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THE HELP and LEGAL CENTRE of NORTHUMBERLAND
PERSONNEL POLICY


STATEMENT OF PURPOSE
This statement of personnel policies is the official interpretation of the obligations of the Board of Directors and the employees to each other. Its purpose is to ensure consistent personnel practices designed to best utilize the human resources of the agency in the achievement of its goals and objectives. 

The purpose of the sections of this policy in regards to compensation is to establish fairness and consistency in managing the compensation practices of The Help and Legal Centre of Northumberland so as to effectively manage compensation for the workforce

Organizational Commitment
The Help and Legal Centre of Northumberland (THLCN) is committed to providing its employees with fair compensation for their work, encouraging and acknowledging strong workplace performance, and ensuring monetary compensation of at least a living wage. (See definition section.) 

THLCN is committed to clear and open communication about our compensation policy. Employees may discuss with their supervisor the details of their compensation in order to be confident that they are being compensated fairly for their services.

SCOPE
This policy applies to all permanent and contract positions at The Help Centre and Northumberland Community Legal Centre (NCLC).

STATEMENT OF RESPONSIBILITY
The Board of Directors is the source of authority for issuing policy statements.  
The Executive Committee shall act as the Personnel Committee, and is responsible for administering and implementing personnel matters within the approved policy. 
Hiring an Executive Director shall be the responsibility of a hiring committee appointed by the Board.
In the absence of an agency’s Executive Director, the Board of Directors has the right to transfer employees to other positions for which they are qualified.  The respective Executive Directors are responsible for administering and implementing personnel matters within the approved policy. Hiring for each agency shall be the responsibility of the respective Executive Director appointed by the Board for that agency, except as otherwise specified.  

The Board of Directors is responsible for oversight of this policy and for its regular review.

The Executive Directors of each of The Help Centre and NCLC are responsible for their respective organization to support the Personnel Policy by ensuring that salaries of employees and contract staff comply with this policy.

Employees are responsible for being aware of and complying with the Personnel Policy and related procedures including reviewing their pay record for accuracy and reporting suspected errors in a timely manner.

All personnel will be provided a copy and oriented to this statement.

INTERPRETATION
The terms of this Policy apply to employees of The Help Centre and to employees of Northumberland Community Legal Centre, other than where specific exceptions apply as set out in the Policy.   Reference to “Executive Director” in this Policy is in relation to the Executive Director’s authority in relation to their specific agency.  Nothing in this Policy gives an Executive Director authority over employees and staff of the other agency.

RECRUITMENT AND SELECTION 
i. Purpose: This statement of recruitment and selection has been developed to ensure the organization fills vacancies with the most suitable candidate. 
ii. Philosophy: The Help and Legal Centre of Northumberland believes in equal opportunity in employment practices without discrimination on the basis of race, religious beliefs, colour, gender, sexual orientation, disability, ancestry, place of origin, age, marital status, source of income or family status.   
iii. Responsibility: The Executive Committee and the Executive Directors are responsible to ensure employment practices conform to legislation and personnel policies.
iv. Selection process guidelines:
a) Internal applicants who meet the requirements for a position and who apply in writing will receive an interview.
b) Recruitment activities may be conducted externally.
c) An employment interview will be conducted before making an offer of employment. 
d) All candidates who are interviewed shall be notified of the results.
e) Two reference checks will be conducted before making an offer of employment.
f) Employment tests may be conducted before making an offer of employment.
g) A copy of the job description will be provided to candidates.
v. Employment offers:
a) Offers will be written and include all terms of employment including job title, start date, rate of pay, pay period, and eligibility for benefits.
b) All employees will sign a confidentiality agreement and a code of conduct.
c) All employees will be asked to review and comply with all agency policies, signing acceptance of the terms and conditions of the offer.
d) Hiring of employees shall proceed according to the following:
i. internal posting of vacant positions shall be made available to all current staff and volunteers indicating title, description, rate of pay, instructions for applying, and closing date for five business days before the position is posted externally
ii. Screening including criminal records checks will be reimbursed after the probationary period has been successfully completed.  
DEFINITIONS
For the purpose of this policy the following definitions apply:

