7. Statutory & Public Holidays
The following nine (9) days are recognized as public holidays in the Employment Standards Act, 2000, c 1


New Years Day



Family Day



Good Friday



Victoria Day



Canada Day



Labour Day



Thanksgiving Day



Christmas Day



Boxing Day.

In addition to the above the nine (9) public holidays the Municipality of Huron East will
grant their employees three (3) additional days off in recognition of:


Easter Monday



Civic Holiday



Remembrance Day.

If any of the above Holidays fall on a Saturday or Sunday, the Monday and/or Tuesday subsequent to the
holiday shall be observed as the holiday.
Each employee’s public holiday pay for a given public holiday shall be calculated as per current
legislation.
Employees who work on a public holiday shall receive one and one half times their regular rate of pay
and are entitled to another day off in lieu as agreed to and approved by a Supervisor. If a public holiday
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falls on a day that the employee does not normally work, the employee shall receive an additional day
off, subject to the approval of their Manager/Supervisor.

8. Vacation Entitlement
The Municipality of Huron East provides paid vacation time to full–time continuous employees in
accordance to the following schedule, based on the employees’ years of continuous service. The
vacation year is a calendar year which means vacation is accrued and administered from January 1st to
December 31st.

Years of Service (in the year in which

Vacation Entitlement

the employee completes)
0 to 1 year of service

Days are prorated upon hire for each
full month of employment

1 to 4 years of service

10 days

5 to 9 years of service

15 days

10 to 14 years of service

20 days

15 or more years of service

25 days

Vacation times are scheduled to maintain the effective delivery of service and departmental operations.
All vacation schedules are to be approved by the supervisor of each department. Vacations are to be
taken in the year of entitlement, and may only be carried forward with the approval of Council.

All remaining employees with up to five (5) years of continuous service will receive 4% vacation pay in
December calculated on their earnings, and 6% vacation pay for remaining employees with over five (5)
years of continuous service.
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G. HEALTH & SAFETY
1. Workplace Health & Safety
The Council of the Municipality of Huron East is vitally interested in the Health and Safety of its
employees. The Municipality of Huron East will take every reasonable precaution to prevent personal
injury and provide and maintain a safe, healthy work environment. All Municipality of Huron East
employees are covered by the Workplace Safety & Insurance Board. All workplace injuries or accidents,
regardless of how minor an injury or accident may seem, must be reported immediately to your
supervisor, or the Municipal Office. If an employee seeks medical treatment from a physician or is
absent or leaves work as a result of a workplace injury or accident, a Form 7 will be completed by the
Municipality of Huron East within three (3) days of the injury. This is the only means of establishing your
right to Worker Insurance Benefit whether for wages or medical care. The employee should advise the
Municipality as soon as possible if medical treatment is sought. Further information regarding worker
benefits can be found at the WSIB website: https://www.wsib.ca/en
Please refer to Appendix D to read the Full Health & Safety Policy (pg 41-45).

2. Workplace Violence & Harassment
The Municipality of Huron East is committed to providing a working environment which is safe, secure,
and free from harassment, threats, intimidation and violence. The Municipality will not tolerate violent
behaviour and will take all reasonable and practical measures to prevent violence and harassment and
to protect workers from acts of violence and harassment in the workplace. All employees and others
engaged in business with Huron East are responsible for preventing violence and harassment and
reporting acts of violence or harassment that threaten or are perceived to threaten a safe working
environment. The Municipality will make every reasonable effort to ensure that no employee is exposed
to violence or harassment in the workplace and will take appropriate disciplinary measures against any
employee of Huron East committing violence against or harassing another employee up to and including
dismissal. All employees and others engaged in business with the Municipality are responsible for
promptly reporting any incidents that they believe to constitute violence or harassment. All reported
incidents will be taken seriously and dealt with appropriately. Harassment is in no way to be construed
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as properly discharged management responsibilities including the delegation of work assignments, the
assessment of discipline or any conduct that does not undermine the dignity of the individual.
Please refer to Appendix E to read the full Workplace Violence & Harassment Policy (pg 46-51).

3. Council & Staff Relations Policy
The Municipality of Huron East strives to provide good governance and instill a high level of public
confidence in the administration of the Municipality by its Members as duly elected public
representatives and its Staff as public administrators. This policy is intended to set a high standard for
relations between Council and Staff in order to meet these objectives.
The following key statements of principle are intended to guide Council and Staff and to assist with the
interpretation of the Policy:


Council and Staff shall recognize that positive internal relations are central to the collective
ability of Members and Staff to provide good governance and instill a high level of public
confidence in the administration of the Municipality;



Members and Staff shall relate to one another in a respectful, professional and courteous
manner;



Members and Staff shall understand and respect each other’s respective roles and
responsibilities; and



Members and Staff shall work together in furtherance of the common goal of serving the
public good.

Refer to Appendix F to read the full Council & Staff Relationship Policy (pg 52-56).

4. Employee Complaint & Grievance Policy
The Municipality of Huron East supports and promotes a respectful work environment for all employees.
If workplace conflict occurs, employees are encouraged to work informally with their colleagues and
supervisor to resolve the issues involved. If informal resolution is not successful
Employees’ have access to a formal complaint process.
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The formal workplace conflict complaint process is designed to resolve problems, issues or complaints
that cannot be resolved informally through working with the appropriate supervisor(s).
Please refer to Appendix G to read the full Employee Complaint & Grievance Policy (pg 57-58).

5. Smoking Policy
Under the Smoke-Free Ontario Act, 2017, smoking and vaping is prohibited in all enclosed public places
and workplaces.
Any employee who fails to comply with the Smoke-Free Ontario Act, 2017 will be subject disciplinary
action in accordance with the Municipality of Huron East Progressive Discipline Policy (pg 37-40).

6. Cell Phone Policy
The ban on the use of handheld communication and entertainment devices came into effect on October
26, 2009 in the form of Bill 118, The Countering Distracted Driving and Promoting Green Transportation
Act.
For any employee who fails to comply with Bill 118 disciplinary action will be taken in accordance with
the Municipality of Huron East Progressive Discipline Policy (pg 37-40).

7. Substance Use Policy
The Municipality of Huron East is committed to the health and safety of its employees and has adopted
a policy to communicate its expectations and guidelines surrounding substance use, misuse, and abuse.
Employees under the influence of drugs or alcohol can pose serious health and safety risks to both
themselves and their fellow employees. To help ensure a safe and healthy workplace Huron East
reserves the right to prohibit certain items and substances from being brought on to or present on
Municipal property. Please refer to Appendix H to read the full Substance Use Policy (pg 59-63).

H. TRAINING & DEVELOPMENT
1. Professional Development
The Municipality of Huron East recognizes that employees may be able to attend conferences, courses,
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seminars, and workshops that may be beneficial to the employee’s professional development. If these
opportunities are directly related to the employee’s position, or are approved by a Supervisor,
the Municipality will cover the cost of registration, course materials and some travel expenses.
Registration fees for seminars, conferences and workshops may be covered up front, with incurred
travel expenses being reimbursed. All fees for courses and course materials taken by an employee and
approved by the Municipality will be reimbursed to the employee upon evidence of successful
completion. If an employee has been unsuccessful in completing a course prepaid by Huron East the
employee will reimburse the costs of the course to the Municipality.

2. Performance Evaluations
Performance evaluations will be conducted by supervisors for each employee on an annual basis.
Performance evaluations provide an opportunity for the employer and employee to review the
performance of the employee throughout the year and to identify and recommend any professional
development opportunities that may aid the employee in his/her day to day work or with growth within
the Municipality. Once complete, both parties shall sign off on the final document and it shall be added
to the employees personnel file.

3. Employee Long Service Recognition
The Municipality of Huron East acknowledges that loyal and committed employees are the basis of our
organization. In recognition of their contribution, The Municipality of Huron East would like to express
its gratitude by honouring major milestones in an employee’s service.

Long Service Awards will be presented to full and permanent part time employees after completing 5
years of employment as follows:
5 years – set of 2 glasses etched with Huron East logo and $25 gift voucher to a local business
10 years – set of 4 tumbler glasses etched with Huron east logo and $50 gift voucher to local
business
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15 years - $75 gift voucher to a local business
20 years - $100 gift voucher to a local business
25 years - $125 gift voucher to a local business
30 years - $150 gift voucher to a local business

Years of service recognition will be given by the Mayor or designate at the annual Christmas social
event. If the employee is unable to attend, the recognition shall be presented by the Department Head
at an appropriate time.

