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The Purpose and Scope 
 
The purpose of the Human Resource Policy Manual is to help new and current employees familiarize 
themselves with United Way Newfoundland and Labrador’s (UWNL) policies, procedures, and business 
culture. Wherever this manual states “The Organization” or “Company” it means UWNL. Wherever these 
manual states “The Manual” is mean the Human Resource Policy Manual. 

The Manual is designed to be the primary reference document for communicating and interpreting human 
resources policies, programs, and procedures to people at UWNL. The Manual applies to all employees 
unless they are formally excluded or exempted in writing by name, group, department, status, class, or 
other non-discriminatory method. The Policy manual is not a contract for employment.  

UWNL will always try to give employees notice when a policy or benefit is expected to be changed; 
however, the Organization may choose for its own reasons at any time and with no prior notice to change, 
suspend, delete, add, remove or otherwise modify any or all content in this manual to meet legislative, 
economic, financial or other conditions as needed. The regulations and benefits required by provincial and 
federal law will always remain in force. In addition, any provision in The Manual found to be 
unenforceable and invalid, such finding does not invalidate the entire Human Resource Policy Manual, but 
only that particular provision. 

Only those employees of UWNL. who are authorized to make changes to this manual are authorized to do 
so. Changes to this manual must be approved by the Executive Director and Board of Directors. All staff 
are to receive a new copy of the manual once changes have been made.  

This manual includes the most recent policies and procedures. All prior copies of the manual should be 
returned to the Executive Director in exchange for a new copy. It is also expected you will use common 
sense and ethics in the workplace and ask questions until the manual is reviewed.  

Please be advised you will be required to sign an acknowledgement of this manual. This is done following 
your acceptance of employment and while you complete required hire paperwork. In the case of updates 
to the manual, all staff will be required to sign a new acknowledgement of this manual. 
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ACCEPTABLE USE OF 

INFORMATION TECHNOLOGY POLICY 
 

1.0 Employer Property 
 

Upon termination of employment for all/any reasons, all items of any kind created or used pursuant to 
the Employee’s service or furnished by the Employer including but not limited to computers, phones, 
reports, files, contracts, memoranda, financial data, business plans or strategies, manuals, literature, 
confidential information, or other materials shall remain and be considered the exclusive property of 
UWNL at all times, and shall be surrendered to UWNL management, in good condition, and in a timely 
manner. 

 
2.0 Confidential and Propriety Information 

 
From time to time, Personnel of UWNL may be privy to confidential information, including but not limited 
to information about UWNL employees, clients, suppliers, finances, and business plans. Personnel are 
required to keep any such information that may be disclosed to them or learned by them, strictly 
confidential. Furthermore, any such confidential information, obtained through employment with UWNL 
must not be used by an Employee for personal gain or to further an outside enterprise. 

 
3.0 Intellectual Property 

 
Any intellectual property, such as trademarks, copyrights and patents, and any work created by an 
Employee or volunteer in the course of employment with UWNL shall be the property of UWNL and the 
Employee is deemed to have waived all rights in favor of UWNL work, for the purpose of this policy refers 
to written, creative or media work. All source material used in presentation or written documents must 
be acknowledged. 

 
4.0 IT Information Storage and Security 

 
Any storage devices (CD’s, USB’s, DVD’s, etc.) used by Personnel at UWNL, located at UWNL’s address, 
acknowledge that these devices and their contents are the property of UWNL.  Furthermore, it must be 
understood by Personnel and volunteers, that company equipment should be used for company business 
only during normal working hours. The downloading of personal materials on company equipment is 
prohibited. 

 
5.0 Company Email 

 
Personnel are required to use UWNL’s email account for business related to UWNL. Personnel are not 
required, at any time to make use of organization’s  email accounts for personal use or business relating 
to UWNL’s operations. Emails should only be used for the purposes of work and should only transfer 
information related to work. 
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6.0 Cell Phone Usage 
 

UWNL may provide cell phones to Personnel for purposes related to work requirements and productivity. 
Personnel are required to use the company cell phone for business related to UWNL. An Employee is not 
allowed, at any time to make use of their company cell phone for personal use. 
 
Staff are not required to use their cell phone for business related purposed. Should a staff member choose 
to install their company email on their personal device, UWNL required the employee to have their phone 
password protected in order to keep emails confidential.  

 
The use of cell phones while driving for work purposes is strictly prohibited and will not be tolerated. 
 
7.0 Social Media 

 
Personnel are not permitted, at any time, to utilize UWNL computers or cell phones to access 
personal social media accounts. The use of social media on personal devices should be limited to 
scheduled breaks, including lunch. 