Compensation: Compensation includes both monetary and non-monetary elements.
Living wage: The living wage is the hourly rate of pay at which a household can meet its basic needs and participate in community life, once government transfers have been added to the family’s income (such as child benefits) and deductions have been subtracted (such as income taxes and E.I. premiums). The living wage is calculated to reflect the local cost of living. (Ontario Living Wage Network (https://www.ontariolivingwage.ca/).
Full-time employee: An employee working a minimum of 35 hours per week;
Part-time employee: An employee working less than 35 hours per week;
Contract employee: An employee working for a discrete time period defined by a start and end date;
Permanent employee: An employee holding a position for which there is no pre-defined end-date to the employment;
Total Compensation: Includes base salary or hourly wage, bonus or incentives, benefits, vacation and non-cash compensation;
Overtime hours: Overtime is a defined term under Employment Standards Act as time worked in excess of 44 hours per week.  
Lieu Time: Equivalent time off from work provided to any employee who works in excess of their usual work-week hours, but less than the hours per week that would qualify as overtime hours.

1.	SALARIES
1.01 Salaries and/or hourly wages for full-time positions shall be reviewed annually and may be adjusted from time to time but not more frequently than annually.

1.02 If the hourly rate of pay falls below the living wage defined for Northumberland County, the Board will strive to obtain other resources to attain the goal of a living wage.  

1.03 From time to time, either agency may hire students whose rate of pay will be set by the requirements of the funder.

1.04 Salaries information specific to The Help Centre is contained in Appendix A to this Policy and such attachment forms part of this Policy.

1.05 Salaries information specific to the Northumberland Community Legal Centre is contained in Appendix B to this Policy and such attachment forms part of this Policy.

1.06 Criteria for starting wage may include:
· Education
· Experience
· Qualifications
· Availability of funding
· Job duties and requirements relative to other jobs in the agency

1.07 Salary Increases
The Help and Legal Centre of Northumberland is committed to determining and applying salary increases using a fair and consistent process and established criteria.  Salary increases, when implemented, will take effect on the first day of the pay period of each new fiscal year and will be prorated for employees of less than 12 months who have completed their probationary period.

1.08 Timing of Salary Review
· Salary reviews for full-time salaried or hourly positions are conducted annually prior to the end of the fiscal year (March 31).  
· Hourly wages of employees working for specific programs are reviewed relative to the funding package supporting the position.

1.09 Criteria for Increase in Base Salary
In order to maintain THLCN commitment to providing a living wage, wherever possible salary base increases will be based on criteria such as, but not limited to:
· Internal equity within each agency
· Cost of living/living wage
· Market comparables

1.10	Criteria for One-Time Payments – From time to time, the Board of Directors may choose to issue a one-time, non-precedential, bonus gratuity payment to a staff member.  Factors may include:
· A significant contribution by staff that substantially benefits the agency or its clients 
· Staff performing additional duties from what is expected


2.	BENEFITS
2.01 Benefits information specific to The Help Centre is contained in Appendix A to this Policy and such attachment forms part of this Policy.

2.01 Benefits information specific to the Northumberland Community Legal Centre is contained in             Appendix B to this Policy and such attachment forms part of this Policy.
	

3.	HOURS AND OVERTIME
3.01	The normal office hours will be 9:00 a.m. to 5:00 p.m., Monday to Friday.  However, the office may be closed to the public for a portion of these hours (eg. closed for part of an afternoon once per week), as long as the office is open to the public for at least 35 hours per week in total.  The Executive Directors also have the authority to close their respective agencies in emergency or other appropriate circumstances. 

3.02	Absolute compliance with the working hours set out in paragraph 3.01 is not expected.  Staff are expected to substantially comply with the normal working hours, to comply with the Executive Director's requests as to hours to be worked and to work a maximum of 35 hours per week (not including lunch breaks) for full time employees.  Staff may work a compressed work week, with permission of the respective agency Executive Director.  Executive Directors may work a compressed work week with the permission of the Board of Directors.  