I.TERMINATION

1. Resignation
Should an employee decide to terminate his/her employment with the Municipality of Huron East a
letter of resignation must be submitted to his/her Supervisor. The letter of resignation should specify
the effective date of resignation and offer an appropriate notice period. For employees with supervisory
responsibilities an appropriate notice period will be considered four (4) weeks. All other employees a
minimum of two (2) weeks is generally considered appropriate.

2. Retirement
Employees are advised to provide the Municipality of Huron East with as much written notice as
possible of their intention to retire to allow for administrative processing and orderly planning. The
recommended time frame is a minimum of three (3) months prior to the intended date of retirement.

The Ontario Human Rights Code does not allow for the mandatory retirement of employees at the age
of 65. Employees with the Municipality of Huron East may continue in their position past the age of 65
and may only be terminated with just cause.
The Municipality of Huron East will provide a gift of $15.00 per year of service to a $450.00 maximum
for any retiring employee or Councilor.
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3. Discharges

a) Employees discharged other than outlined in (b) will be given notice or salary in lieu of notice (or
other remuneration), as required by the Employment Standards Act.
b) Dismissal may occur without notice of termination or termination pay if he/she is fired for willful
misconduct, disobedience or willful neglect of duty.
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MUNICIPALITY OF HURON EAST
Hiring Policy
Approved by:

Policy Number:

Date Approved:
August 24, 2004
Reviewed by:

Effective Date:
Revision Date:

POLICY STATEMENT:
To ensure that vacant positions are staffed in an equitable, consistent, timely and effective manner.
SECTION 1 – GENERAL POLICY STATEMENT
The Corporation of the Municipality of Huron East recognizes that as a service organization, its
effectiveness is determined largely by the quality of the people that comprise its workforce. To this end,
an impartial and objective recruitment and selection process best ensures the employment of the best
qualified and experienced personnel available.
The Corporation of the Municipality of Huron East is an equal opportunity employer.
It shall be the policy of Council to hire the best candidate available. Preference will be given to residents
of the Municipality of Huron East when all other factors are equal. A relative of an existing employee,
who is identified as being the best candidate, may be hired if there is no direct on-the-job supervisory
link between the parties.
It is also the policy of Council to provide equality of opportunity for employment without discrimination,
consistent with the requirements of the Ontario Human Rights Code.
Council will not tolerate acts of favouritism or discrimination in the selection process and elected
officials, appointed officers or employees shall not attempt to influence the hiring of any applicant.
HIRING POLICY – FULL TIME STAFF
To facilitate effective recruitment and selection, all hiring’s and hiring processes are to be co-ordinated
through the Administrative Department and Personnel Committee. Further, the Administrative
Department is responsible for assembling the best qualified and experienced candidates available and
for providing professional assistance and counsel to the hiring Department, which unless otherwise
specified and subject to the approval of the CAO and Council, is solely responsible for the final hiring
decision.
SECTION 2 – PAY EQUITY PROGRAM
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The Municipality of Huron East shall comply with all of the requirements of the Province of Ontario’s Pay
Equity Act and will endeavour to ensure there is internal equity as well.

SECTION 3 – REQUISITION AND RECRUITMENT PROCEDURES
General Provisions:
The Municipality of Huron East WILL NOT favour nor inhibit the hiring of relatives over others. All
candidates will be given equal opportunity for employment, based upon qualifications and merit,
regardless of relationship to either an employee or an elected official.
For the purpose of this policy statement:
“Relative” is, for the purposes of this policy and in conformity with the Ontario Human Rights Code,
deemed to include the spouse, child or parent of an employee or member of Council; this includes steprelationships and in-law relationships as they pertain to the above definition.
Employment will not be allowed where the potential employee would be subject, either directly or
indirectly, to the supervisory control of a relative. In cases of promotion or transfers from within the
Municipality of Huron East or in situations where related employees may, for any reason come into
supervisory relationship, the Municipality may consider alternatives to avoid that relationship.
Recruitment of a relative, other than a supervisor/subordinate relationship, is permissible provided that
the Department Head can establish the following:
i) that standard competition procedures were not circumvented;
ii) that the applicant is the most qualified;
iii) that no undue influence was exerted on the recruiting Supervisor; and
iv) that no potential conflicts or difficulties appear to exist.
Employment Hiring Authority:
The CAO shall have the authority to advise Council on performance and to recommend to Council the
appointment, promotion, demotion, suspension, or dismissal of Department Heads.
The CAO shall have the authority to, in consultation with the Department Head, appoint, employ,
demote, suspend, and dismiss all other employees of the Corporation within approved staff
complement levels, in accordance with the requirements and all applicable employment Legislation.
The CAO shall provide notice of any action to Council on an information basis.
Policy for the Creation of New Full Time Positions:
Vacancies or perspective vacancies for all new full time positions shall be brought to the attention of
Council on an information basis only by the CAO, together with a Personnel Requisition Form, Schedule
“A” attached hereto, completed by the appropriate Department Head.
Except where the candidate’s qualifications clearly do not meet the job criteria, Departments are urged,
in the interest of sound employee relations to consider internal candidates prior to and separate from
external applicants.
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Recruitment from outside of the organization shall normally take place by means of an advertisement in
local newspapers and/or via selected certain publications. It may be necessary to advertise in other
newspapers or other publications with wider circulation.
Selection of Employee Categories:
The Department Head is responsible for all employees in his/her Department in relation to
appointments, evaluations, promotions or dismissals.
The Department Head is responsible to ensure all employees evaluations are completed.
Former Employees:
Former employees of the Municipality of Huron East who have left voluntarily or through no fault of
their own and who make application for re-employment will be given consideration. It is Municipal
policy not to re-employ those who are discharged for cause. A re-employed person must waive all rights
accruing from prior service with the Municipality.
SECTION 4 – RECEPTION AND EVALUATION OF APPLICANTS
Hiring of Department Heads
The Selection Committee shall include members of Council, the CAO and others as deemed appropriate.
Short listed applicants for employment will be subject to employment investigations into their
education, work background and personal reference checks. Only fully qualified applicants will be
considered for employment.
The appointment to a Department Head vacancy will be subject to the approval of Council and the
selection procedure is as follows:
1. The Selection Committee would verbally advise the successful candidate of the Selection
Committee’s recommendation to Council.
2. The Council, in closed session, would decide on the Selection Committee’s recommendation.
3. A formal written offer of employment is extended to the successful candidate, and a written
acceptance of the offer is received.
4. A By-Law is passed to either establish the position or appoint the successful candidate to the
position, or both.
Hiring of All Other Staff
The appointment process for all other senior staff and other full time employees is subject to the
approval of the Department Head, the CAO and the Personnel Committee. The Selection Committee
shall include the Department Head and others as deemed appropriate for the vacancy being filled.
Items, which will be reviewed during the screening and short listing process, include:
1. Written application and resume.
2. Preliminary interview using the most recent job description, job posting and discussion of all
facets of the position.
3. Previous performance review.
4. Verification of references.
5. Testing procedures where necessary.
6. Pre-employment health examination to determine physical fitness for employment.
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SECTION 5 – HIRING OF CASUALS
The Corporation currently hires Casual employees to perform office type work and other Casuals to
perform labour type work for the Public Works and Recreation/Parks Departments.
Hiring of Public Works and Recreation/Parks Casuals
The Recreation/Parks and Public Works Casuals are normally employed for 40 hours per week for
seasonal work. Historically, Public Works Department management hired its own Casuals and
Recreation/Parks Department management hired its own Casuals. This was the process due to the
different skills required for each Department.
As the Recreation/Parks and Public Works Casuals have become a pool for full time employees, and
given a Recreation/Parks Casual may want to be considered for full time employment opportunities in
Public Works, and a Public Works Casual may want to be considered for full time opportunities in
Recreation/Parks, the Corporation has adopted the following procedure with regard to the hiring of
Recreation/Parks and Public Works Casuals.
A Selection Committee consisting of one Senior Management representative from each of the
Recreation/Parks and Public Works departments shall interview Casual candidates with an emphasis on
the principle that the candidate could potentially end up applying for a full time position in either
Recreation/Parks or Public Works and therefore any Casual hired should have the basic skill sets so
he/she could be hired full time in either Department.
Part time Casual staff is defined as working for the municipality less than two consecutive weeks or less
than 12 hours per week. A Department Head will have responsibility to hire casual staff without
approval from Council. Casual staff is not required to have police checks carried out.
SECTION 6 – PUBLIC WORKS
The following apply to employment in the Public Works Department:
a) all prospective employees are required to obtain and provide a Ministry of Transportation of
Ontario Driver’s Abstract after a verbal offer of employment is made and before a written offer
of employment is made.
b) any costs associated with obtaining a Driver’s Abstract are the sole responsibility of the
prospective employee;
c) a written offer of employment is conditional upon acceptable results of the Driver’s Abstract;
d) all employees of the Public Works Department must hold a valid Ontario Driver’s License in the
class/classes required for the responsibilities of their position; and
e) any costs associated with obtaining or renewing an employee’s Driver’s License are the sole
responsibility of the employee.
SECTION 7 – CRIMINAL RECORD CHECKS
The following apply to criminal record checks for all prospective full time employees:
a) after a verbal offer of employment is made but before a written offer of employment is made,
all prospective full time employees are required to obtain and provide a criminal record
check/police record check from the police force responsible for the jurisdiction of their current
place of residence;
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b) any costs associated with obtaining a criminal record check/police record check are the sole
responsibility of the prospective full time employee; and
c) the written offer of employment is conditional upon successful completion of a criminal record
check/police record check.
SECTION 8 – MEDICAL CERTIFICATION
The following apply to medical certification for prospective full time employees:
a) following the verbal offer of employment, but as a condition of the written offer of
employment, each prospective full time employee must do the following:
i) certify that, in his/her view, he/she is physically able to perform the essential duties of the
position; and
ii) obtain and provide certification from a legally licensed physician that the prospective
employee is physically able to perform the essential duties of the position. (APPENDIX A);
b) the attached medical certificate is forwarded to the prospective employee with a description of
the physical requirements of the position;
c) the certificate is completed by a legally licensed physician of the prospective employee’s choice;
it is then returned to the CAO prior to the reporting date;
d) if the Supervisor requires the prospective employee’s services before a doctor’s appointment
can be made, it is permissible to submit the certificate within thirty (30) days of the reporting
date; and any expenses incurred in complying with these requirements are the sole
responsibility of the prospective employee.
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MUNICIPALITY OF HURON EAST
Attendance & Absenteeism Policy
Approved by:

