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II. INTRODUCTION 
 

This employee handbook is a summary of policies, procedures and practices related to human 
resource management at the Ontario Tennis Association (OTA, herein also referred to as “The 
Association”) 
 
The Executive Director (ED) is accountable for leading an effective staff team and is thereby 
accountable for the development and implementation of the policies outlined in this manual. 
Managers are responsible for human resource management within their own staff teams and 
should reference this manual to ensure organizational consistency in the application of these 
practices.  

The Executive Director is responsible for maintaining the procedures and systems which support 
human resource management for the Association and is available to answer any questions or 
provide clarification on any content of this manual.  

The Association’s benefits package, including the insurance and health plan and the group 
RRSP, is coordinated through the Controller. Questions regarding the benefits package may be 
directed to the Executive Director or Controller. 

This employee handbook does not constitute a contract for employment between the Association 
and its employees.  The Association reserves the right to modify the provisions of this handbook 
at any time. Where the policies and procedures in this manual differ from what is stated in the 
employment contract, the contract shall take precedence. 

Section 2.01 Statement of Philosophy 

The Association wishes to maintain a work environment that fosters personal and professional 
growth for all employees. Maintaining such an environment is the responsibility of every staff 
person. Because of their role, managers and supervisors have the additional responsibility to lead 
in a manner which fosters an environment of respect for each person.   

It is the responsibility of all staff to: 

 Treat each other in a fair manner, with dignity and respect. 

 Promote harmony and teamwork in all relationships. 

 Strive for mutual understanding of standards for performance expectations, and communicate 
routinely to reinforce that understanding. 

 Encourage and consider opinions of other employees or members, and invite their 
participation in decisions that affect their work and their careers. 

 Encourage growth and development of employees by helping them achieve their personal 
goals at the Association and beyond. 

 Administer all policies equitably and fairly, recognizing that jobs are different but each is 
important; that individual performance should be recognized and measured against 
predetermined standards; and that each employee has the right to fair treatment. 



Employee Handbook 

OTA Proprietary - 5 - 

Section 2.02 Who We Are 

Snapshot of Operations Highlights 

The Ontario Tennis Association promotes participation in tennis as part of a healthy 
lifestyle and encourages the pursuit of excellence for all players. 
 

1. Largest Provincial Tennis Association in Canada 

 220 clubs - 55,000 members (Adult/Junior) 

 Residence at Rexall since 2005 

 Tennisontario first website 
2. Leader in provincial sport associations in Ontario 

 Funded through the Ministry of Health Promotion 

 Special Program Funding through Trillium Foundation 

 Member of PSOC (Provincial Sport Organizations Council) 

 Participate in Ontario Sport Initiatives 
 

Mission Statement 

The Ontario Tennis Association promotes participation in tennis as part of a healthy 
Life-style and encourages the pursuit of excellence for all players. 
 
Values 

 Sportsmanship 

 Teamwork 

 Volunteerism 

 Perseverance 

 Partnership 

 Inclusiveness 

 
Goals 

1. Attract more people to play and support tennis on a sustained basis 
2. Provide opportunities for players to improve at every level 
3. Encourage and support volunteerism at the provincial, regional and local levels 
4. Ensure accountability and relevancy of OTA programs and services 
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III. EMPLOYEE RELATIONS 

Section 3.01 Equal Opportunity Employer 

It is the policy of the OTA to base employment decisions solely upon an individual's qualifications 
relating to the requirements of the position for which the individual is being considered.  We are 
committed to treating people fairly, with respect and dignity, and to offer equal employment 
opportunities based upon an individual's qualifications and performance — free from 
discrimination or harassment because of race, ancestry, place of origin, ethnic origin, colour, 
citizenship, creed, sex, sexual orientation, age, marital status, family status, disability, and record 
of offences. 

These principles apply to all aspects, terms and conditions of employment at the OTA, including 
recruitment, hiring, training, transfer, promotion, dismissal and layoffs. 

Section 3.02 Terms and Conditions of Employment 

Eligibility for Employment 

In compliance with federal legislation, new employees, if requested, and as a condition of 
employment, must present documentation establishing their identity and their eligibility to legally 
work in Canada. A valid Social Insurance Number, landed immigrant papers, employment visa, or 
temporary work permit is deemed sufficient for this purpose. Failure to prove eligibility for 
employment in Canada constitutes just cause for immediate dismissal, without notice or 
compensation in lieu of notice. The Association is required by legislation to employ only 
individuals who are legally authorized to work in Canada. Under the Canada Immigration Act and 
the Employment Insurance Act, the Association is required to report those individuals who are not 
legally entitled to work in Canada to Human Resources Development Canada. 

Any misrepresentations, falsifications, or material omissions in any data requested on the 
Employment Application or data requested during the hiring documentation process shall result in 
the exclusion of the individual from further consideration for employment or, if the person has 
been hired, termination of employment for cause, without notice or compensation in lieu of notice. 

Employment Reference Checks 

The Association checks the employment references of all final candidates for employment. Offers 
of employment are contingent upon obtaining satisfactory reference checks. In order to protect an 
applicant's privacy and so as not to jeopardize his or her current employment reference checks 
with a candidate’s current employer are not made unless the candidate’s permission is obtained. 
Reference checks from current employers are requested only after a conditional offer of 
employment is accepted. 

Police Records Checks 

All OTA employees running OTA outreach programs/events, handling teaching programs, or 
dealing directly with players at tournaments or provincial training camps/try-outs as a coaches or 
site staff, are required to have up to date police checks on file with their local Police Departments 
and the RCMP. 
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Probationary Period  

All newly hired employees are required to serve a Probationary Period during the first six (6) 
months after their date of hire. Significant absences during the Probationary Period will 
automatically extend the period by the length of the absence. The employee is classified as 
Probationary during this period and is ineligible for employee benefits during this time.  
During the Probationary Period, an employee is classified as Probationary. Either the employee 
or the Association may end the employment relationship any time during the Probationary Period. 
The Association is not obligated to provide any notice or pay in lieu of notice if the employee’s 
employment is terminated during the Probationary Period. 

Driver’s License and Driving Record 

Employees whose work requires operation of a motor vehicle must present and maintain a valid 
driver's license and a driving record acceptable to our insurer. Any changes in an employee's 
driving record must be reported to the Executive Director immediately. Failure to do so may result 
in disciplinary action, including possible dismissal. Employees who operate company vehicles 
during their assigned work, or operate their own vehicles in performing their jobs, are financially 
and legally responsible for any traffic or parking violations. Employees driving their own vehicle 
for business purposes must maintain adequate insurance at all times at their own expense. 

Termination for Cause 

The Association may terminate your employment at any time for cause without payment of any 
compensation, either by way of anticipated earnings or damages of any kind. 
 
Termination on Notice 

The Association may terminate your employment at any time without cause upon providing you 
with notice or payment of base salary only in lieu of notice and/or severance pay in accordance 
with minimum entitlement prescribed by the Ontario Employment Standards Act. 
 
Resignation 

After completion of the first three (3) months of the probationary period, employees must give the 
Association two (2) weeks’ notice of resignation. The Association may waive the resignation 
notice period in whole or in part at any time by providing payment of regular wages for the period 
so waived. 
 
Layoff  

Operation requirements are subject to change based on workload and the funding levels received 
on an annual basis.  All efforts will be made to keep staff in a position similar, in scope and salary, 
to that they have become accustom to.  If the Association is unable to do this, then employees 
will receive one (1) week notice for each year of service, as required by the Ontario Labour Code.  
For employees who have a minimum of six years of service, this amount will be augmented by 
one (1) week of severance pay (or equivalent notice) for each year of service. 
 
Association Property 

Upon termination of employment for any reason, all items of any kind created or used pursuant to 
the employee’s service or furnished by the Association including but not limited to computers, 
reports, files, storage devices, manuals, literature, confidential information, or other materials 
shall remain and be considered the exclusive property of the Association at all times, and shall be 
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surrendered to the Executive Director, in good condition, promptly and without being requested to 
do so. 
 