3.03	Compensation for Excess Hours Worked
i. All full-time and part-time employees are eligible to be compensated for time worked in excess of their normal weekly hours. 
ii. Time worked in excess of normal weekly hours must be approved by the respective agency Executive Director prior to being performed. No employee shall receive credit for these excess hours without the consent of his/her supervisor.
iii. Time worked in excess of normal weekly hours up to 44 hours per week is compensated with time in lieu calculated at straight time for work performed in excess of the employee’s normal work week hours.
iv. Employees may accrue/bank up to 14 hours of time in lieu. Any employee accruing a maximum of hours of time in lieu must take those hours prior to accumulating further time in lieu hours but in any event, the employee must take the time in lieu within 6 weeks of the week in which the lieu time was created, subject to the approval of the Executive Director of such scheduled time off. 
v. If permission has been given by the Executive Director of the agency for the staff member to work hours in excess of 44 hours per week, these shall be compensated as per the ESA provisions regarding overtime pay.
 
3.04	The job descriptions for staff for The Help Centre outlining duties and responsibilities are contained in Appendix A of this Policy, and form a part of this Personnel Policy. 

3.05	The job descriptions for staff of the Northumberland Community Legal Centre outlining duties and responsibilities are contained in Appendix B of this Policy, and form a part of this Personnel Policy.

3.06	In recognition of the fact that staff may work hours outside the normal office hours (for example, in giving evening talks to community groups), staff are authorized to use flex time to adjust the start time of their work day, at the discretion of the Executive Director, in adhering to the expected maximum of 35 hours of work per week. 

4.	PAID VACATION
	
4.01	All full-time permanent employees are entitled to:
· fifteen (15) days of vacation in their first year of employment
· twenty (20) days of vacation in their second to fourth years of employment
· twenty-five (25) days of vacation in the fifth to fifteenth years of employment
· 30 days of vacation per year after 15 years of employment
Part-time permanent employees are entitled to vacation on a prorated basis.
Vacation entitlement for contract staff shall be set out in the respective contracts.

4.02	Timing of vacations, and the number of vacation days taken at one time, must be approved by the Executive Director.  Vacation time may not be taken during the probation period, although calculation of entitlement begins from the time that employment commenced.

4.03 There will be no carry-forward into the new fiscal year, unless permission has been granted by the Executive Director of the respective agency in response to a special one-time request from a staff member.

4.04	If an employee's employment is terminated by the employee or by the employer, and at the date of termination the employee has taken vacation in excess of that allowed by this policy (when calculated on a pro-rated basis), the monetary value of the extra vacation time shall be deducted from the final pay cheque.

5.	PAID HOLIDAYS
5.01	Employees shall be entitled to the following paid holidays:
a) New Year's Day
b) Family Day
c) Good Friday	
d) Easter Monday	
e) Victoria Day	
f) Canada Day
g) Civic Holiday
h) Labour Day
i) Thanksgiving Day
j) Christmas Day
k) Boxing Day
l) 1/2 day on last office day before Christmas, unless that day falls on a Monday, in which case this will be a full paid day holiday 
m) In exchange for paid holidays for the National Day for Truth and Reconciliation and for Remembrance Day, all other business days that fall between Christmas Day/Boxing Day, up to and including New Year’s Day.  For ease of reference, please see the chart in Appendix C.

5.02	Employees are also entitled to all other statutory holidays that are from time to time proclaimed by the federal or provincial government.

5.03	Employees are also entitled to any major holidays of the employee's religion that fall on days other than statutory holidays. THLCN and its agencies will accommodate an employee’s creed to the point of undue hardship, including by providing time off for religious holidays. An employee will be offered options to have the time off without losing wages or using vacation time.  These options might include special/compassionate paid leave, scheduling changes, overtime, use of lieu time, compressed work week arrangements.  If the employee’s individual circumstances are such that the employee cannot make up the time that they must miss for religious reasons, other forms of accommodation must be explored.

5.04	Where a paid holiday falls on a weekend, the holiday will be taken on a preceding or succeeding work day set by the Executive Director, set in collaboration with the Executive Director of The Help Centre.
   
5.05	If a paid holiday falls during the vacation time of an employee, the holiday will not count as part of the vacation allotment of the employee.