Policy Number:

Date Approved:

Effective Date:

Reviewed by:

Revision Date:

Purpose: The purpose of this policy is to establish for each employee, including management,
the requirements that they will work all scheduled hours as deemed necessary by their
position. The Municipality of Huron East places a high value on attendance and punctuality,
and expects all employees to arrive at work at the scheduled time of day on each work day.
Regular attendance and consistent punctuality are critical to the goals, objectives,
effectiveness, and standards of The Municipality of Huron East and its business operations and
are a condition of continued employment
The Municipality of Huron East sets a reasonable expectation that employees regularly perform
the functions of their job in line with their employment contract. In many cases, the functions
of the job require an employee to be present at a specific location and time of day while
engaged actively in the functions of the job. Failure of an employee to be present where and
when expected could disrupt the organization.
The Municipality of Huron East is committed to working with employees who require
accommodation under the protected grounds of the governing human rights legislation, or who
have an illness, injury, or other condition beyond their control that causes them to miss work or
prevents them from attending work regularly.
Excessive absenteeism will not be tolerated and may be cause for disciplinary action, up to and
including termination. This policy defines absenteeism at The Municipality of Huron East,
outlines the process for correcting unacceptable attendance behavior, and ensures that
absenteeism is managed consistently and fairly.
Definitions:
Culpable (Blameworthy) Absenteeism: Absence from work due to factors within the employees
control: for example’ where an employee fails to provide notice of their absence, a falsified
illness, an abuse of leave provisions, or arriving late or leaving early without notification or
excuse.
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Non-culpable (Innocent) Absenteeism: Absence from work due to factors an employee has
little or no control over: for example, illness, injury, attending a medical appointment, or
attending an emergency or urgent matter.
Approved Absence : Any workplace absence where the employee is entitled to leave based on
applicable legislation or company policy, and has manager approval for the leave: for example,
vacation, jury duty, bereavement, or parental leaves.
Responsibility:
Attendance













Each employee is responsible for notifying their supervisor of absences for each day
when an absence occurs, regardless of cause. Each employee is also responsible for
reporting when they are likely to return to work. Absences without excuse will not be
tolerated and are subject to progressive disciplinary action.
An employee who does not intend to report to work because of illness (or any other
reason) must notify their immediate supervisor, either by telephone or email message,
within 30 minutes of the employees regularly scheduled starting time. Failure to
provide the required notification of any absence whatsoever may result in disciplinary
action.
Each employee is responsible for checking in with their immediate supervisor at least 30
minutes prior to the start of their scheduled shift if they are going to be late. In the
event that an employee is going to be late for a scheduled shift due to an appointment,
the employee must receive approval by their immediate supervisor a minimum of 24
hours prior to their shift. In the case of an emergency, the employee must notify their
direct supervisor as soon as possible of their lateness.
In the event that an employee needs to leave early from a scheduled shift, they must
get approval from their direct supervisor at least 24 hours in advance of their shift. In
the case of an emergency situation, an employee must notify their direct supervisor
immediately and obtain approval prior to leaving early from a scheduled shift.
Unacceptable attendance includes (but is not limited to) unexcused or persistent early
departure during scheduled working hours, abuse of established sick leave benefits, or
tardiness. Early departures during scheduled working hours are considered excessive if
they exceed five (5) per calendar year, regardless of cause. Violations of this nature may
be subject to disciplinary action.
If an employee fails to report to work and does not communicate with the Municipality
during their absence, The Municipality of Huron East may deem that the employee has
abandoned their position.
Any employee who has consistent unexcused absence after an authorized leave may be
considered as having abandoned and resigned their position.
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Tracking
The Municipality of Huron East will track and record all absences, including absences with and
without prior permission and both culpable and non-culpable absences. Tracking will include
the absences, time and date of absence, reasons if any and, where appropriate and legally
permitted, supporting information like a doctors’ note. These absences will include full-day and
partial-day absences, including arriving late or leaving early without permission.

Notice
The Municipality of Huron East has taken steps to ensure that all employees are informed of
and understand that attendance at work in a time and place expected by the Municipality,
unless explicitly stated otherwise, is a requirement of the job and failure to comply may result
in discipline. This includes missing an entire day or part of a day, such as arriving late, leaving
without notice or permission during a shift, or leaving early. This applies if an employee works
as a virtual employee or in offsite or multiple-worksite locations.
Employees are expected to provide notice of an absence as soon as possible before or, in the
case of emergencies, after any absence.

Procedure:
The following events will trigger the employee’s supervisor to set an attendance review
meeting:
 In the case of culpable absence; or
 When the number of non-culpable absences approaches the acceptable number
of occasions.
The attendance review will include a review of the number of and reasons for absences and
address any need for accommodation. In determining the reasons for the absences, The
Municipality of Huron East will work with the employee and their physician when necessary, to
determine any reasonable accommodations for the needs under protected grounds of
discrimination, as per the governing human rights legislation. The Municipality will offer
accommodation up to the point of undue hardship.
Addressing Culpable or Blameworthy Absenteeism
If the Municipality determines that an employee’s unacceptable absence is the result of one or
more culpable absences, the situation may be treated as a disciplinary matter subject to the
progressive discipline policy.
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Addressing Non-Culpable or Innocent Absenteeism
If the Municipality determines that an employee’s acceptable absence is the result of nonculpable absences, the situation will be treated as a non-disciplinary matter, and the
Municipality will provide as much support as possible to the employee, subject to the
procedure below.
Please note that while the Municipality will make every reasonable effort to work with the
employee to address innocent absenteeism issues, where the Municipality determines that the
absenteeism rate is excessive and creates a situation where the employee is unable to perform
the job duties for which they were hired, the Municipality of Huron East may be forced to
terminate the employment relationship due to frustration of contract.
The Municipality of Huron East shall meet its responsibility to reasonably accommodate
employees with medically documented disability, and will create appropriate return – to – work
programs that take non-culpable absenteeism into account.
Steps to Address Absenteeism
It is the responsibility of all departments and supervisors to ensure the consistent application of
this attendance & absenteeism policy. In conducting an attendance review, the supervisor will
first determine whether the absences are culpable or non-culpable and the applicability of
disciplinary and non-disciplinary measures. Supervisors hold responsibility for managing
attendance in their respective areas, and shall ensure that appropriate documentation is
collected and filed. Supervisors will communicate the requirements for attendance, maintain
attendance records, and provide appropriate assistance to employees participating in the
Municipality of Huron East return-to-work program.
Initial Meeting:
If at any point an employee’s absenteeism exceeds the acceptable number of absences, the
supervisor will schedule a meeting to:









Set the tone that this initial meeting is non-disciplinary in nature;
Notify the employee of the Municipality’s concerns regarding their attendance;
Explain the effect of absences on work operations;
Review the attendance and absenteeism policy;
Offer the employee an opportunity to explain the pattern of absences;
Set expectations for improved attendance;
Advise the employee that a record of the session will be made; and
Identify resources available to help the employee.
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If during the initial meeting the employee indicates that the absences are the component of an
illness, injury, physical or mental disability, religion, or due to family status or sex, including
pregnancy, the Municipality will work with the employee to confirm their needs and devise
acceptable accommodations.
If the employee is unable or unwilling to participate in this meeting, an informal letter will be
sent to the employee outlining the concerns of the Municipality regarding the absenteeism. No
mention of discipline will be included in this letter.
Formal Meeting One:
If the employee continues to exceed the acceptable level of absenteeism in the next 3 months,
the Municipality of Huron East shall hold a formal meeting with the employee to discuss the
issue, and will provide them with appropriate documentation of the meeting, usually a formal
letter.
The meeting shall:
 Notify the employee about the attendance issue;
 Explain why their attendance is important;
 Outline the effect on the Municipality due to absence;
 Detail the expectations for improvement;
 Determine any causes for and rationale behind the attendance issues;
 Offer the employee an opportunity to explain the absences;
 Identify resources available to support the employee; and
 Detail a course of action for improving the attendance issue.