Section 3.03 Open Door Policy 

The Association believes that only through the fulfillment of individual needs for personal and 
professional growth can it achieve its goal of being a successful organization. Because our 
success depends upon the quality and commitment of our employees, our objectives are to 
employ the best people available and to maintain a high quality working relationship with all our 
employees, based upon mutual trust, respect, courtesy and tolerance. To this end, we strive to:  

• provide a work environment which is free of discrimination and/or harassment.  
• provide a work environment that encourages self-motivation and initiative.  
• encourage open and frank dialogue about work and/or business issues.  
• offer equal opportunity for personal development, career growth and advancement 

based on individual ability and demonstrated job performance.  
• provide healthy and safe working conditions for all.  

 
Misunderstandings or conflicts can arise in any organization.  If you have a question or a 
complaint or are bothered by a job-related situation, you should speak with your immediate 
manager or the Executive Director.  This is usually the best way to seek resolution of problems 
and is a matter of professional courtesy. 

Should your concern not be satisfactorily addressed or be one that you would rather not discuss 
with one of the contacts above, you should contact the President of the OTA.  The President will 
advise and counsel you on a wide range of issues, as well as clarify and answer questions 
regarding Human Resources policies.  The President is responsible for investigating all 
grievances brought to the Association’s attention.  

Section 3.04 Dispute Resolution 

Regrettably, conflict can occur in any working environment.  In an effort to resolve conflict in an 
expedient, yet fair manner, the Association recommends the following process for conflict or 
dispute resolution. 

• Speak to the person you are having the dispute with.  Many times disputes arise due to 
misunderstandings and miscommunications. 

• If speaking to the individual does not work, speak to the Executive Director.  The ED will 
arrange a meeting between those involved in the dispute, to determine a resolution.   

• If the ED is unable to resolve a workplace dispute, the parties may be referred to 
mediation by an outside third party.  The resolution of the mediator is binding on both 
parties of the dispute.   

 
Refer to Board Policy HR1 for specific procedures regarding Abuse and Harassment and laying 
formal complaints. 
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Section 3.05 Requests for Reasonable Accommodation 

Based Upon a Physical or Mental Impairment 

If you require an accommodation due to a serious physical or mental impairment, please contact 
the Executive Director.   The Association will work with you to help assess whether your 
impairment can be reasonably accommodated, taking into account the Association’s business 
needs, resources, your job description, and other relevant factors. 

The goal is to try to identify a reasonable accommodation that will enable you to perform the 
essential functions of your job or that of an available, vacant position in which you qualify without 
imposing an undue hardship on the Association.  The Executive Director and the employee’s 
immediate manager will jointly assess the accommodation issue in light of the information 
provided. During the assessment phase, the Association reserves the right to require further 
information, including relevant medical information or opinions. The Association further reserves 
the right to require the employee to participate in a formal needs assessment by a qualified 
medical practitioner or other trained professional in order to assist in determining what 
accommodation is needed, how much it will cost, and how it can be provided. 
 
Based Upon Sincerely Held Religious Beliefs 

If you require an accommodation for a sincerely held religious practice, please contact the 
Executive Director.  The Association will work with you to help assess whether your request can 
be reasonably accommodated, taking into account the Association’s business needs, resources, 
your job description, and the other relevant factors.   

Religious holiday observances may be accommodated using the following options: 

a) Time may be drawn from accrued lieu time; 
b) The employee may make up the time on a later date when the employee would not 

ordinarily be scheduled to work, in which case the employee will be paid for the 
substituted working hours; 

c) Subject to the Ontario Employment Standards Act, 2000 (as amended), the employee 
may make up the time by working on a secular holiday when the facility is operating, in 
which case the employee will be paid for the substituted shift at his/her regular rate; 

d) The employee may use earned vacation days; 
e) The employee may take a leave of absence without pay; or 
f) Other arrangements may be made with the Executive Director. 

Cooperation 

Regardless of whether your accommodation request is based upon an impairment or religious 
practice, you have an obligation to assist the Association in assessing the reasonableness of your 
request.  Failure to provide requested information or documents requested by the Association in 
order to assess your request may lead to your request for an accommodation being delayed or 
denied.              

Section 3.06 Personnel File Access and Confidentiality 

The Association recognizes and respects the information contained in employee records.  To 
ensure accurate benefit and payroll processing, your family status, home address and telephone 
number must be correct and current at all times.  Be sure to contact the Administration Assistant 
or Controller whenever this information changes. 
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In response to valid requests to verify employment, for business references, or for credit 
purposes, the Association’s practice is to release only employment status, i.e., active or non-
active, job title, and dates of employment.  Additional information regarding employment will be 
released only upon the written authorization from the employee.  Additional information may also 
be released pursuant to subpoena or other legal obligation.  

The information contained in employee personnel files is considered confidential Association 
property.  No one other than the employee, the employee’s manager, and the Executive Director 
are permitted access.  If you wish to view your own personnel file, please contact the Executive 
Director.  Under no circumstances are employees permitted to remove, alter, change, copy, or 
deface any document in their personnel file.  Violation of this policy will result in disciplinary action 
up to and including termination.  

During the course of your employment, you may have access to information about the 
Association, other employees or customers, which is confidential.  This information is not to be 
revealed to anyone other than in the normal course of conducting your duties and responsibilities.  
Disclosure of such information is strictly prohibited and may result in disciplinary action, up to and 
including termination of employment. 

Refer to Board Policy GP6 Confidentiality and Privacy for more information. 

Section 3.07 Benefits 

Full Time Employees are eligible for the current benefit package as published by the Association, 
details to be included in the Terms and Conditions Letter to be signed by the employee upon 
acceptance of the offer of employment. 

 It is the policy of the Association to provide fair and equitable benefit plans and programs based 
on industry practices. The following principles govern considerations regarding the type of benefit 
programs that may be made available to employees.  

a) The Association believes that employees are primarily responsible for their own welfare 
and the welfare of their dependants.  

b) The Association may make arrangements to provide appropriate benefit plans/programs 
that are designed to protect employees from significant financial hardship resulting from 
unforeseen circumstances. Where plans are provided, reasonable efforts will be made to 
ensure such plans are competitive with those that are generally in use in the same 
industry in which we compete.  

c) The Association may contribute to some, or all, of the costs of various plans, where it can 
afford to do so and where it is general practice to do so in our industry. Employees are 
expected to contribute to the cost of benefit programs.  

d) Employees may be offered the opportunity to participate in appropriate plans on the 
assumption that costs of a group plan would normally be less than the costs an employee 
would have to pay as an individual.  

e) The Association may, in its sole discretion, decide upon the following:  
• plan design or modification, including the reduction of benefits;  
• introduction of new plans;  
• selection of carriers;  
• funding arrangements;  
• cost sharing arrangements; and  
• benefits to be provided.  
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Approved benefit plans and programs shall be communicated through benefit booklets, published 
by the plan providers. The booklet or plan summary shall outline the essential elements of each 
benefit plan, cost sharing arrangements (if any), claims procedures, carrier information, and other 
pertinent information deemed necessary, or advisable, for understanding the various benefit 
plans. 

Medical, Dental, Life and AD&D 

The Association offers its employees group benefits provided by MDM Insurance.  These benefits 
are 100% paid by the Association, with the exception of Long Term Disability benefits.  After three 
months of employment, employees are enrolled in the plan and may select Single or Family 
coverage as required.  Employees are required to pay the premiums for their share of LTD 
premiums on a monthly basis, although the premium is paid upfront by Association.  Currently, 
this is done by way of Payroll deduction.  The plan also includes a component for Life Insurance, 
Accidental Death and Dismemberment (AD&D) and Vision care.  Dependant life is also included. 
 
Group RRSP 

Employees begin participation in the plan after completion of six (6) months of employment.  The 
contribution by each employee is at least three percent (3%) of their gross salary, which is 
deducted from their paycheque.  This is matched by the Association to a maximum of three 
percent (3%).  Employees may not elect to place these contributions with another investment 
broker / agent while employed by the Association.  Withdrawals from the Group RRSP plan are 
restricted for the duration of employment with the Association, unless permission is granted by 
the Executive Director, and is received in writing.  Participation in Federally sponsored programs 
such as Home Buyer’s Plan and the Life Long Learning Plan are allowed but also require the 
written approval of the Executive Director. 