5.06	Employees shall also be entitled to one "floater" holiday, in addition to the statutory holidays outlined above.  The holiday is to be taken on day of employee's choosing, subject to approval by the Executive Director.


6.	SICK LEAVE
6.01	Full-time employees shall accumulate sick leave at a rate of 1½ days per month, to a maximum of 18 days. Part-time employees accumulate sick leave prorated to their hours worked per month.  Employees are only entitled to the amount of sick leave accumulated and in no case can the employee take more than 18 days of paid sick leave in any 12-month period. 

6.02	Sick leave may only be used for illness of the employee, visits by the employee to the doctor or dentist or illness of a family member of the employee necessitating the employee's absence from work. 

6.03	For the purposes of part six of this policy, "family member" shall include spouse, children, step-children and parents/step-parents.  "Spouse" of the employee shall be as defined in the Family Law Act (Ontario) and shall include a same-sex partner who:
	a)	is married to the employee; or
	b)	has cohabited with the employee continuously for a period of one year or more; or
	c)	has cohabited with the employee in a relationship of some permanence and are together the natural or adoptive parents of a child or have demonstrated a settled intention to treat the child as their own.

6.04	For an absence in excess of three days, the Executive Director may request “reasonable evidence” of the need for leave, which can include self-attestation.

6.05	Sick leave may not be accumulated past the maximum set out in paragraph 6.01 or nor does it accumulate from one year to the next beyond the year in which entitlement accrues.  No payment will be made for unused sick leave.

6.06	If an employee is sick during vacation time or a paid holiday, the employee will be entitled to take the vacation time at a later date, where the claim is supported by medical evidence as requested by the Executive Director.  Scheduling of such time off must be approved by the Executive Director.  


7.	MATERNITY AND PARENTAL LEAVE
7.01 An employee is entitled to apply for either maternity and/or parental leave in accordance with the Employment Standards Act and the Employment Insurance Act.

7.02 Terms in regards to such leave specific to employees of Northumberland Community Legal Centre are contained within Appendix B to this Policy.

7.03 An employee taking such maternity or parental leave must advise the Executive Director, in accordance with the Employment Standards Act, as to when parental or maternity leave will commence, and of the intended date of return to work. 


8.	OTHER PAID AND UNPAID LEAVE
8.01	In addition to any other leave entitlement under the Employment Standards Act, the Executive Director, in his or her sole discretion, for a valid reason such as bereavement leave, may grant an employee paid leave up to a maximum of five (5) business days and/or unpaid leave up to a maximum of two (2) weeks per employee. If the bereavement occurs while an employee is on vacation time, the employee will be entitled to take the vacation time at a later date. Scheduling of such time off must be approved by the Executive Director.

8.02	Paid or unpaid leave in excess of that set out in this policy may be authorized by the Executive Directors, but only if such leave does not interfere with the work of the agency.


9.	REIMBURSEMENT OF EXPENSES
9.01	Employees are entitled to reimbursement for travel expenses, as set out in this policy, when travelling on centre business inside or outside of Northumberland County upon presentation of receipts/vouchers.  This does not include travel from the employee's home to the office.  Approved travel is any travel done by any staff member in relation to office operations and/or professional development. Travel is paid on the shortest distance to the event, either from the employee’s home to the event or from the office to the event. 

9.02	Reimbursement is to be at the following rates, which are to be reviewed by the Executive Committee in April of each year:
a) Car mileage is to be reimbursed at the prevailing provincial government rate.  
b) If transportation other than private car is taken, the actual reasonable cost will be reimbursed.
c) The actual cost of hotel/motel accommodation will be reimbursed.
d) The actual cost of parking will be reimbursed.
e) The actual cost of meals will be reimbursed up to the provincial government maximum rate.  

9.03 All other reasonable expenses incurred on behalf of the centre will be reimbursed as authorized by the Executive Director.

9.04 The rates of reimbursement will be reviewed by the Executive Committee in the spring of           each year, and the Executive Committee will recommend to the Board of Directors any              changes which the Committee feels should be made.

9.05 In the event of a conflict between the provisions of the Personnel Policy and the LAO             Directive on Clinic Expenses (originally dated June 1, 2010; updated August 1, 2024), the LAO Directive supersedes this Policy as it applies to NCLC employees. 