Formal Meeting Two:
Following the first formal meeting, if the employee continues to exceed the acceptable rate of
absenteeism in the next 3 months, the Municipality of Huron East shall hold a second formal
meeting with the employee to discuss the issue, and will provide them with appropriate
documentation of the meeting, usually in the form of a formal letter. The second meeting is
similar to the first, but the tone is more urgent.
The meeting shall:
 Notify the employee that the attendance is of concern, causing a problem, and
unacceptable;
 Outline the effect on the Municipality due to absence;
 Detail the expectations for improvement;
 Offer the employee an opportunity to explain the absences;
 Identify resources available to support the employee; and
 Detail a course of action for improving the attendance issue.
34

This meeting must inform the employee that where the attendance fails to improve, The
Municipality of Huron East may be required to implement appropriate levels of disciplinary
action, transfer, demote, or deny promotion of the employee.
Formal Meeting Three, Final Warning:
Following the second formal meeting, if the employee continues to exceed the acceptable rate
of absenteeism in the next 3 months, The Municipality of Huron East shall hold a third formal
meeting with the employee to discuss the issue, and will provide them with appropriate
documentation of the meeting. This meeting will include another supervisor or the CAO and
stress the urgency of the matter.
The meeting shall:
 Remind the employee of the points in the previous meetings;
 Indicate that this is the third and final meeting and that failure to improve attendance
within the timeframe may have consequences that could include termination;
 Offer the employee an opportunity to explain the absences;
 Identify resources available to support the employee; and
 Detail a course of action for improving the attendance issue.
Failure to Improve Unacceptable Attendance Behaviours
Following the third formal meeting, if the employee continues to exceed the acceptable level of
absenteeism in the next 3 months, the Municipality of Huron East may determine the case for
continued employment or termination of employment based on input from the supervisor,
CAO, and legal counsel (where appropriate). Termination of employment may occur where
acceptable absenteeism levels are exceeded, accommodation if appropriate has been provided,
progressive discipline if appropriate has been provided, or the contract of employment has
been frustrated.
The Municipality of Huron East shall ensure the following conditions are met before any
dismissal of an employee for non-culpable absences:





A culminating absence must occur, where a recent absence requires a review of the
employee’s attendance record and employment with the company;
The Municipality of Huron East has determined that the employee has a history of
absenteeism that exceeds acceptable levels;
It has been determined that the employee is unlikely to or cannot improve their
attendance; and
The Municipality of Huron East has previously notified the employee with
documentation stating that further absences could result in their termination.
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Improved Attendance
If an employee displays improved attendance and the improvement continues for 6 months,
the review process will be considered closed, and the employee will be informed of their
success in meeting the company expectations. If the employee again displays attendance
issues following the successful completion of the review board, the process shall begin again.

Acknowledgement and Agreement
I, __________________________________, acknowledge that I have read and understand the
Attendance & Absenteeism Policy of the Municipality of Huron East. I agree to adhere to this
policy and will ensure that employees working under my direction adhere to this policy. I
understand that if I violate the rules set forth by this policy, I may face disciplinary action up to
and including termination of employment.
Name: _______________________________________________
Signature: ____________________________________________
Date: ________________________________________________
Witness: ______________________________________________
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MUNICIPALITY OF HURON EAST
Progressive Discipline Policy
Approved by:

Policy Number:

Date Approved:

Effective Date:

Reviewed by:

Revision Date:

Purpose: The Municipality of Huron East uses progressive discipline to address performance,
conduct, and policy violation issues. Progressive discipline allows employees to correct any
issues or concerns and reduces the need for termination of employment. The Municipality of
Huron East strives to work with employees regarding any issues in the workplace but also needs
to hold employees to a high standard of performance and conduct. Therefore, a progressive,
multi-step disciplinary process has been implemented.

Procedure: If an employee of The Municipality of Huron East violates company policy or
exhibits reckless behavior, the defined system of progressive discipline will be used.
Progressive discipline can be issued for attendance, conduct, health and safety, or performance
concerns. This is not an exhaustive list of reasons it may be used.
Employees will be given multiple opportunities to correct the identified issue or concern, unless
the issue or concern is severe, in which case progressive discipline can be accelerated to match
the violation. Typically progressive discipline proceeds through these steps:
1.
2.
3.
4.
5.

Coaching (informal);
Verbal warning (formal);
First written warning (formal);
Final written warning with possible suspension (formal); and
Termination

With each violation or apparent problem, the employee will be provided with a written
document to alert them of the problem and, if applicable, provide a copy of the policy being
violated; advise them of the consequences for further infractions; and suggest a method for
improvement.
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Informal Coaching
Before giving a formal verbal warning, The Municipality of Huron East may provide employees
with informal coaching. Informal coaching is a documented process that offers the employee
an opportunity to correct an issue before starting the formal discipline process and receiving a
verbal warning. Informal coaching is not disciplinary and is meant to provide guidance to the
employee. Depending on the nature of the issue or concern, this step may be skipped.
Formal Warnings
All formal warnings will be kept on file for eighteen (18) months. If no further discipline occurs
within the time period, the warning will become inactive. If further offences relating to the
issue occur, the warning will be attached to the next set of progressive disciplinary actions.
Degrees of discipline will be used in relation to the problem at hand. As the situation dictates,
based on the past performance of the employee and the seriousness of the violation, The
Municipality of Huron East reserves the right to skip the four-step disciplinary process and
move straight to termination when necessary.
Investigation and Documentation
All alleged violations will be properly investigated and documented by a Supervisor and/or the
CAO. All formal measures taken within the progressive discipline process will be documented
and kept in the employee’s personnel file.
Suspension
During the final written warning, an employee may be suspended or put on review. Employees
put on suspension will be excluded, with pay, from the workplace for a period of one to three
days, depending on the violation. Typically suspension will be for three (3) days unless the
employee is required at work to complete projects or perform required duties. The purpose of
the suspension will be to provide the employee time to reflect on their actions as well as their
continued employment with The Municipality of Huron East.
Termination of Employment
The final stage of progressive discipline is termination of employment. Termination of
employment with The Municipality of Huron East may occur following an employee committing
multiple violations of company policy, after the logical steps for progressive disciplinary action
have been taken, or immediately following a severe violation.
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Appeals
If any employee feels they have been wrongfully accused, or disciplined, they may file a written
appeal to the CAO. Written appeals must contain:




Details of the discipline;
Events surrounding the discipline;
Why the employee feels the discipline is unwarranted or inappropriate.

The CAO shall review and respond to all written appeals within ten (10) business days.
Suspension Pending Investigation
If an employee of The Municipality of Huron East is placed on suspension pending the results of
an investigation, the employee will be notified of the decision, a stated timeline for the
investigation, and the actions that predicated the decision.
This form of suspension is not disciplinary but is intended to allow The Municipality of Huron
East the time to examine the issues thoroughly and to determine appropriate action. If the
investigation is not completed during the stated timeline, The Municipality of Huron East
reserves the right to extend the suspension as necessary.
During the investigation, The Municipality of Huron East will provide the suspended employee
with the details of the allegations and give them an opportunity to respond. The suspended
employee must ensure that they are available for interviews during this period. If the
suspended employee fails to make them self available, The Municipality of Huron East will
proceed with the investigation and make a determination based on the information available.
The suspended employee will have the right to legal representation or a Municipality of Huron
East staff representative present at any such interview, and will be given a minimum of twentyfour (24) hours’ notice before any interview.
As the suspended employee will be suspended with full pay, they are expected to be available
for interviews and requests from the Municipality of Huron East during the employees’ regular
working hours. If the employee wishes to take time off or leave from work during the paid
suspension, the employee must follow standard procedure.
Any Municipality of Huron East employee placed on suspension with pay must temporarily turn
over their work keys, company identification and company credit cards. Any and all company
property, business information, and confidential information are to remain at the worksite. If
any employee placed on suspension with pay maintains any files or equipment at their
residence which are the property of The Municipality of Huron East, they must turn these items
over to a company representative until the investigation is completed.
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Municipality of Huron East employees placed on suspension with pay should not have contact
with anyone from the Municipality other than their designated point of contact.