Section 3.08 Pay Policy 

Pay Principles 

The Association believes in paying employees for consistent and sustained competency in the 
performance of their jobs. We strive to:  

• pay wages that are competitive with wages paid by other comparable employers 
(same community, similar industry, size, revenue, etc.), for jobs of equivalent 
responsibility, in the communities where we compete;  

• pay employees in jobs of comparable value on an equitable basis, consistent with the 
principles of “Pay for Performance”; and  

• award pay increases based upon merit when Job Performance Standards are 
consistently achieved or exceeded.  

Each job shall be evaluated using a consistent and approved Job Evaluation process. Job 
Evaluations shall be reviewed at least once every three (3) years to ensure that each evaluation 
accurately reflects the duties and responsibilities assigned to the job.  

External wage comparisons shall be made as necessary but at least once every three (3) years. 
Proper wage survey techniques shall be used for this purpose. Survey data from external, 
reputable organizations may be used to determine competitive wages for jobs of comparable 
responsibilities in similar industries in the communities where we compete.  

 Employee performance shall be reviewed at least annually in conformance with the Association’s 
Policy related to Job Performance Review. 
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Pay Periods 

1. Pay periods are semi-monthly, paid by direct deposit. 

a) The first pay period is from the 1st day of the month up to and including the 15th day of 
the month.  

b) The second pay period of the month is from the 16th up to and including the last day of 
the month. 

c) Specific pay dates are the 15
th
 and 30

th
 of each month. 

d) Full time employees are paid through direct deposit. Interns, summer students, and 
part-time employees are paid by cheque. 

2. Each pay normally compensates hourly employees for the total number of hours worked 
that were claimed at the end of the last pay-period.  Salary employees earn their normal, 
earned salary for each pay-period.   

3. If you wish for someone else to pick up your check or stub, we must have a note on-file 
from you stating who is authorized to do so. 

Direct Deposit  

4. Eligible Employees have the option to have their pay directly deposited into their 
chequing or savings account.   

a) Employees must complete the necessary paperwork in order to use Direct Deposit. 

b) On payday, employees using Direct Deposit will receive a pay stub/report, instead of a 
paycheque. 

Deductions 

The only deductions from your paycheque are those required or authorized by law or authorized 
in writing by you.  Your check stub identifies each deduction and should be kept as a permanent 
record. 

Bonus 

An employee may be entitled to receive a bonus from time to time during employment with the 
Association based upon individual merit and the success of their portfolio. Payment of any bonus 
to you shall be entirely within the discretion of the Executive Director and payment of bonus to 
you at one time will not necessarily entitle you to a bonus at any other time. Details shall be 
outlined in the specific employee’s Terms and Conditions contract. 
 
Raises 

Raises are determined by various factors including, but not limited to, tenure, performance 
appraisals and/or increased responsibilities.  It is important to realize that raises are provided at 
the Association’s discretion and are not guaranteed. Your base salary will be reviewed annually 
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at the time of your annual performance evaluation and any changes in your base salary will be 
confirmed in writing to you. 

Section 3.09 Promotions / Career Advancement 

When evaluating an employee for promotion, a number of factors including job performance, job 
related qualifications, educational background, flexibility, and experience with the Association and 
our industry are considered. All promotion decisions are made at the sole discretion of the 
Executive Director. 

Section 3.10 Employment of Relatives 

The Association recognizes that both positive and negative consequences exist when hiring 
members of the same family.  It is our philosophy that the hiring of family members should not be 
an automatic “yes” or “no” situation but rather a decision guided by a number of job-related 
factors and circumstances.  Factors that will be considered include: whether there will be direct 
reporting to a family member; reporting to the same manager; uniqueness of and/or the 
Association’s need for the individual’s skills; and meeting the job requirements. 

To ensure that these and other important factors are considered, any manager who wishes to hire 
a person related to a current employee, must obtain the written approval of the Executive Director 
prior to a job offer being discussed or made with that individual. 
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IV. ON THE JOB 

Section 4.01 Hours of Work 

Employees hours of work may vary based on the needs of the Association but will usually be 
consistent with normal office hours which are 8.30 a.m. to 4.30 p.m. Monday to Friday with a one 
hour unpaid lunch for a total of 35 hours per week. 

Employee’s duties may require them to attend meetings and events outside normal office hours 
and so reasonable time-off and flexibility of hours can be arranged with the Executive Director 
accordingly. 

Employees may not work any hours in excess of 44 hours per week unless they have received 
prior written approval from the Executive Director so arrangements can be made in advance. For 
clarity, employees who do not get time in excess of 44 hours per week approved in advance by 
the Executive Director are not entitled to receive time off in lieu of or overtime for any additional 
hours worked.  

Authorized overtime hours worked are compensated as paid time off at the rate of one and one-
half (1½) times the employee's overtime hours, for all hours worked in excess of 44 hours per 
week. All employees should use the standard Overtime reporting form for this purpose. 
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Section 4.02 Business Travel Expenses 

Eligible out of pocket expenses incurred by staff in the performance of their duties will be 
reimbursed on a monthly basis.  The Association will reimburse employees for customary 
expenses directly related to approved business travel upon submission of a Travel Expense 
Report, appropriate receipts and other required documentation. 

Expense Guidelines 

1. Eligible expenses are generally for travel, accommodation and food. All other expenses 
must be approved by the Executive Director before they are incurred. 

2. When employees travel for a full normal working day, including overnight, they are 
eligible to have meal expenses reimbursed upon production of receipts, to the maximum 
of $40 per day, including gratuities. 

3. The Association will not reimburse any amounts for alcoholic beverages, or personal 
entertainment, sightseeing, long distance phone calls or other personal expenses. 

4. For travel by staff-owned automobiles, mileage will be paid at a rate determined each 
year by the Executive Director. 

5. Expenses are not payable between home and the OTA offices unless the travel is for the 
purpose of attending scheduled meetings outside normal business hours. 

6. Employees travelling outside the country for business purposes shall take all reasonable 
steps to protect Association property (intellectual and physical) from loss. Additionally, 
they shall take all reasonable steps to familiarize themselves with local laws and customs 
and shall protect themselves from engaging in behaviours or circumstances which may 
place the employee at risk. 

Reporting Vehicle Accidents 

In the event an employee who is travelling on company business in a personal, rental or company 
vehicle is involved in an accident, 

• Make sure no one is injured. If there are injuries, call for medical assistance immediately 
(police, fire, emergency services, etc) 

• Report the accident to the police. A police report will assist in filing an accident claim with 
the insurance company. 

• Do not admit liability for the accident. 
• Obtain the names, addresses and telephone numbers of any witnesses. 
• Exchange important information (name, address, telephone number, insurance policy 

number and company, etc. with all parties involved. 
• Make a diagram of the accident site noting all details such as traffic lights, traffic signs, 

the directions in which the vehicles were travelling, traffic congestion, time of day of the 
accident, weather conditions, etc.  

• Report the accident as soon as possible to your manager. 
• Report the accident to your insurance provider as soon as possible after the accident. 

Section 4.03 Training and Assistance 

The Association strives to provide employees with job training and orientation suited to each Job.  
The Association also encourages managers to evaluate employees’ job performance and provide 
feedback. If you feel that you do not have the skills or training needed to perform your required 
duties, inform your manager or the Executive Director immediately. 
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The Association may occasionally conduct programs designed to provide new skills or enhance 
existing skills.  Inform your manager if you are interested in learning new skills or enhancing 
existing skills; your manager will be able to discuss qualifications for, and the availability of 
skill/knowledge enhancement training for your job. 

Section 4.04 Job Performance and Evaluation 

We work closely with all employees to help them perform to the best of their abilities.  

Managers shall prepare and document Job Performance Standards, in conjunction with job 
incumbents whenever possible, for each portfolio. The Job Performance Standards 
Form is used for this purpose. 
 
Performance review is an ongoing process. It commences the moment an individual is hired or 
placed in a job. However, as a minimum, written Job Performance Reviews are required 
annually for each employee. The Job Performance Review Form is used for this purpose. 
 
Employees are requested to sign the Job Performance Review Form to acknowledge their 
participation in the review process. An employee’s signature on the Form does not necessarily 
signify agreement with the Review. 