10.	GRIEVANCES
Grievance Procedure 
A grievance is any disagreement arising from the interpretation or application of this policy.
Step 1:
An employee must first discuss their complaint with their Executive Director within five (5) calendar days of becoming aware of the issue. The Executive Director will respond verbally within five (5) calendar days.
Step 2:
If unresolved, the employee can file a written grievance to the Chair of the Personnel Committee within five (5) calendar days. The grievance should include:
· A description of the policy violation
· Facts of the case
· Desired resolution
· Employee's signature
The Chair will meet with the Personnel Committee within five (5) calendar days. A decision of the committee will be provided to the grievor within three (3) calendar days of the Personnel Committee meeting. 
Step 3:
If still unresolved, the grievor can appeal in writing to the Secretary of the Board of Directors. The Board will hold a special meeting within five (5) calendar days and provide a decision within five (5) calendar days of the meeting to the grievor. 

11.	DISCIPLINE
11.01	If the Executive Director is not satisfied with the performance of an employee, the Executive Director shall discuss the matter with the employee.  Performance problems include, but are not limited to the following: 
· Failure to carry out job competently; 
· Significant or persistent tardiness or early departures from work;
· Unauthorised absence from work;
· Breach of confidentiality; or 
· Conduct unbecoming an employee. 

11.02	If the problem persists, the Executive Director shall inform the employee via the stages of progressive disciplinary action as follows, subject to the proviso that in serious cases, any stage or stages may be eliminated:
a) Verbal Warning 
The verbal warning shall be dated and recorded in the personnel record.  If no further warnings are issued within twelve months, then the written record shall be removed.
b) Written Warning 
If within the twelve-month period another warning is issued it shall be considered a written warning and shall be entered into personnel record.  The written warning shall be dated and recorded in the personnel file.  If no further warnings are issued within twelve months of the first warning, the written warning and the verbal warning shall be removed from the personnel file. 
c) Second written warning 
The second written warning shall be dated and recorded in the personnel file.  If a second warning is required within the 12-month period then a copy of the warning and the previous verbal and written warnings shall be given to the Executive Committee for review. 
d) Third written warning
If a third warning is required then the Executive Director shall inform the Board of Directors of the recommended action, and the Board of Directors shall make the final decision.  A formal hearing by Board of Directors may be held and that may result in corrective action, suspension or termination. 
		
11.03	The Executive Director has the authority to suspend an employee without pay.  If the Executive Director takes this step, he or she must inform the Executive Committee in writing, within seven (7) days. 


12.	MISCELLANEOUS
12.01	Employees (other than the Executive Director) will be expected to complete a three (3) month probationary period.  

12.02	The Executive Director shall be expected to complete a six (6) month probationary period.

12.03	When the Executive Director’s probationary term has been completed, the Executive Director has the power to hire and fire all staff.  Until the Executive Director’s probationary period has ended, any hiring or firing of staff is subject to approval of the Board of Directors as the employer. 

12.04    No smoking shall be allowed in the offices of the centre.

12.05 Employees shall from time to time receive training at the expense of the respective agency to assist them in their respective jobs, and wherever practical within the limits of time and resources available, shall be encouraged to attend appropriate conferences and seminars.

12.06 All employees shall abide by the Code of Conduct and by all Policies of the corporation and their respective agency.   

12.07 All employees must exercise the utmost discretion in all matters of official business and records of either agency and will not release any public statement that would adversely reflect on either agency.  Employees may not speak to the press as an official spokesperson for the agency without prior approval of the Executive Director.  An employee other than the Executive Director asked to represent the agency as a guest speaker or program participant must obtain prior approval from the Executive Director.

12.08 Evaluations of employees shall be conducted in accordance with the Job Evaluation Procedure Policy.

12.09    Staff shall be recognized for years of service:
· Recognition for 10 years - $250.00
· Recognition for  15 years - $500.00
· Recognition for 20 years - $ 750.00
· Recognition for 25 years and up – $1000 on expiration of five year interval. 

13.	ADMINISTRATIVE MATTERS
13.01	Attendance records shall be kept of the number of days worked, the number of sick days taken, and the number of vacation days used, and may include a record of daily hours worked. 