 
UWNL does not require Personnel to post about the company or its operations on social media; however, 
if the Employee would like to utilize their own personal social media accounts to positively advertise or 
market UWNL it must be done professionally while ensuring confidentiality and with approvals to do so. 
 
8.0 Violation of Policy  
 
Violation of this policy will result in disciplinary action, up to and including suspension and/or 
dismissal. 
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ATTENDANCE & REMOTE WORK POLICY 
 

1.0 Policy  
 
Hours of work shall be established for each position by the Executive Director and may vary depending 
upon part-time or full-time status of employee.  Employees are expected to report to work each day at the 
established start time. 
 
Regular attendance in the office is expected of all employees of UWNL unless a remote work/work from 
home agreement has been made. Employees who are unable to report to work as scheduled, either in the 
office or from home, or who must leave work before the scheduled end time, must notify the Executive 
Director as soon as possible.  If the Executive Director is unavailable, employees should leave a message 
with a phone number where they can be reached on the Executive Director’s phone line. 
 
If the Executive Director is unable to report to work, he/she will advise the Chair of the Board of Directors 
by phone or e-mail and a minimum of one (1) internal staff member. 
 
The nature of the work performed by UWNL sometimes requires that employees leave the office for 
meetings or special events.  In such cases, employees must ensure that the Executive Director is aware of 
their location at all times during work hours. 
 
The UWNL Executive Director may determine if an Employee is eligible to work remotely and/or from a 
home office based on the following factors: 

 
• The nature of the tasks performed and the work requirements of the employee’s position profile. 
• Collaboration and communication between the office work team will not be negatively impacted 

nor become difficult to manage. 
• Employees have the necessary equipment and/or software installed on personal or remote 

computer to complete all necessary tasks. 
• Conditions of Employees’ home or alternative place of work must be conducive to fostering a 

productive environment. 
• Once approved by the Executive Director, working remotely may be a permanent or temporary 

agreement to work from a non-office location for a defined or undetermined period. 
 

Employees and the Executive Director should determine long-term and short-term goals. They should meet 
frequently (either online or in-person when possible) to discuss progress and results. 
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2.0 Responsibilities 
 

2.1 Management 
 

It is the responsibility of the Executive Director to: 
 

• manage work to ensure the organization runs in an efficient and effective manner; 
• advise employees of their start and stop times (where necessary); 
• monitor employees’ performance for acceptable work/life balance (to be discussed with 

employee); 
• ensure the Employee has adequate resources and workspace, within reason, to perform the duties 

agreed upon between UWNL and Employee; 
• consider requests for remote work arrangements and approve or refuse the requests based on its 

feasibility and on-going operational needs of the organization; 
• monitor each approved flexible/remote work arrangement for: 

o the employee’s compliance with the conditions of the policy herein or any agreement, as 
previously approved by the Executive Director. 

o the effect of the flexible work arrangement on the organization’s operations. 
• modify the flexible/remote work arrangement in consultation with the employee or discontinue 

the arrangement if necessary 
 

2.2 Employee 
 

It is the responsibility of Employee to: 
 

• ensure that work is completed in an efficient and effective manner, heeding expectations outlined;  
• ensure work is being conducted in a safe, responsible, professional and confidential manner; 
• ensure that work is being conducted in an ergonomically acceptable workspace; 
• report any lack of resources and/or inefficiencies to the UWNL Executive Director that prevent the 

Employee from being productive in their remote working arrangement; and 
• be available to communicate with the Executive Director and/or the Team upon request and as 

necessary. 
 

To ensure that employee performance will not suffer in remote work arrangements, remote employees 
will: 

 
• Choose a quiet and distraction-free work space; 
• Have an adequate and sufficient internet connection to perform their job; 
• Dedicate their attention to their job duties during working hours; 
• Adhere to hours and attendance schedules agreed upon with the Executive Director (where 

necessary); 
• Ensure their schedules overlap with those of their team members for as long as is necessary to 

complete their job duties effectively. 
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3.0 Remote Work Agreement 
 
Employees may work remotely on a permanent or temporary basis, as determined, and approved by the 
Executive Director. 
 
The Employees’ work responsibilities as remote employees are the same as those agreed upon in 
employees’ original employment agreement, unless otherwise determined by management. 
 
Determining factors as listed above will be considered by the Executive Director before approval to work 
remotely is approved. Eligibility will be assessed on a case-by-case basis. 
 
Employees who want to (or are asked to) work remotely must submit a request by contacting the UWNL 
Executive Director. 
 