Section 4.05 Work Area 

A neat and orderly work area makes for a more pleasant, productive, and safe place to work.  Out 
of courtesy to fellow employees and customers, employees are expected to keep their 
surroundings clean and presentable according to the guidelines outlined in the OTA Health & 
Safety Handbook.  It is everyone’s responsibility to keep the break room, restroom, and all areas 
of the facility clean and orderly. 

Section 4.06 Image/Dress Code 

Properly groomed and attired employees help to create a favourable image for the Association.  
You are expected to groom and dress in a manner that is acceptable for your position and the 
responsibilities you hold. 

Section 4.07 Code of Conduct 

Regulations for the acceptable conduct and behaviour of employees are necessary for the orderly 
operation of any business, for the benefit and protection of the rights and safety of employees 
and the protection of the Association’s assets. Employees are expected to act in a professional 
manner reflecting their position with the OTA at all times.   

Refer to Board Policy HR2 Board and Employees' conduct, conflict, confidentiality for more 
information. 
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Section 4.08 Discipline 

 It is the policy of the Association to be patient, fair and tolerant in the administration of its 
employees, and to encourage employees to exercise self-discipline at all times in their conduct 
and performance. However, repeated, willful or inexcusable breaches of policies, standard 
operating practices or normal business ethics are not acceptable and shall be dealt with in 
accordance with the provisions of this policy.  

Depending on the severity of the concern and the number of past occurrences, disciplinary action 
may call for any of five corrective steps — informal counselling, verbal warning, written warning, 
suspension with or without pay, or termination of employment. Except for termination of 
employment, any step of the disciplinary procedure may be repeated more than once, if 
necessary. 

Discipline may be administered at any time when an incident or developing pattern of behaviour 
creates a serious concern for the immediate supervisor. Discipline may be administered in the 
form of informal counselling or formal discipline. Any informal counselling or formal discipline shall 
be administered as soon as possible (within 24 hours) after the facts giving rise to the discipline 
become known to the manager.  

Informal Counseling 

When an incident occurs that warrants informal counselling under this policy, the employee's 
immediate supervisor shall bring the incident to the employee's attention, as soon as the facts 
giving rise to the incident become known. The supervisor and the employee should discuss the 
concerns and agree on a corrective action plan, if necessary. The supervisor is expected to 
follow-up with the employee to ensure the corrective action plan is effective and the desired 
results are achieved. If the desired changes or results are not achieved after a reasonable period 
of time, then a formal discipline step may be implemented.  

 
Formal Discipline  

a) Verbal Warning with Witness 
i. This formal step usually occurs when informal counselling has not produced the required 

results; or a situation has become progressively worse with respect to the same concern 
or another unrelated, but cumulative situation.  

ii. Employee actions giving rise to a verbal warning must be investigated and documented 
by the immediate supervisor and then be brought to the attention of the employee. The 
documented facts are useful in preventing misinterpretation and are used in establishing 
the standard of performance and/or behaviour that is expected.  

iii. Supervisors are required to keep a record of all verbal warnings that are issued.  
b) Written Warning  

i. Written warnings are considered a severe discipline action and are usually issued after 
verbal warnings have failed to correct a concern; or, the situation warrants discipline that 
is more severe than informal counselling or a verbal warning.  

ii. Prior to issuing a written warning, the immediate supervisor shall document all pertinent 
facts related to the incident. A written warning shall contain a full description of the facts 
giving rise to the warning and include the date, time and place of the incident(s). Upon 
issuing a written warning a corrective action plan which outlines the improvement(s) 
required and the time frame within which the improvement(s) are to be achieved shall be 
developed. Whenever possible, the corrective action plan should be mutually acceptable 
to and be signed by both parties. A copy of the written corrective action plan shall be 
provided to the employee. A follow-up meeting should be scheduled no later than thirty 
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(30) days following the date on which the written warning and corrective action plan is 
issued.  

iii. Written warnings, related documentation, and corrective action plan are required to be 
filed in the employee's Personnel file.  

iv. If, in the opinion of the supervisor, a written warning fails to correct the concern, more 
severe discipline action may be required, including progression to a higher level of 
involvement. Higher level of involvement may include the Executive Director, depending 
upon the circumstances; and may also include advising the employee that failure to 
correct shortcomings could place the employee's continued employment at risk. 
 

c) Disciplinary Suspension  
i. Suspension from duty may occur only after the written warning discipline step has failed 

to correct the situation and the employee has been properly advised that a suspension 
may occur if shortcomings are not corrected. Disciplinary suspensions may also occur, 
without prior warnings, if the suspension is administered because of unacceptable 
conduct or behaviour. A suspension requires the approval of the Executive Director 
before being issued.  

d)  Discharge  
i. Discharge may occur only after the formal discipline steps have been exhausted or the 

investigation of an immediate suspension is deemed to warrant such action. The decision 
to discharge an employee is a serious step that can have repercussions for both the 
discharged employee and for the Association. 

ii. A discharge, for any reason, must be properly documented and approved, in advance, by 
the Executive Director. 
 

Section 4.09 Relationships with Customers, Suppliers, Vendors 

When our customers, suppliers and vendors give us their business, they have great expectations 
and a very positive impression of our service.  It is up to each employee to fulfill these 
expectations and build a lasting impression.  We must consider the quality and professionalism in 
every aspect of what we do and say.  Our reputation is your future. 

Internal problems should be discussed with management, not the customer. At one time or 
another we all become frustrated as a result of our own internal problems. These problems may 
result from a period of high turnover, administrative backlog, or simply because of human error.  
However, when we communicate these inefficiencies to our customers, we only lose our 
credibility. 

Section 4.10 Relationships with Other Employees  

The Association seeks to foster and maintain a productive and healthy working environment.  
This can only be accomplished through the cooperation and support of our employees.  
Employees should treat each other with mutual respect and professionalism.  If you or any other 
employee is treated with disrespect, immediately notify your immediate manager or the Executive 
Director. 
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Section 4.11 Conflicts of Interest 

As these Conflict of Interest Guidelines are intended to ensure the highest standards and 
maintain the integrity of the Association shall, at all times, act in the best interests of the 
Association ahead of any personal interest or the interest of any other person or entity. It also 
means that employees shall perform their duties and transact the affairs of the Association in a 
manner that promotes public confidence and trust in the integrity, objectivity and impartiality of all 
employees.   

Conflict of Interest 

A conflict of interest refers to situations in which personal, occupational or financial considerations 
may affect, or appear to affect, an employee’s objectivity, judgment or ability to act in the best 
interests of the Association. Conflicts of interest include, but are not limited to, the situations 
described below:   

 
a. A conflict of interest may be real, potential or perceived in nature. 
b. A real conflict of interest arises where an employee has a private or personal 

interest, for example, a close family connection or financial interest. 
c. A potential conflict of interest may arise when an employee has a private or 

personal interest such as an identified future commitment. 
d. A perceived or apparent conflict of interest may exist when a reasonable, well-

informed person has a reasonable belief that an employee has a conflict of 
interest, even if there is no real conflict. 

e. Full disclosure, in itself, does not remove a conflict of interest. 
 

Procedures for Dealing with Conflict of Interest 

Employees must openly disclose, both prior to working for the Association and during their 
employment, a potential, real or perceived conflict of interest as soon as the issue arises.   

 
a. If the employee is not certain whether she/he is in a conflict of interest position, 

the employee may bring the matter before the Executive Director for advice and 
guidance. 

b. If there is any question or doubt about the existence of a real or perceived 
conflict, the Executive Director will determine if a conflict exists.  

c. It is the responsibility of other employees who are aware of a real, potential or 
perceived conflict of interest by a co-worker to raise the issue for clarification, first 
with the employee in question and, if still unresolved, with the Executive Director. 

 
Gifts and Hospitality 

Employees shall not directly or indirectly offer or accept cash payments, gifts, gratuities, 
privileges or other personal rewards, which are intended to influence the activities or affairs of the 
Association. Employees may, however, give or receive modest gifts or hospitality as a matter of 
general and accepted business practice, provided the foregoing does not include cash or other 
negotiable instruments and provided further proper accounting of any such expenses is made. 