Acknowledgement and Agreement
I, __________________________________, acknowledge that I have read and understand the
Progressive Discipline Policy of the Municipality of Huron East. I agree to adhere to this policy
and will ensure that employees working under my direction adhere to this policy. I understand
that if I violate the rules set forth by this policy, I may face disciplinary action up to and
including termination of employment.
Name: _______________________________________________
Signature: ____________________________________________
Date: ________________________________________________
Witness: ______________________________________________
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MUNICIPALITY OF HURON EAST
HEALTH AND SAFETY POLICY
POLICY 1.06
APPROVED BY: Huron East Municipal Council
DATE APPROVED:

July 22nd, 2014

REVIEWED BY HEALTH & SAFETY COMMITTEE:

POLICY

June 12, 2014

Application:
This policy applies to all members of Huron East Council, employees, volunteers, students, and
any other person or business that is hired by the Municipality of Huron East.
Objective:
The Council of the Municipality of Huron East is vitally interested in the health and safety of its
employees. Protection of employees against injury or occupational disease is a major
continuing objective. The Municipality of Huron East will take every reasonable precaution to
prevent personal injury and provide and maintain a safe, healthy work environment.
The elimination of hazards to personnel and property shall be the prime consideration when
planning any work activity.
All practical steps shall be taken to ensure that the work environment and work procedures
comply with Federal and Provincial Legislation, and the Municipality of Huron East regulations,
pertaining to health and safety of the employees.
Principles:
Every employee has the right to work in a healthy and safe environment.


Employees are encouraged to be actively involved in maintaining a healthy and safe
environment.

Cooperation between the employer and the employees is desirable in developing
and maintaining healthy and safe workplaces.

The prevention of accidents, injury and occupational illness should be an integral
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part of every job activity.
An internal responsibility system recognizing the roles of every workplace
participant-from employee to supervisor to employer and owner-is the key to an
effective health and safety program.

Mandatory Requirements:


This policy must be posted at all Huron East workplace buildings.



A Joint Health & Safety Committee is required for any workplace that regularly employs
20 or more workers. Where there are fewer than 50 workers the committee must have
at least 2 members. If 50 or more workers are regularly employed, the Committee must
have a least 4 members. As a general guide all areas of a workplace should be
represented, 1 worker and 1 management member must be certified and the
Committee must have at least 50% representing the worker.



Reasonable provision for the prevention of accidents, and the promotion of safety and
health of all employees, must be made in compliance with the Occupational Health and
Safety Act and other relevant legislation setting out minimum requirements for ensuring
worker's health and safety. The need to supplement these minimum requirements, in
light of specific workplace situations, must be determined.



Occupational health and safety programs specific to all Department's operational needs
must be developed, applied and communicated to all employees.



Managers, supervisors and employees must receive information and training on safe
work practices and their duties and responsibilities under applicable legislation.

Responsibilities of Municipal and other Elected Officials:
Under Section 32 of the Occupational Health and Safety Act , every Director and Officer of a
corporation shall take all reasonable care to ensure that the Corporation complies with,
(a)
the Act and regulations;
(b)
orders and requirements of Inspectors and Directors; and order of the
(c)
Minister. "R.S.O 1990, C.Ol.S.32
In keeping with the above, the Municipality of Huron East undertakes to carry out the
following:
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1

To provide a safe and healthy working environment.

2.

To establish an effective internal responsibility system, whereby everyone clearly
understands their responsibilities regarding the occupational health and safety of
workers.

3.

To provide ongoing training to heighten employee awareness of known safety hazards
and maintain job skills and knowledge.

4.

To develop and maintain open communication between all levels in each department
and to encourage employee participation in the Municipalities Safety Programs.

5.

To involve all employees in safety through an effective Joint Health and Safety
Committee accessible to all employees.

6.

To periodically review the Municipalities Health and Safety Policy and to maintain safety
performance.

7.

To ensure compliance with applicable Federal, Provincial and Municipal safety
legislation.

Responsibilities of Management
Managers are responsible for administration, direction and implementation of safety policies to
ensure a safe working environment. Their direct involvement and commitment to safety will
determine health and safety success or failure.
Managers must:
1.
Ensure the safety guidelines are developed, maintained, followed and kept up to date.
2.

Ensure your department complies with Provincial, Federal and Municipal safety
legislation.

3.

Consult with all levels of the organization to ensure that safety programs and training
are effective and make changes as required.

4.

Make the safety committee aware of safety reports, audits and hazards that they may
be aware of, to fulfill the obligations of the internal responsibility system.
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5.

Review training reports to ensure training is meeting the needs of the safety
requirements.

6.

Ensure that workplace inspection reports are reviewed and any infractions are dealt
with in a timely manner.

7.

Determine health and safety goals of your department and report yearly results to the
CAO/Clerk.

Responsibilities of Supervisors
Supervisors are responsible for implementing the Occupational Health and Safety Program in
the work areas under their supervision.
Their own safety attitudes and actions are important to setting the safe climate of the
organization and their job performance will be measured against their efforts in achieving the
municipalities safety goals.
All safety complaints/recommendations must be processed in keeping with Municipal policy
without undo delay,
Supervisors must:
1.

Ensure Provincial, Federal and Municipal legislation is implemented and complied with
in areas of responsibility.

2.

Ensure the municipalities safety policy and programs are posted in a conspicuous place
in their work areas and obtain and post new copies of the policy and programs as
required.

3.

Document and investigate all reported accidents and take appropriate corrective action
within their authority to prevent a recurrence.

4.

Ensure all employees under their supervision receive adequate training in health and
safety legislation, safe work policies, operational guidelines and proper/safe use of
vehicles and equipment.

5.

Inspect their workplaces to correct safety hazards within their authority and to make
other hazards that they can't correct known to the appropriate level of management
above them.
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Responsibilities of all Employees
Employees are responsible for maintaining a reasonable working knowledge of the
requirements of the Occupational Health & Safety Act. They are also responsible for
maintaining a reasonable working knowledge of health and safety hazards in the workplace and
preventive measures to be taken for their own protection.
Workers must:
1.

Comply with all procedures and requirements of the Occupational Health and Safety
Act, Highway Traffic Act and other applicable safety legislation.

2.

Report all hazardous conditions which you can not immediately correct to your
immediate supervisor, and failing to satisfactory resolve in your opinion, to a member of
the Joint Health and Safety Committee.

3.

Perform work with a safety first attitude.

4.

Promptly report all accidents of injuries (no matter how minor they may first appear) to
your supervisor.

5.

Not work or operate any equipment that may endanger the safety of yourself or others.

6.

Not to engage in pranks or feats of strength that may endanger themselves or others.

7.

Wear and care for, as instructed, protective clothing/equipment provided by the
Municipality.

Note: All outside contractors will be required to comply with Federal, Provincial, and Huron
East’s safety regulations when working on Municipal property.
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MUNICIPALITY OF HURON EAST
WORKPLACE VIOLENCE AND HARASSMENT POLICY
POLICY 1.18
APPROVED BY: Huron East Municipal Council
DATE APPROVED: July 22nd, 2014
REVIEWED BY HEALTH & SAFETY COMMITTEE:
June 12, 2014