4.0 Equipment 

 
Equipment provided by the company remains company property. Equipment may be defined as any 
necessary technology, furniture, printers, desks, chairs as determined necessary by UWNL to perform the 
assigned tasks of the employee. Employees must respect and not misuse any supplied equipment and/or 
furniture. Specifically, employees must: 

 
• Keep their equipment, (laptops, phones or other technology, as required) password protected; 
• Store equipment in a safe and clean space when not in use; 
• Follow all data encryption, protection standards and settings; 
• Refrain from downloading suspicious, unauthorized or illegal software; 
• Management may or may not supply all equipment, printers and/or furniture, depending on the 

nature of the request; 
• Employee may have to supply some equipment and/or tools for the job including internet 

connections, printer cartridges, etc. to be able to perform assigned duties, as determined by 
Management. 
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BUSINESS ETHICS AND CODE OF CONDUCT POLICY 
1.0 Conflict of Interest 

 
The relationship of UWNL with its employees should be based on mutual trust. UWNL is committed to 
preserve the interests of people under its employment, it expects them to act only towards its own 
fundamental interests. 
 
Employees of United Way Newfoundland and Labrador should never let their personal interests’ conflict 
with the interests and business of United Way Newfoundland and Labrador or its Clients. If Employees are 
representing United Way Newfoundland and Labrador or its Clients in any way, Employees must be careful 
not to do so if they are affiliated with those of whom they are making transactions with on behalf of United 
Way Newfoundland and Labrador. Employees are expected to devote their efforts to their work at United 
Way Newfoundland and Labrador. 
 
Employees will keep in strictest confidence and not use for himself/herself or use on behalf of or disclose 
to any third party any Confidential Information disclosed by UWNL during the course of their employment. 
The Employee understands and agrees that a breach of this policy will cause UWNL irreparable harm and 
injury and shall entitle UWNL to avail itself of any and all remedies at law and/or equity.  
 
It is not acceptable to make transactions or conduct business on behalf of United Way Newfoundland and 
Labrador that will further or benefit the interests of the Employee personally or professionally in their own 
private business (if applicable). 
 
It is not acceptable to make transactions, solicit or conduct business in a manner that is competitive. 
Employees are not permitted to conduct further business with a Client of United Way Newfoundland and 
Labrador outside of the business conducted through United Way Newfoundland and Labrador, while 
employed with United Way Newfoundland and Labrador. Therefore, if a Client approaches the Employee 
directly to conduct work that aligns with the Services United Way Newfoundland and Labrador offers, the 
Employee must refuse if a contract is in place with said Client and United Way Newfoundland and Labrador. 
The Employee must also agree to refrain from soliciting any Clients to remove its business from or reduce 
its business with United Way Newfoundland and Labrador. 
 
Employees have no right or license whatsoever, expressed, or implied, to  any patent, patent application, 
copyright, trademark or other proprietary right, now or hereafter owned or controlled by  UWNL.  
 
2.0 Gifts, Entertainment and Other Forms of Payment 
 
Gifts, entertainment, and other forms of payment shall never be given to those outside of United 
Way Newfoundland and Labrador to attract business or to allow improper advantage. 
 
Employees shall not accept gifts, entertainment, and other remuneration from any person outside of 
United Way Newfoundland and Labrador, such as, government officials or Employees of other businesses. 
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Employees are obliged to make business decisions that are not influenced by gifts, entertainment  and 
other remuneration. 
 
3.0 Confidential and Proprietary Information 
 
Employees will often come into contact with or be involved in proprietary, confidential, or sensitive 
information regarding the business and it is important for Employees of United Way Newfoundland and 
Labrador to ensure that all information about company business is kept confidential. It is the responsibility 
of the Employees to ensure that this information is not divulged in any matter to anyone not employed or 
engaged with United Way Newfoundland and Labrador and who do not have a need to know such 
information. 
 
4.0 Equal Opportunity 
 
United Way Newfoundland and Labrador will ensure that equal opportunity laws are followed and that all 
applicants are considered and given equal and fair opportunity when being considered for a position or 
work with United Way Newfoundland and Labrador. UWNL will ensure that all Employees, Partners, 
Clients and Affiliates will be treated fairly throughout their course of business. United Way Newfoundland 
and Labrador is an equal opportunity Employer. 
 
5.0 Statement of Integrity and Workplace Code of Conduct 
 
Employees’ commitment to maintaining the highest degree of honesty and integrity is of the utmost 
importance to United Way Newfoundland and Labrador. Our actions create an impression with clients, 
community organizations, colleagues and the general public.  How we conduct ourselves determines how 
we are viewed. 