Section 4.12 Confidential and Proprietary Information & Privacy 

The security of Association property is of vital importance.  Association property includes not only 
tangible property, like vehicles, desks and computers, but also intangible property such as 
proprietary and confidential information.   
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As an employee of the Association you may have access to information concerning the private or 
confidential affairs or secrets of the Association and its affiliates or the clients of either 
(“Confidential Information”). You shall not (either during the continuance of your employment or at 
any time thereafter) disclose any Confidential Information to any person other than for the 
purposes of the Association and you shall not (either during the continuance of your employment 
or at any time thereafter) use for your own purposes or for any purposes other than those of the 
Association any Confidential Information or any other information you may acquire in relation to 
the business of the Association, its affiliates or the clients of either. 

Given the nature of the Association’s business, protecting proprietary and confidential information 
is of vital concern.  This information is one of the Association’s most important assets.  It 
enhances the Association’s opportunities for future growth, and indirectly adds to the job security 
of all employees. 

 

All employees share responsibility to ensure that proper security is maintained at all times.  
Employees may not use Association property or customer supplies, funds, information or 
equipment unless authorized to do so. 

The Association and its employees will respect and protect the privacy of personal information by 
complying with the 10 privacy principles required by the Personal Information Protection and 
Electronic Documents Act (PIPEDA), as follows (refer to Board Policy GP6 Confidentiality and 
Privacy for more information): 

a. Accountability. 

b. Identifying purpose. 

c. Consent. 

d. Limiting collection. 

e. Limiting use, disclosure and retention. 

f. Accuracy. 

g. Safeguards. 

h. Openness. 

i. Individual access. 

j. Challenging compliance. 

 

Proprietary information includes all information relating in any manner to the business of the 
Association and its consultants, customers, clients, and business associates produced or 
obtained by Association employees during the course of their work.  This Manual, for example, 
contains proprietary information.  All proprietary information that is not known generally to the 
public or the industry, or is known only through improper means, is confidential information.  
Customer lists, customer files, personnel files, computer records, financial and marketing data, 
compensation information, process descriptions, research plans, formulas, electronic codes, 
computer programs, and trade secrets are examples of confidential information. 

On termination of employment, whether voluntary or involuntary, all Association documents, 
computer records, and other tangible Association property in the employee’s possession or 
control must be returned to the Association. 

http://www.priv.gc.ca/leg_c/leg_c_p_e.cfm
http://www.priv.gc.ca/leg_c/leg_c_p_e.cfm
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Section 4.13 Health and Safety 

The Association is committed to providing and maintaining safe and healthy working conditions 
for all employees.  At all times, the Association and its employees are required to observe and 
comply with the requirements of the Ontario Occupational Health and Safety Act and its 
regulations. If you observe what you believe to be an unsafe working condition or practice on the 
job, notify your immediate manager or the Executive Director immediately.  It is important to 
follow all safety and security measures prescribed by the Association. Disciplinary action up to 
and including termination for cause shall be taken against any employee who fails to observe this 
policy or who violates established workplace safety and security requirements. 

1. You are required to immediately notify the Executive Director of any injuries that occur on 
the job or within the course and scope of employment. 

2. You are required to notify your direct manager of any damage to equipment, tools, 
supplies, or other Association Property.  

3. You should be aware of all emergency exits and the location of any emergency 
equipment in your office and who will be in charge in case of a fire or other disaster.  

Refer to the separate document titled “Health and Safety Policy and Procedures for Office Staff” 
for more details. 

Section 4.14 Loitering  

The Association prohibits loitering on Association property.  If you witness an unknown person or 
any strange activity on Association property, please report it to Association management 
immediately.   

Section 4.15 Solicitation and Distribution of Literature 

In the interest of efficiency and security, solicitations or distributions by employees or non-
employees of literature of any kind must be authorized by the Executive Director.   

Section 4.16 Use of Electronic Equipment and Resources 

The Association provides a variety of electronic equipment and resources to help employees do 
their jobs efficiently and productively, including telephones, PDAs, voice mail, desktop and 
portable computers, cell phones, e-mail accounts, internet access, copiers, fax machines, and the 
like.  All such equipment and resources are provided for your use in connection with your job and 
are the property of the Association. 

This policy applies to all equipment and electronic resources that are owned or leased by the 
Association or that are used on or accessed from Association premises, equipment or resources. 

The Association’s computer resources are business systems for use by authorized employees to 
conduct legitimate business only. Use of computers resources for any purpose that is not 
specifically related to Association business is prohibited. 



Employee Handbook 

OTA Proprietary - 22 - 

All documents, data, and information composed, sent, stored and received on or over the 
Association’s computer systems are the properties of the Association. Therefore, employees 
should have no expectation of privacy while using these systems and the Association reserves 
the right to monitor all uses of these systems. 

Personal Use 

Electronic equipment and resources are provided for Association business.  However, the 
Association does permit employees incidental personal use of the computer at their desk or work 
station during non-working time with their Manager’s approval.  When using a computer for 
personal use, the employee must not use it in any illegal, obscene, offensive or intimidating 
manner, or any other manner that violates Association policy.  Employees are also prohibited 
from using Association computers or any other resources for personal gain, to compete with the 
Association in any way, or for the advancement of individual views. 

Use of the Association's technical resources must not interfere with your productivity, the 
productivity of any other employee, or the operation of the Association's technical resources. 

Personal use of Association computers is not private.  Personal information or messages stored 
in the Association's systems will be treated no differently from other business-related information 
and messages, and will be subject to monitoring and review without the employee's prior 
approval.  (See below.) 

Confidentiality 

All employees have an obligation to safeguard the Association's confidential information, as well 
as the confidential information of its customers, clients, and others from disclosure.  Among other 
precautions, employees must comply with the following rules: 

1. Always use assigned passwords 

2. Do not access restricted databases or files without permission 

3. Do not leave any messages containing confidential information visible while you are away 
from your work area 

4. Always include a statement in e-mail messages containing any confidential or sensitive 
information, in all capital letters, at the top of the message "CONFIDENTIAL - 
UNAUTHORIZED USE OR DISCLOSURE IS STRICTLY PROHIBITED" 

5. Never store confidential Association information on home computers or laptops without 
permission and no longer than is absolutely necessary for business purposes; 

6. Take all reasonable measures to prevent any portable computer or other equipment 
containing confidential information from being lost or stolen. 

General Use Guidelines 

Because of the risk of importing viruses into the Association's computer equipment, employees 
may not import any hard drives, files or documents that are created outside the Association's 
premises until the document or file is first scanned for viruses by the computer's anti-virus 
program. 
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In addition, only the Executive Director has authority to select software to use in your computer; 
employees may only install and use software approved by the Executive Director.   The 
Association may audit all software on computers from time-to-time in the workplace to identify 
possible unlicensed, illegal, or unauthorized software copies.  If such software is found, it will be 
removed immediately. 

Employees are to establish and use passwords in all appropriate applications.  Employees may 
not share their passwords with anyone.  Passwords should be changed periodically  

Using Cell Phones 

Cell phones are not only capable of making and receiving phone calls, they may also be capable 
of email, text messaging, internet browsing, running third party applications, GPS, and 
entertainment (games, music, videos etc).  The Association may issue cell phones to employees.  
Association-issued cell phones are considered Association property and are for business-use 
only; features other than phone use must not be used or activated without direct authorization 
from the Executive Director. 

Employees should have no reasonable expectation of privacy in the use of Association-issued 
cell phones.   

Personal cell-phones may be permitted upon the prior approval of the Executive Director.  Any 
permitted usage of personal cell-phones, however, must be kept to a minimum and in no way 
shall their usage negatively impact the performance of your job duties.  

Under no circumstances are employees to use cell-phones while operating Association 
machinery or equipment.  Improper usage of Association issued cell phones or improper or 
prolonged usage of personal cell-phones may subject you to disciplinary action, up to and 
including termination.   

Usage of cell phones while operating a motor vehicle greatly increases the odds of a serious or 
fatal accident occurring. Therefore, employees are prohibited from using Association-issued cell 
phones or personal cell phones while operating a motor vehicle during the course of employment. 