STATEMENT:
The Municipality of Huron East is committed to providing a working environment which is safe, secure,
and free from harassment, threats, intimidation and violence. The Municipality will not tolerate violent
behaviour and will take all reasonable and practical measures to prevent violence and harassment and
to protect workers from acts of violence and harassment in the workplace. All employees and others
engaged in business with Huron East are responsible for preventing violence and harassment and
reporting acts of violence or harassment that threaten or are perceived to threaten a safe working
environment. The Municipality will make every reasonable effort to ensure that no employee is exposed
to violence or harassment in the workplace and will take appropriate disciplinary measures against any
employee of Huron East committing violence against or harassing another employee up to and including
dismissal. All employees and others engaged in business with the Municipality are responsible for
promptly reporting any incidents that they believe to constitute violence or harassment. All reported
incidents will be taken seriously and dealt with appropriately. Harassment is in no way to be construed
as properly discharged management responsibilities including the delegation of work assignments, the
assessment of discipline or any conduct that does not undermine the dignity of the individual. Neither is
this policy meant to inhibit free speech or interfere with normal social relations.
APPLICATION:
This policy applies to all members of Huron East Council, employees, volunteers, students, clients,
visitors and any other persons engaged in business with the Municipality. This policy is applicable at all
workplace settings and at work-related business and social events that take place off-site. The
Workplace Violence/Harassment Report Form will be used to record and report incidents or threats of
violence or harassment.
DEFINITIONS:
For the purpose of this policy:
“Workplace Violence" means (a) the exercise of physical force by a person against a worker in a
workplace that causes, or could cause, physical injury to the worker; and/or (b) an attempt to exercise
physical force against a worker in a workplace that could cause physical injury to the worker.
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“Workplace Harassment” means engaging in a course of vexatious comment or conduct against a
worker in a workplace that is known or ought reasonably to be known to be unwelcome.
PROCEDURES:
A. Reporting Procedures
All employees who observe or become aware of an incident of harassment or a potentially dangerous
situation, will immediately notify their manager or an alternate manager. Employees should also notify
their manager if a restraining order is in effect or if a potentially violent or harassing non-work related
situation exists that could result in violence or harassment in the workplace. A workplace
violence/harassment reporting form should be filled out and given to your supervisor or manager. If the
complaint involves your supervisor or manager the report should be given to your Joint Health and
Safety Representative.
B. Investigation
All reports of workplace violence or harassment will be taken seriously and will be investigated promptly
and thoroughly. All parties involved in a report of workplace violence or harassment will be interviewed.
Potentially dangerous situations and precautionary measures will be communicated to workers who are
potentially affected.
C. Confidentiality
To the extent practical, the Municipality will maintain the confidentiality of the reporting employee and
of the investigation. The results of the investigation will be shared only with those who are responsible
for taking corrective action/discipline.
D. Reporting to Police
All physical assaults will be reported to the police, as will any behaviour or threat of violence or
harassment requiring police intervention or follow-up.
E. Intervention
The Municipality will intervene as appropriate at any indication of a potentially violent or harassing
situation. In the event that an employee is considered to be at risk of violence or harassment because of
the nature of his/her job or because of threats from outside the workplace, a plan will be developed to
minimize the risk and respond to any potential emergency situation.
Should the Municipality become aware of an incident of or potential incident of domestic violence, it
will take every precaution reasonable in the circumstances to protect the worker.
F. No Reprisal
The Municipality will not tolerate any reprisal against an individual who, acting in good faith, reports
workplace violence or harassment or acts as a witness. Reprisals or threats of reprisals are considered a
serious violation of an employee’s rights, and will be dealt with accordingly. The employer shall not
discharge, suspend, intimidate or impose any other penalty on, or otherwise discriminate against a
person, because that person has made a complaint or given evidence or assisted in any way in the
investigation and resolution of a complaint.
G. Corrective Action and Discipline
If the Municipality determines that an employee has engaged in workplace violence or harassment,
appropriate corrective action will be taken, up to and including termination. In addition, the
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Municipality may require that an employee participate in an anger management program or other form
of counselling, either voluntarily or as a condition of continued employment. If the violent or harassing
behaviour is that of a non-employee, Huron East will take appropriate action in an effort to ensure that
such behaviour is not repeated. However, not every complaint will warrant corrective action. Rather,
corrective action will be determined on a case-by-case basis.

RESPONSIBILITIES:
Council of the Municipality of Huron East
• Provide support for this policy through resources, training and education initiatives and appropriate
control measures;
• Review all reports and investigations of incidents of workplace violence or harassment
in a prompt, objective and sensitive manner. Huron East Council will be represented by the Personnel
Committee;
• Take immediate measures to respond appropriately to all reported incidents of workplace violence or
harassment or reports or suspicion of domestic violence;
• Facilitate medical attention and appropriate support for individuals directly or indirectly involved;
• Take appropriate corrective and disciplinary action to prevent recurrences.
CAO/Clerk
• Review all reports of workplace violence or harassment and ensure appropriate actions have been
taken.
Management/Supervisory Staff
• Ensure awareness, enforcement and compliance with respect to this policy;
• Assess hazards related to the conditions and circumstances of jobs being performed and update
assessment as changes occur in job responsibilities and working conditions;
• Consult with staff, the Joint Health and Safety Committee and external authorities on practical steps to
minimize or eliminate risks of violence or harassment;
• Respond promptly to all reports of violence, harassment or domestic violence and address immediate
threats to worker safety;
• Investigate, document and debrief any incidents of violence or harassment;
• Take all reasonable and practical measures to protect workers, acting in good faith, who report
workplace violence or harassment or act as witnesses, from reprisal or further violence;
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• Take appropriate corrective action based on the nature of each incident and the actual or potential
threat posed to worker safety;
• Contact and consult with police as appropriate;
• Provide information including personal information to a worker about a person with “a history of
violent or harassing behaviour” if the worker could be expected to encounter that person in the course
of his/her work; and there is a risk of workplace violence or harassment likely to expose the worker to
physical or other injury.

Employees
• Have the right to refuse work in various circumstances where health and safety is in danger;
• Not engage in or ignore violent, threatening, intimidating or other disruptive behaviours;
• Promptly report to management any incident of workplace violence or harassment or suspicion of
domestic violence which is experienced, witnessed, or known of, or there is reason to believe may
occur;
• Participate in and comply with strategies to prevent and reduce risk of workplace violence or
harassment;
• Understand and comply with risk management protocols.
Joint Health and Safety Committee
• Provide recommendations to management to reduce or eliminate the risk of violence or harassment;
• Participate in the investigation of workplace violence or harassment cases if required;
• Respond to employee concerns related to workplace violence or harassment; communicate the
concerns to management;

• Review the effectiveness of this policy and recommend changes as appropriate.
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MUNICIPALITY OF HURON EAST
WORKPLACE VIOLENCE/HARASSMENT REPORTING FORM
Section A: REPORT DETAILS
Date:

Report Completed by:

Department:

Section B: WORKER/COMPLAINANT INFORMATION
Name:
Department:

Phone

Section C: ACCUSED INFORMATION
Name of Accused:
Department:

Position:

Relationship between the Complainant and Accused (co-worker, student, member of public):
Location of Incident:
Section D: WITNESS INFORMATION (if any)
Name:
Dept:

Phone #:

Name:

Phone #:

Dept:

Section E: COMPLAINTANT DESCRIPTION OF THE INCIDENT
Date(s) of Incident:
Time(s) of Incident:

Location of Incident:

Complainant’s detailed explanation of events in order of sequence:
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Section F: RESOLUTION (To be completed by Manager)
Action(s) taken by Manager:

Resolutions discussed with Complainant/Accused:

Next Steps/Follow up Action Taken:

Managers Name (Please Print):
Signature:
Date:

51

MUNICIPALITY OF HURON EAST
Council & Staff Relationship Policy
Approved by:

Policy Number:

Date Approved:

Effective Date:

Reviewed by:

Revision Date:

1.0

Application & Purpose

1.1

This Council and Staff Relationship Policy applies to all Members of the Council of the
Municipality of Huron East, including the Mayor, and all members of Staff of the
Municipality of Huron East, including the CAO.

1.2

The purpose of this Policy is set out a general standard to ensure that Council and Staff
share a common understanding of their respective roles and responsibilities as well as a
common basis of their relationship, and to set out acceptable standards to govern their
relationship and to which all Members and Staff are expected to adhere to and comply
with.

1.3

The purpose of this Policy is to establish a policy to govern the relationship between
Members of Council and Staff of the Municipality in accordance with paragraph 2.1 of
subsection 270(1) of the Municipal Act, 2001.

2.0

Statement of Principles

2.1

This Policy is intended to set a high standard for relations between Council and Staff in
order to provide good governance and instill a high level of public confidence in the
administration of the Municipality by its Members as duly elected public representatives
and its Staff as public administrators.

2.2

The following key statements of principle are intended to guide Council and Staff and to
assist with the interpretation of the Policy:


Council and Staff shall recognize that positive internal relations are central to the
collective ability of Members and Staff to provide good governance and instill a high
level of public confidence in the administration of the Municipality;
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Members and Staff shall relate to one another in a respectful, professional and
courteous manner;



Members and Staff shall understand and respect each other’s respective roles and
responsibilities; and



Members and Staff shall work together in furtherance of the common goal of
serving the public good.