13.02	The Executive Director is an employee within the context of this policy.

13.03	The Executive Directors are responsible for the day to day administration of this policy.  This includes an obligation to discuss staff performance evaluations with the Chairperson of the Board of Directors, or his/her designate.

13.04	The Executive Committee is responsible for overall administration of this policy.

13.05	This policy shall be reviewed by the Board of Directors as required. 

13.06  Records
a) This policy shall be made available to all employees upon request.
b) All documentation related to matters dealt with under this policy shall be retained in accordance with the record retention requirements of Ontario for a minimum of three years.


(Passed January 26, 1994) 
(Amended August 17, 1998)
(Amended January 25, 2005)
(Amended August 28, 2006)
(Amended April 2007)
(Amended October 2010)
(Amended November 2015)
(Amended January 2016)
(Approval as a Joint Policy – June 2019)
(Amended August 2020)
(Amended August 2021)
(Amended August 2022)
(Amendments passed January 23, 2025)
[bookmark: _GoBack](Amended June 26, 2025)

APPENDIX A
Personnel Policy Terms Specific to:
THE HELP CENTRE

SALARIES (Section 1 of Policy)
1.01	a) Pay Periods: Employees shall be paid on a bi-weekly basis. A full-time employee shall be paid on a 35-hours work week.
b) Salaries: Salary ranges and schedules will be determined for each position annually by the Board of Directors, following notification of the funders.
c) Salaries will be reviewed every year by the Board on the month before the employee’s work anniversary. If the review is made after the employee’s anniversary month, increases will be made retroactive to the employee’s anniversary month.
d) Salary increases, where funds are available, will be based upon input from the Executive Director on the allocation of funds and an amount reflective of the cost of living.

BENEFITS (Section 2 of Policy)
2.01 a) Employees working at least 28 hours per week shall receive 6% of salary in lieu of benefits.  
2.02 b) All employees will be covered by the Workplace Safety and Insurance Board.


JOB DESCRIPTIONS:
E://General/General/Board/Policies/HC Policies


APPENDIX B
Personnel Policy Terms specific to:
NORTHUMBERLAND COMMUNITY LEGAL CENTRE

1 	SALARIES (Section 1 in Policy)
1.01	Salaries will be reviewed each year by the Board following receipt of an Approved Annual Budget from LAO.  Salaries will be based on the fiscal year of April 1st to March 31st and increases, if funds are available, will be made retroactive to April 1st each year. 

1.02	Increases, where funds are available, will be based upon input from the Executive Director on the allocation of funds; an amount reflective of the cost of living; and factors which are not based on performance.  
 
1.03 	The increase may not be precisely an amount calculated as provided for in paragraph 1.02, due   to rounding off, but it will be substantially calculated on that basis, subject to availability of funding.

2 BENEFITS (Section 2 in the Policy) 
2.01 Employees in positions funded by Legal Aid Ontario, including part time employees who work at least 20 hours per week in an LAO-funded position, shall be entitled to participate in the LAO (clinic side) benefits package and the LAO RRSP plan after three months of regular employment. Where job-sharing or working in a split position funded by LAO, only the employee whose regular work week is 20 hours or more is entitled to participate in the LAO benefits plan, after three months of employment. However, both employees of a job-share or split position funded by LAO will be enrolled in the LAO RRSP plan after 3 months of employment.  

2.02 The Law Society of Ontario dues will be paid in on behalf of lawyers and licensed paralegals employed by the Legal Centre.

7 	MATERNITY and PARENTAL LEAVE (Section 7 in Policy)
7.04 The centre will continue to maintain coverage under the LAO benefits package for an employee in an LAO-funded position who is away on parental or maternity leave, so long as the employee contributes their share of the premium.  No salary or wages will be paid during either parental or maternity leave. (amended August 2006)

JOB DESCRIPTIONS
E://General/General/Board/Policies
· Articling Student
· Bookkeeper
· CLW-Admin
· Community Legal Worker
· Executive Director
· Precarious Employment Outreach
· Staff Lawyer
· Social Worker

APPENDIX C
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