If an employee must use a cell phone while operating a motor vehicle in the course of 
employment, the employee shall first find a safe place to pull over before using the cell phone.  
Keep in mind that the shoulder of the road is generally not considered to be a safe place to park.  
Therefore, stopping on the side of the road to make a call is not recommended.  The employee 
shall ensure that their call is completed prior to returning to the operation of the motor vehicle. A 
second but less desirable option is to use the cell-phone in “hands free” mode (speaker phone, 
Bluetooth, etc). 

Employees involved in motor vehicle accidents attributed to cell phone usage while operating said 
vehicle will be subject to appropriate disciplinary action, up to and including termination.        

Using E-Mail 

Because they seem informal, e-mail messages are sometimes offhand, like a conversation, and 
not as carefully thought out as a letter or memorandum.  However, like any other document, an e-
mail message can later be used to indicate what an employee knew or felt. 
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E-mail messages are also considered to be business records and may be used in investigations 
by government agencies or private litigation.  And, e-mail systems create back-up files that make 
it relatively easy to recover "deleted" e-mail.  Consequently, you should not create or send any e-
mail that contains any information that you would be embarrassed to have publicized within and 
outside the Association, or that you would not want to be discovered in a legal proceeding. 

Email and attachments can contain viruses that could disable the Association’s entire computer 
network.  Exercise extreme caution at all times in this area.  Do not open any emails or 
attachments that look suspicious, even from someone that you know. 

Using the Internet 

The internet is very good at leading you from site to site in search of a better product or more 
accurate information; one can easily open up a web page with every intention of getting what 
he/she needs and getting back to work – but instead, find themselves spending minutes, even 
hours, browsing the internet for purposes unrelated to their job, or at best, job-related but 
unimportant.  Therefore, employees must stay focused on the job they are paid to do; 
intentionally guard their job performance and productivity closely when on the internet. 

Incidental personal use of a short, non-regular duration may be permitted while on breaks or 
personal time with permission from the Executive Director. However, personal use may never 
involve: 

 using Association internet and e-mail to harass, discriminate, defame, intimidate, or 
disparage the Association or any of its employees 

 visiting sites or receiving materials related to discrimination, gambling, pornography, 
sexually explicit material, or any illegal activity 

Additionally, employees must not use Association computer, e-mail, or Internet access to 
establish, run, or conduct their own business or that of another business entity. 

Instant Messaging 

Although the Association respects the privacy of its employees, employee privacy does not 
extend to the employee’s use of Instant Messaging resources. All Instant Messaging 
communications conducted on the Association’s equipment constitutes Association property. No 
person using such resources should expect privacy in their communications. 

Social Media Applications 

Employees who wish to create and/or maintain social media blogs (eg: web blogs, Facebook, 
Twitter, MySpace, etc) may do so on their personal computer and on their own time outside of the 
workplace. Employees who create or contribute to social media blogs and who identify 
themselves in a blog or blog contribution, either directly or indirectly, as employees of the 
Association must adhere to the following code of conduct: 

1. Each web site/blog of an employee must contain the following disclaimer: “The views 
expressed on this web site/blog are the views of the author alone and do not reflect the 
views of the Ontario Tennis Association” 

2. An employee blogger must ensure that no confidential, proprietary, copyrighted, or other 
sensitive information related to the Association appears on, or is referred to, on a web 
site, blog or social media application, unless specific written permission has been 
obtained from the Executive Director. 
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3. An employee blogger must ensure that he or she does not libel, slander, intimidate, 
harass or threaten any employee, customer, supplier on any web site or in any blog 
content. 

4. An employee blogger must not make comments which are negative, derogatory or false 
about the Association, its employees, its management, its suppliers, its customers on any 
web site or in any blog content. 

5. An employee blogger must make best efforts to make a good impression on readers and 
to ensure that blogs are thoughtful, and free of profanity and harassing and/or 
discriminatory comments. 

6. If an employee is uncertain about the propriety of a public communication over a blog or 
social media application, they should consult with the Executive Director prior to making 
such communications. 

Impermissible Uses 

Employees must not access, create, store, or transmit intimidating, offensive, hostile or otherwise 
inappropriate or unprofessional material or communications using any Association-provided 
electronic resources or equipment, or their own personal devices or resources while on 
Association premises, work-time, or at any time for Association business.  The Association’s 
policies against harassment and discrimination apply fully to employees' use of all such 
equipment and resources, including the e-mail system, voicemail system, cell phones and 
internet access.  Any violation of these policies is grounds for discipline up to and including 
termination of employment. 

Employees may not disguise their identity when creating or transmitting messages or material on 
or from the Association’s electronic equipment or resources. 

Employees may not open e-mail messages, other than their own or those which the employee is 
authorized to open by their Manager or by the person to whom the e-mail is addressed.  
Employees may not fake or alter any e-mails, faxes or other communications. 

Employees should not copy or distribute copyrighted material (e.g., software, database files, 
documentation, articles, graphics files, and downloaded information) through the e-mail system or 
by any other means unless they have confirmed in advance from appropriate sources that the 
Association has the right to copy or distribute the material.  Failure to observe a copyright may 
result in disciplinary action by the Association as well as legal action by the copyright owner. 

Electronic Privacy 

All Association-provided electronic equipment and resources, and all information transmitted, 
received or stored in these systems, is the property of the Association.  Employees have no right 
to privacy in their use of Association-provided computers or other electronic equipment and 
resources, including the internet, e-mail, chats, text messaging, voicemail, and cell phones. 
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Section 4.17 Inspection of Association Property and Data 

All Association facilities, offices, desks, lockers, tool boxes, closets, files, vehicles, external job 
sites, software, all electronic equipment, and so forth, are considered Association property.  As 
such, Employees should have no reasonable expectation of privacy in the use of 
Association property and facilities.  

In order to safeguard employees and the workplace, and in order to maximize efficiency, safety 
and productivity, the Association reserves the right, in its sole discretion and without notice to 
employees, to inspect, monitor or otherwise search Association property and facilities or any 
other enclosed or open area within Association property or facilities and to monitor or inspect any 
items found within such facilities.  Failure to cooperate in any work place inspection may lead to 
discipline, up to and including termination. 

The Association’s right to monitor and inspect extends to any correspondence, or other data 
received or sent by an employee using Association equipment or resources.  This includes 
anything that is received or sent via a service or resource paid for or established by the 
Association, or that the employee pays for or establishes on his or her own (e.g., personal Google 
account) but for which the employee uses Association-provided computers or other equipment.  
Inspection of incoming and outgoing messages or mail may occur at any time, with or without 
notice from the Association for any legitimate business reason. 

Monitoring or inspection under this policy may proceed without the employee's knowledge.  The 
Association also reserves the right to randomly inspect any packages, mail, parcels, handbags, 
briefcases, or any other possessions or articles carried to and from Association facilities and job 
sites where permitted by law. 

Personal Property 

The Association accepts no responsibility for personal property that may be in Association 
vehicles, brought to or stored on Association facilities, and such property may be inspected or 
monitored in the ordinary course of conducting business.  Accordingly, you should not keep or 
maintain any personal property or information in Association vehicles or Association facilities that 
you expect to be kept private and confidential.  

Section 4.18 Office Recycling/Green Initiative 

As part of ongoing sustainability efforts, the Association will work to the extent possible to recycle 
all paper, bottles and cans and work towards recycling and composting 75 percent of business 
waste from being landfilled. 
  
Businesses generate more than three-quarters of Toronto’s landfill waste, much of which can be 
reduced through the use of reusable products, the implementation of recycling programs, and 
waste prevention practices. 
  
The Association, its employees and customers want to do business with companies that show 
sustainable stewardship through recycling, waste prevention, purchasing recycled content 
products and energy and water conservation. When possible, the Association will place a 
preference on doing business with companies and show excellence in sustainable operations. 
 
All Association employees are expected to support the recycling program by recycling all paper, 
bottles and cans and any other materials collected for recycling within the business. 
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The Association will also identify opportunities to prevent waste by reusing and reducing 
materials used through operations and purchasing practices. Examples of waste prevention 
include: double-side copying and using durable dishware. 

Section 4.19 Alternate Work Arrangements 

In the event of a pandemic, campus strikes, bomb threats or other similar emergencies, 
employees may be directed to work from home or another alternate site (eg: another tennis 
facility). 
 