The above statements are key principles that are intended to facilitate an
understanding, application and interpretation of the Policy – these principles are not
operative provisions of the Policy.
3.0

Definitions

3.1

The following terms shall have the following meanings in this Policy:
(a)

“Chief Administrative Officer” means the Chief Administrator Officer of the
Municipality;

(b)

“Clerk” means the Clerk of the Municipality;

(c)

“Council” means the council for the Municipality;

(d)

“Mayor” means the head of Council;

(e)

“Member” means a Member of Council;

(f)

“Municipality” means The Corporation of the Municipality of Huron East;

(g)

“Policy” means this Council and Staff Relationship Policy; and

(h)

“Staff” means the Chief Administrative Officer and all officers, directors,
managers, supervisors and all employees, whether full-time, part-time, contract,
seasonal or volunteer employees, as well as agents and consultants acting in
furtherance of the Municipality’s business and interests.

4.0

General Obligations

4.1

In all respects, Members and Staff shall:
(a)

relate to one another in a courteous, respectful and professional manner;

(b)

maintain formal working relationships in order to promote equality and
discourage favouritism, which includes but is not limited to using proper titles
and avoiding first names during public meetings or formal business dealings;
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(c)

understand their respective roles and responsibilities, and appreciate and
respect the roles and responsibilities of the other;

(d)

work together to produce the best results and outcomes for the Municipality
and always for the collective public interest of the Municipality; and

(e)

act in a manner that enhances public confidence in local government.

Roles and Responsibilities of Members
4.2

Members acknowledge and agree that:
(a)

Council as a whole is the governing body of the Municipality and that it
comprises a collective decision-making body;

(b)

they are representatives of the entire Municipality;

(c)

Staff serve the whole of Council rather than any individual Member;

(d)

they govern, provide political direction and make decisions as Council;

(e)

they will respect the administrative and managerial chain of command by:
(i)

directing any questions or concerns in relation to the administration or
management of the Municipality to the Mayor or the Chief
Administrative Officer for their consideration,

(ii)

giving direction to Staff only as Council and through the Chief
Administrative Officer, and

(iii)

refraining from becoming involved in the management of Staff;

(f)

they shall use Staff time effectively, which includes but is not limited to only
referring essential matters to Staff for reports;

(g)

they ensure any requests for information to Staff that were not received at a
meeting of Council are made in writing and circulated in writing to all Members;

(h)

they understand that Staff will undertake significant projects only if they have
been directed to do so by Council through the Chief Administrative Officer;

(i)

whenever possible, they shall notify Staff if an action or position of Staff is to be
questioned or criticized at a public meeting to ensure Staff has sufficient time to
formulate an intelligent, informed and helpful response for the consideration of
Council and that any such questioning or criticism shall be undertaken with
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courtesy, respect and professionalism, and in no event shall there be any
attempt to humiliate, berate, disparage or denigrate Staff and that they shall
refrain from publicly criticizing members of Staff in relation to their intelligence,
integrity, competence or otherwise;
(j)

they shall request advice from the Chief Administrative Officer about the
appropriate wording of motions, amendments, and formal directions of Staff;

(k)

they shall request information regarding meeting agendas or minutes from the
Chief Administrative Officer;

(l)

as individual Members, they have no greater access to records or information
held by the Municipality than any member of the public and that they cannot
access records or information otherwise protected from disclosure by the
Municipal Freedom of Information and Protection of Privacy Act or in accordance
with the process set out in that statute;

(m)

they shall recognize Staff are not expected to provide information or take action
in outside of regular administrative business hours, except in extenuating
circumstances;

(n)

certain members of Staff are statutory officers and have specific statutory
authorities, duties, powers and responsibilities that cannot be interfered with or
derogated from;

(o)

they shall at all times comply with the Municipality’s Code of Conduct for
Members of Council; and

(p)

they shall at all times comply with any policies relating to Council that the
Council may implement from time to time.

5.0

Roles and Responsibilities of Staff

5.1

Staff acknowledge and agree that:
(a)

Council is the collective decision-making and governing body of the Municipality
and is ultimately responsible to the electorate for the good governance of the
Municipality;

(b)

they shall implement Council’s decisions and establish administrative practices
and procedures to carry out Council’s decisions and any duties specifically
assigned to them by Council;

(c)

they shall assist Council in their decision-making process with respect to its
decision, policies and programs by providing Council with information based on
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professional expertise, research and good judgment in a professional and timely
manner;
(d)

they shall serve the whole of Council rather than any individual Member;

(e)

all Members are equal and shall be treated as such and always with courtesy,
respect and professionalism;

(f)

they shall respond to inquiries from Council and provide appropriate and timely
follow-up to such inquiries as necessary;

(g)

they shall ensure any responses to requests for information by a Member that
were not received at a meeting of Council are circulated to all Members;

(h)

they shall refrain from becoming involved in the policy and decision-making
process of Council, outside of ensuring that Council is provided with the
information necessary in order to make their decisions and that Council is aware
of any issues that may impact such decisions;

(i)

they shall diligently and impartially implement Council’s decisions;

(j)

they shall notify management or the Chief Administrative Officer, as appropriate,
of any issues that may impact the Municipality and of ongoing activities in each
department;

(k)

they shall not speak publicly on any matter respecting any Council decisions or
policies without authorization to do so, and without limiting the generality of the
foregoing, shall not publicly criticize any decision or policy of Council;

(l)

they shall refrain from publicly criticizing decisions of Council or Members in
relation to their intelligence, integrity, competence or otherwise; and

(m)

they shall at all times comply with any policies relating to Staff that the Council
may implement from time to time.

35001484.1
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MUNICIPALITY OF HURON EAST
Employee Complaint & Grievance Policy
Approved by:

Policy Number:

Date Approved:

Effective Date:

Reviewed by:

Revision Date:

Purpose:

In the event of a disagreement or complaint between staff of the Municipality of Huron
East, a formal policy is being implemented to provide a means to address the disagreement
or complaint.

Policy:

Staff of the Municipality of Huron East will have an opportunity to express their
disagreement or complaint, in writing, without risk of discipline or reprisal.

Procedure:

To initiate the process of this policy, all complaints must be in writing and will follow the
following protocols which shall include a written decision acknowledged by all Parties to the
complaint.

a) Between Employees – complaint to be reviewed by the Employee’s supervisor and Department Head.
The Department Head will advise the parties involved if actions to be taken, if any, including any
disciplinary action taken. The Department Head will notify the CAO, in writing of the complaint, and
actions taken.
b) Between Employees and Department Heads – complaint to be reviewed by Department Head who will
provide a written response to the Employee. The Employee will provide a copy of the complaint and the
response from the Department Head to the CAO. The CAO will review the complaint and response and
will determine if any further action is necessary and will advise both parties in writing. If either the
Employee or Department Head is not satisfied with the response of the CAO, they may request to
address the issue with the Huron East Personnel Committee.
c) Between Department Heads – complaints to be filed with the CAO. The CAO will investigate the
complaint and will provide a written response to both parties. If the Department Head who filed the
complaint is not satisfied with the response of the CAO, the Department Head may request to address
the issue with the Huron East Personnel Committee.
d) Between Department Heads and the CAO – complaint to the filed with the Chair of the Huron East
Personnel Committee. If the CAO is the Secretary to the Huron East Personnel Committee, the Chair
shall request a Department Head not involved in the grievance to serve as Recording Secretary, and the
grievance shall be reviewed by the Personnel Committee. The Chair of the Personnel Committee shall
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advise the Parties involved of any actions being taken by the Committee, including disciplinary actions, if
any.
General :
Receipt of complaints will be acknowledged in writing by the relevant Department Head or
CAO within three business days. Every effort will be made to address the complaint completely within 15
business days of the complaint or grievance being lodged. If the Department Head responsible for the
actions to be taken or the CAO can’t address the Parties involved of the actions to be taken, the Department
Head or CAO shall notify the Parties involved as to the reasons for the delay and advise the Parties as to the
date of the decision. If any of the Parties are not satisfied with the reasons for the delay or the date given
for a decision, they shall notify the Chair of the Personnel Committee.
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MUNICIPALITY OF HURON EAST

Substance Use Policy
Approved by:

Policy Number:

Date Approved:

Effective Date:

Reviewed by:

Revision Date:

Purpose: The Municipality of Huron East is committed to the health and safety of its employees
and has adopted this policy to communicate its expectations and guidelines surrounding
substance use, misuse and abuse. Employees under the influence of drugs or alcohol on the job
can pose serious health and safety risks to both themselves and their fellow employees. To
help ensure a productive, safe and healthy workplace, The Municipality of Huron East reserves
the right to prohibit certain items and substances from being brought on to or present on
municipal property.
Definitions:
Drugs: Any substance which can change or adversely affect the way a person thinks or feels,
whether obtained legally or illegally. This could include recreational or prescribed substances.
Drug Paraphernalia: Material or equipment used or intended for use in injecting, ingesting,
inhaling, or otherwise introducing a drug, illegal or controlled, into the human body.
Medication: Includes a drug obtained legally, either over the counter, or through prescription or
authorization issued by a medical practitioner. For this policy, medications of concern are
those that inhibit a workers ability to perform their job safely and productively.
Alcohol: Any beverage containing any quantity of alcohol, including beer, wine, and distilled
spirits.