Where the employee is directed to work from home or an alternate site, and does not have the 
current technological infrastructure (eg: computer access), alternate non-computer work may be 
assigned if possible, otherwise, proper equipment will be supplied (eg: laptop computer access) 
along with the necessary electronic files to continue working. 
 
During the term of working from home or the alternate location, the employee will: 

1. Maintain good work habits 
2. Manage work efficiently. Employees must ensure they keep themselves informed and 

maintain a high level of  productivity 
3. Maintain contact with the Executive Director either by phone or email 
4. Ensure access to their telephone and voice mail at work 
5. Ensure that office equipment and supplies provided by the Association are only used for 

business purposes and are returned  when the employee is no longer required to work 
from home or the alternate work site 

6. Maintain the same level of professionalism used while at the workplace  with respect to 
telephone and email manner, protection of Association property, and confidentiality 
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V. ABSENCES AND TIME OFF BENEFITS 

The following Leaves of Absence and Time Off benefits are provided to eligible employees of the 
Association. 

Absence Notification Policy 

Failure to comply with the following notification requirements may subject an employee to 
disciplinary action up to and including termination. 

 If it becomes necessary for an employee to miss work, they are required to notify their 
manager as soon as possible.  

 When calling in, you must state why you are absent, what benefit you are using, and a 
phone number where you can be reached for questions regarding your job. 

 Where the need for absence is foreseeable, as for planned medical treatments, the 
Association should be notified at least thirty days in advance or as soon as the employee 
knows that he or she will miss work. 

 Absent unusual circumstances, the Association considers three (3) consecutive “No Call 
No Shows” to be job abandonment, unless a legitimate justification for the absence and 
failure to communicate such absence is provided within a reasonable time period 
following the absence.  
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Section 5.01 Vacation 

Paid time-off for scheduled time off for rest and relaxation. 

Eligible Employees:  Annual vacation with pay of up to two weeks in your first year 
(pro-rated by the fraction of the first calendar year that you will work), two weeks in the second 
calendar year of employment and three weeks in each calendar year of employment thereafter. 

1. All Vacation requests or changes are subject to an approved schedule and must be 
made in writing to the Executive Director.  

2. Usage Requirements 

a. Vacation pay may be used in either half-day or full-day increments only. 
b. Vacation time must be used in the calendar year it is accrued and cannot be carried 

forward without the express written approval of the Executive Director. 
 

Although every effort will be made to provide employees with vacation time requested, there may 
be times when certain vacation time is denied due to the specific needs of the Association’s 
business. 

Holiday Occurring During Vacation 

When a recognized holiday occurs, or is granted, on a normal working day during an 
employee’s vacation, the employee is entitled to: 
 

a. an extra day of vacation at the beginning or at the end of the vacation; or 
b. an extra day to be taken on any normal working day in the same calendar year subject 

to the approval of the Executive Director. 
 
Vacation Pay on Termination 

An employee who ceases employment, for any reason, will receive vacation pay for vacation time 
accrued to the date of termination, but not yet taken. 
 
Payment in Lieu of Vacation 

No payment will be made in lieu of vacation except where: 
a. an employee ceases employment; 
b. an employee who is entitled to two weeks or less of vacation is on extended leave of 

absence and/or is physically unable to take earned vacation in the current year and the 
Executive Director approves such payment; or 

c. in those rare and exceptional cases where it is clear an employee cannot schedule the 
earned vacation entitlement within the authorized period. In such cases, payment in lieu 
of vacation may be made only for vacation entitlement in excess of two (2) weeks. 
Approval for pay in lieu of vacation requires the approval of the Executive Director. 
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Vacation Time and Vacation Pay Records 

a. The Association is required by law to record the following information related to an 
employee’s entitlement to vacation time and vacation pay: 

1. The amount of vacation time, if any, that the employee had earned since the start 
of employment but had not taken before the start of the vacation entitlement 
year. 

2.  The amount of vacation time the employee earned during the vacation 
entitlement year. 

3. The amount of vacation time, if any, taken by the employee during the vacation 
entitlement year. 

4. The amount of vacation time, if any, earned by the employee since the start of 
employment but not taken at the end of the vacation entitlement year. 

5. The amount of vacation pay paid to the employee during the vacation entitlement 
year. 

6. The amount of wages on which the vacation pay referred to in #5 was calculated 
and the period of time to which those wages relate. 

b.  Vacation time and vacation pay records shall be kept for a minimum of three (3) years 
after they are made. 
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Section 5.02 Sick Leave 

Paid time-off due to illness of employee or employee’s immediate family member. 

1. If married, “immediate family” is defined as a parent, legal guardian, spouse, or legal 
dependant. If single, “immediate family” is defined as a parent, legal guardian, or legal 
dependant. 

Eligible Employees:  Full time employees are eligible for one paid sick day per month. Sick days 
may only be used within the calendar year in which they are accrued and cannot be carried 
forward without the express written approval of the Executive Director. 
 

2. Usage Policy: 

a. If it becomes necessary for an employee to miss work, employees are required to 
notify their manager at least two hours prior to their scheduled starting time or as 
soon as possible.  

b. Where the need for sick leave is foreseeable, as for planned medical treatments, the 
Association should be notified thirty days in advance or as soon as the employee 
knows that he or she will miss work. 

c. An employee must report their absence themselves unless physically unable to do 
so. 

d. Sick leave may be used in either half-day or full-day increments only. 

e. Sick leave must be used during the calendar year it is accrued and may not be 
carried forward or paid out at the end of the year. 

f. Sick leave may not be used during an employee’s last two weeks of employment 
unless pre-approved by the Executive Director. 

g. A doctor’s note may be requested by the Association to support any absences due 
to sickness. 

3. Upon termination of employment (either voluntary or involuntary), employees will not be 
paid for any earned but unused Sick Leave benefit time pay available as of the 
employee’s last day worked.  
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Section 5.03 Holidays 

The Association recognizes eleven (11) days as holidays and grants employees time off work on 
these days for which the employee is paid Holiday Pay, subject to the conditions outlined herein. 
The recognized holidays are: 

 New Year's Day 

 Family Day 

 Good Friday 

 Victoria Day 

 Canada Day  

 Civic Holiday (first Monday in August) 

 Labour Day 

 Thanksgiving Day 

 Remembrance Day 

 Christmas Day 

 Boxing Day 
 

Pay and Time-Off Provisions 

Where a holiday falls on a non-working day for an employee or during an employee’s vacation, 
another working day shall be granted as the holiday and be taken on a day specified by the 
Executive Director that is not later than three (3) months after the holiday. 

If a holiday falls on a day during a period in which the employee is on pregnancy leave, parental 
leave or on a temporary lay-off on that day, the employee is entitled to holiday pay for that day 
but has no other entitlement under this policy or under the holiday provisions of the Employment 
Standards Act, 2000 to a substitute holiday.  

Holiday Pay Eligibility 

To be eligible for Holiday Pay, an employee must: 

a. Be on the active payroll. 
b. Work all of the employee’s last regularly scheduled day of work immediately prior to and 

all of the employee’s first regularly scheduled day of work immediately following a 
holiday, unless absence is approved in advance, in writing, by the Executive Director or 
the employee can show reasonable cause for not working such days. 

c. Work on the holiday if the employee has agreed to do so unless the employee shows 
reasonable cause for not working on the holiday. 

d. An employee hired on the first working day following a holiday or thereafter is not eligible 
for holiday pay for that holiday. 

Work Performed on a Recognized Holiday 

The Association and employee may agree that an employee will work on a holiday. Work 
performed on a holiday must be authorized in advance by the Executive Director. 
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If an employee agrees to work on a holiday, the employee will be paid his or her regular rate of 
pay for work performed on the holiday and receive another day off that would normally be a 
working day for the employee and for which the employee will be paid holiday pay. The 
substituted day must be mutually agreed upon and shall be a day that is no later than three (3) 
months after the holiday, or if the employee agrees, a day that is no more than twelve (12) 
months after the holiday. 

Holiday Pay on Cessation of Employment 

An employee who ceases employment before a day that is substituted for a holiday and who is 
otherwise eligible for pay for that holiday, shall receive holiday pay in lieu of that substituted 
holiday. 