Expectations:
The following expectations apply to employees and management alike while conducting work
on behalf of The Municipality of Huron East, whether on or off municipal property:
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Employees are expected to arrive to work fit for duty and able to perform their duties
safely and to standard. This implies that employees must not be impaired by alcohol,
drugs or medications;
Employees must remain fit for duty for the duration of their shift;
Use, possession, distribution, or sale of drugs or alcohol during work hours, including
during paid and unpaid breaks, is strictly prohibited;
Employees are prohibited from reporting to work while under the influence of
recreational cannabis and any other non-prescribed substances;
Use and possession of medically prescribed or authorized drugs is permitted during
working hours, subject to the terms and conditions of the municipality’s policies and all
applicable legislation;
Employees on medically approved medication must communicate to management any
potential risk, limitation, or restriction requiring modification of duties or temporary
reassignment ; and
Employees are expected to abide by all governing legislation pertaining to the
possession and use of cannabis.

Responsibilities:
The Municipality of Huron East will:





Clearly communicate expectations surrounding alcohol and drug use, misuse, and
abuse;
Maintain a program of employee health and awareness
Provide a safe work environment; and
Review and update this policy regularly

Management will:





Identify any situations that may cause concern regarding an employee’s ability to safely
perform their job functions;
Ensure that any employee who asks for help due to a drug or alcohol dependency is
provided with the appropriate support (including accommodation) and is not disciplined
for doing so; and
Maintain confidentiality and employee privacy.

Employees must:




Abide by the provisions of this policy and be aware of their responsibilities under it;
Arrive to work fit for duty, and remain so for the duration of their shift;
Perform work safely in accordance with established safe work practices;
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Avoid consumption, possession, sale, or distribution of drugs or alcohol on municipal
property and during working hours (even if off municipal property);
When off duty refuse a request to come to work if unfit for duty;
Report limitations and required modifications as a result or prescription medication;
Report unfit co-workers to supervisor;
Seek advice and appropriate treatment, where required;
Communicate dependency or emerging dependency to management; and
Follow the after-care program, where established.








Policy Violations:
Should there be reason to believe that an employee’s job performance is being negatively
affected by alcohol, illegal or prescription drugs, or that this policy is being violated in anyway,
The Municipality of Huron East is entitled to inquire as to the nature of the problem and to take
appropriate action.
Employees may be subject to disciplinary action up to and including termination of employment
for failure to adhere to the provisions of this policy, including but not limited to:



Failure to meet prescribed safety standards as a result of impairment from alcohol or
drugs;
Engaging in illegal activities (for example, selling drugs or alcohol while on municipal
premises).

The Municipality of Huron East will differentiate between behavior that is properly
characterized as an illness or disability, and behavior that is not. Should an illness or disability
be present, The Municipality of Huron East deems to work with the employee towards a goal of
rehabilitation and the duty to accommodate under the Human Rights Code.

Suspicion of Impairment
If there is reasonable belief that an employee is impaired at work, if the employee advises they
are unfit for duty, or the employee is demonstrating behaviors that indicate they are not fit for
duty, the supervisor will instruct the employee to temporarily cease their duties to allow for
appropriate assessment. The supervisor may seek another supervisor’s opinion to confirm the
employee’s status, if possible.
The supervisor will consult privately with the employee to determine the cause of the
observation, including whether substance use or abuse has occurred. Suspicions of an
employee’s ability to function safely may be based on specific personal observations. If the
employee exhibits unusual behavior including but not limited to slurred speech, difficulty with
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balance, watery or red eyes, or dilated pupils, or if there is an odour of alcohol, the employee
should not be permitted to return to their assigned duties in order to ensure their safety and
the safety of other employees or visitors to the workplace.
If an employee is considered impaired and deemed “unfit for duty” this decision is made based
on the best judgement of two members of management, if possible, and DOES NOT require a
sobriety or laboratory test. The employee may be advised that The Municipality of Huron East
has arranged a taxi or alternate transportation to their home or a medical facility, depending on
the determination of the observed impairment. The employee may be accompanied by a
supervisor or another employee if necessary.
An impaired employee will not be allowed to drive. The employee should be advised if they
choose to refuse The Municipality of Huron East’s organized transportation and decide to drive
home the Municipality will be obligated to and will contact the police to make them aware of
the situation.
A meeting may be scheduled for the following work day to review the incident and determine a
course of action.

Possession at Work
Possession of alcohol, drugs, and drug paraphernalia on municipal property is prohibited.
Municipal property encompasses all municipally owned or leased property used by employees,
including without limitation parking lots, vehicles, lockers, desks and closets.
Possession of alcohol, drugs and drug paraphernalia is also prohibited while employees are
acting on behalf of the Municipality of Huron East off municipal premises. This includes
attending events as a municipal representative.

Substance Dependency
The Municipality of Huron East understands that certain individuals may develop a chemical
dependency to certain substances, which may be defined as a disease or disability. Employees
are not excused from their duties as a result of their dependencies. The Municipality of Huron
East promotes early diagnosis. Any employee who suspects that they might have an emerging
drug or alcohol problem is expected to seek appropriate treatment promptly.
The Municipality will work with the individual who requests accommodation in an effort to
ensure that measures taken are both effective and mutually agreeable, up to the point of
undue hardship. Employees are encouraged to communicate any need for accommodation to
their immediate supervisor, and to work with them in addressing the concern.
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Voluntary Identification
Employees are encouraged to communicate if they have a dependency or have had a
dependency so that their rights are protected and they can be accommodated appropriately.
Employees will not be disciplined for requesting help or due to current or past involvement in a
rehabilitation effort.
All medical information will be kept confidential by the Municipality of Huron East, unless
otherwise authorized by law.

Medical Cannabis
Where an employee uses medical cannabis, it is expected they provide a copy of their medical
documentation for use to The Municipality of Huron East and abide by the Municipality’s
accommodation policy.

Acknowledgement and Agreement
I, __________________________________, acknowledge that I have read and understand the
Substance Use Policy of the Municipality of Huron East. I agree to adhere to this policy and will
ensure that employees working under my direction adhere to this policy. I understand that if I
violate the rules set forth by this policy, I may face disciplinary action up to and including
termination of employment.
Name: _______________________________________________
Signature: ____________________________________________
Date: ________________________________________________
Witness: ______________________________________________
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MUNICIPALITY OF HURON EAST
Loss of Drivers License
Approved by:

Policy Number:

Date Approved:

Effective Date:

Reviewed by:

Revision Date:

SCOPE: This policy applies to all employees of the Municipality of Huron East
PURPOSE:

To provide a set procedure in the event that an employee loses their license to
drive a motor vehicle.

POLICY:

Where an employee of the Municipality of Huron East loses their driver’s license,
every effort will be made to continue that employee’s employment where
appropriate.

PROCEDURE:
An employee may lose their driver’s license because of the conviction for
impaired driving, accumulation of demerit points or for health-related reasons.
All employees must immediately report any change in the status of their driver’s
license to their immediate supervisor.
Should an employee lose their driver’s license for any of the above-stated
reasons, a special committee (the “Committee”) will assess the impact of the loss
and recommend one of the following actions:
 no specific action will be taken if the loss of the driver’s license will not
affect the employee’s ability to do their job or where the specific skills of
the employee outweigh the inconvenience of having to provide
alternative transportation for the employee;
 if the loss of the driver’s license will affect the employee’s ability to do
their job, if alternative work is available, the employee’s employment will
be temporarily reclassified. The employee will earn the appropriate pay
rate for the reclassified position;
 if alternative works is not available, a temporary layoff will result until the
driver’s license is retained;
 if a loss of driver’s license is for a second impaired driving offence,
termination will occur;
 if convicted of impaired driving while at work, termination will occur on
the first offence; and
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where circumstances warrant, any combination of the above options may
be imposed by the Committee.

THE COMMITTEE:
 The Committee shall consist of the CAO/Clerk, the employee’s Department Head
and the employee’s immediate supervisor.
 For a department head, the Committee shall comprise the CAO/Clerk and two
members of the Council of the Municipality of Huron East.
 The Committee will review its decisions at least every three months. A different
option may be recommended after any review.
 All Committee decisions shall be communicated to the employee verbally and in
writing.
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