An employee who ceases employment at the end of the regular work day immediately preceding 
a holiday which is observed during the same week as the date of termination and who otherwise 
would normally be eligible for the holiday, shall receive holiday pay in lieu of the holiday in 
addition to any other wages owing at the time of termination. 
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Section 5.04 Bereavement Leave 

In the event of a death of a member of an employee’s Immediate Family, an employee is entitled 
to and shall be granted a Bereavement Leave for the purpose of arranging and/or attending the 
funeral. 

 Compensation  

1. Bereavement Leave is paid for full time employees with at least three months continuous 
service. 

2. For all other employees, Bereavement Leave is unpaid. 

Special Provision:  Bereavement days must be used in succession; one Bereavement day must 
include the day of funeral. 

Bereavement Allowances 

1. Bereavement days are limited to ten (10) days per year for full-time employees;  

2. Three (3) days of each Bereavement Leave shall be with pay and the remainder of the 
leave, to a maximum of ten (10) days each year, shall be without pay. 

3. In case of the death of a spouse, child, or domestic partner, a full-time employee may 
take up to ten (10) continuous Bereavement days. 

4.  In the event of a death of Other Relatives, employees may request a Bereavement 
Leave, and a leave of one (1) working day [with pay] will be granted to attend the funeral. 
If attendance at the funeral requires extensive travel, unpaid leave of up to two (2) further 
days will be granted. 

If additional time off is necessary, it is recommended that employees utilize any other benefit time 
that they have remaining. 
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Section 5.05 Unpaid Leave 

Employees may take unpaid leave (eg: family medical/compassionate care leave, personal 
emergency leave) with the written consent of the Executive Director.  During periods of unpaid 
leave, medical, dental, life and AD&D coverage shall continue to be paid by the employer, 
vacation shall continue to accrue and seniority shall be maintained.  Contributions to the group 
RRSP will occur strictly on a matching basis.  If the employee makes a contribution, the 
Association shall match it; otherwise no contributions shall be made by the Association.  Every 
attempt will be made to return employees to a position of equal responsibility on return from leave 
status, however, no guarantees exists that the exact position left will be available on return.  
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Section 5.06 Disability Leave 

Currently, the Association’s benefit package does not provide for Short Term Disability.  The 
Association does have coverage for Long Term Disability through The Great West Life Assurance 
Company, with a waiting period of 120 days. To access this coverage, please contact the 
Executive Director.  For short term disability, employees have the option to apply for EI Benefits 
for medical reasons.  

 For more information on EI Benefits, please visit: 
http://www1.servicecanada.gc.ca/en/ei/types/special.shtml#Sickness3 

 
 

http://www1.servicecanada.gc.ca/en/ei/types/special.shtml#Sickness3
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Section 5.07 Jury or Court Witness Leave 

 An employee who is summoned for jury duty, or as a court witness, shall be granted Jury Leave 
or Court Witness Leave, without pay, for the period required. Seniority shall continue to accrue 
during jury leave. On conclusion of Jury or Court Witness Leave, the employee shall be reinstated 
to the position most recently held, if it still exists, or to a comparable position, if it does not, at the 
same wage rate the employee enjoyed at the time the employee’s leave commenced.  

An employee who is granted Jury or Court Witness Leave may continue to receive pay at the 
employee’s regular base wage for a maximum of two (2) weeks conditional on the employee  

a) providing  a copy of the jury summons or summons to be a witness as soon as possible;  
b) submitting a certified statement of fees paid by the court, or any other parties for serving; 

and  
c) authorizing the deduction from regular base pay an amount equivalent to the fees paid by 

the court or any other party, if any, for serving as a juror or court witness. In this 
connection, fees do not include reimbursement to the employee by the court or any other 
party for expenses such as travel expenses.  

An employee who is granted time off work for Jury or Court Witness Leave and whose services 
as a juror, or as a court witness, are not required is expected to return to work immediately. 

Where facilities exist and such activity is not prohibited by the Court, during breaks or while 
waiting to be empanelled, the employee is expected to attempt to attend to his or her job-related 
duties, including checking and returning messages or working on company-related matters on his 
or her laptop computer.  

An employee, who attends court as a plaintiff or defendant in a personal matter, is expected to 
use vacation time, or to make arrangements for an unpaid personal leave of absence in 
accordance with Personal Leave of Absence policy. Employees must use accrued vacation 
and/or time in lieu of overtime prior to requesting an unpaid leave of absence. 
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Section 5.08 Maternity, Parental and Adoptive Leave 

Maternity/Parental/Adoptive and other government supported Leave shall conform to the 
provisions of the Employment Standards Act. The full period of the leave is granted without pay. 
The Association will issue a Record of Employment on commencement of leave which allows the 
employees to make claim for Employment Insurance Benefits.  When the employee returns to 
work, employment is guaranteed in a similar position at the same salary level. During the full 
period of leave, vacation and sick leave shall continue to accumulate. During the period of the 
leave the employee may retain coverage under the Group Medical, dental and extended Health 
plans and the full premium costs of all benefits will be paid by Association.   Employer 
contributions to the Group RRSP will only be made after evidence of an employee contribution to 
said plan. Every attempt will be made to return employees to a position of equal responsibility on 
return from leave status, however, no guarantees exists that the exact position left will be 
available on return.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Employee Handbook 

OTA Proprietary - 39 - 

Section 5.09 Absenteeism 

The Association places a high value on attendance.  We expect and need employees to be at 
work on time on their scheduled workdays.  Regular attendance and punctuality are important 
because they affect an employee’s productivity and ability to meet goals, standards, and 
deadlines.  Any incident of employee absenteeism shall be recorded on the employee’s Absence 
Record, maintained by the Administration Assistant. 

Absent employees adversely affect Association morale since co-workers must absorb the absent 
employee's workload in addition to their own.  Consequently, the level of service we provide to 
our customers is diminished.   

Our policy is to address and correct attendance patterns that are counterproductive and 
disruptive, while tolerating normal patterns of absences caused by occasional illness, 
emergencies, etc. 

Absenteeism Policy 

1. Employees who have suspicious patterns of absences and excessive incidents absences 
may be subject to corrective action or termination. Employees will be subject to counseling 
and/or formal discipline if they are absent or late without authorization for three (3) 
occurrences in a 90 day period. 

2. Examples of a Suspicious Pattern of absenteeism would be frequently using Sick Leave 
benefit on Mondays, repeatedly failing to report absences prior to a work day, or missing a 
day of work during the first week of employment. 

3. Employees may eliminate recorded absence occurrences if they are occurrence-free for a 
fifty-two (52) week period after the last recorded occurrence. 

4. Absence from work for three (3) consecutive work days, without notification to the Executive 
Director, will be considered to be job abandonment, unless a legitimate justification for the 
absence and failure to communicate such absence is provided within a reasonable time 
period following the absence. 

5. Employees are required to give notice and obtain authorization for planned absences as per 
the specific policies listed in the Manual. For unplanned absences, employees who are going 
to be unavoidably late or absent must notify the Executive Director as early as possible. If the 
Executive Director is not available, the Administrative Assistant should be notified. Late 
employees must report directly to their manager upon arriving at work. 

6. Employees, returning to work from any absence, shall notify their immediate supervisor, on 
their day of return, of the reason(s) for their absence, if they have not already done so. The 
Administrative Assistant shall note the hours of absence and the reason(s) for the absence 
on the Employee Absence Record. 

7. Employees who need to leave work early for unavoidable reasons must obtain approval from 
their manager, preferably at least one day prior to the day requested. 

8. Supervisors are responsible for initiating counselling or formal discipline as warranted. 
Discipline should be the last resort in controlling absenteeism. Informal counselling should be 
the primary method to be used in reducing absenteeism. 

9. In order to protect an employee’s right to confidentiality regarding a Medical Absence, 
medical diagnoses, or other confidential medical data, shall not be shown in the Employee 
Absence Record – only the reason(s) for absence. 

10. Medical Absences of three (3) or more working days must be supported by medical 
certification. Depending on the nature of the medical reason for absence, the Association 
may require a medical certificate confirming the employee’s fitness to return to work. The 
original copy of any medical certificate shall be forwarded to the Executive Director for 
inclusion in the employee’s Medical file. 

 