 
The following standards are expected from all company employees: 

 
• Honesty 
• Trust 
• Equality and Fairness 
• Confidentiality   
• Respect 
• Accountability 
• Professionalism 
• Quality 

 
Employees must ensure to carry out all duties and responsibilities of an assigned position in accordance 
with the standards and values identified above.   
 
This includes but is not limited to ensuring that all information and documentation generated by an 
employee in the course of the employment tenure and/or contract is complete, fair, accurate, timely and 
understandable.  Each employee is required to ensure the accuracy of any records, statements or 
documents which are created, reviewed, or revised.  
 
Employees are required to cooperate in all investigations carried out by the Company, including all 
interview requests and document requests concerning investigations. Destroying or altering documents 
with the intent to impair the document’s integrity or availability for use in the course of any investigation 
or providing false or misleading information in relation to an investigation is a violation of this policy. In 
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addition, any effort to coerce or mislead others in relation to an investigation constitutes a violation of this 
policy. 
 
All employees, including UWNL executives, committee members and volunteers, are expected to conduct 
their activities in compliance with this policy.   
 
6.0 Violation of Business Ethics and Code of Conduct 
 
Each employee is expected to follow this policy and report any breach or activity that conflicts with the 
above listed standards and this policy. 
 
Violation of this policy can result in disciplinary action, up to and including the possibility of termination 
of employment. The degree of disciplinary action will depend on the severity of the violation. 
 
Employees who have questions or concerns regarding compliance with this policy should discuss them 
with their immediate supervisor, Executive Director, or Human Resources representative. 
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COMPENSATION AND BENEFITS POLICY 
 

1.0 Compensation  
 
The starting salary shall be set out in the employee's written job offer.  Payment of salary shall normally be 
made bi-weekly by direct deposit, unless a different arrangement is negotiated at time of hire and set out 
in the job offer.  Bi-weekly wages are calculated based on the employee's annual salary divided by 26.   

Salaries shall normally be reviewed at the end of the probationary period, and thereafter annually.  The 
need for salary adjustments shall be considered in the context of the employee's individual performance, 
inflation, community wage trends especially in provincial government and the charitable sector, the 
financial capability of UWNL, and internal equity among employees.  Salary adjustments for employees are 
decided by the Executive Director, subject to the overall salary budget approved by the UWNL Board of 
Directors.  Salary adjustments for Management require approval of the UWNL Board of Directors. 

2.0 Benefits 

All employees  may participate in the UWNL Health Benefits Program after they have successfully completed 
their probationary period.  A summary of the general provisions and benefits of the plan is described below.  
UWNL shall pay 50% of the premiums of the Health Insurance Plan and the employees shall pay 50% 
through payroll deduction. 

UWNL Health Benefits Program – Provisions and Benefits 

UWNL’s Employee Benefits Plan is currently provided through Group Health Benefit Solutions.  

The group benefits plan is an opt-in plan for new employees. United Way of Newfoundland & Labrador and 
the employee cost share the premiums of the group benefits plan on a 50/50 basis. 

Benefits include Basic Life; Accidental Death & Dismemberment; Dependent Life; Long Term Disability; 
Extended Health Care & Dental.  Full plan details are available to each employee upon consideration of 
enrollment. 

3.0 Retirement Savings 
 

All employees may participate in the UWNL Matching RSP Program.  Employees are not required to 
participate in this program, but for employees who do choose to participate, UWNL shall match employee 
contributions through payroll deduction to a personal RSP.  UWNL shall contribute $1.00 for each $1.00 
contributed by the employee, to the agreed upon maximum percentage of the employee’s salary. It is the 
employee's responsibility to ensure that contributions do not exceed personal RRSP contribution limits. 

Terms of participation in the Matching RSP Program by Management may vary but require approval of the 
Executive Committee of the UWNL Board of Directors . 
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4.0 Wellness Subsidy 
 
The subsidy will apply to eligible expenses as described as follows and will be provided as a reimbursement 
of all applicable fitness-related expenses up to $500 of expenses incurred within a fiscal year. The subsidy 
will only be provided if the employee is the named participant for the submitted expenses and the expenses 
are considered eligible according to this policy. 
 

Eligible Expenses  

UWNL will subsidize wellness-related activities and programs that promote the improvement of 
overall physical health and wellness and/or promotes healthy lifestyle habits and are not covered by 
government health care plans or the Company’s health care plan. 

Examples of eligible expenses include: 

• Dues and/or fees for memberships, activities, classes, or courses offered by accredited fitness 
facilities, and/or for specific activities or classes (including but not limited to annual or monthly 
gym memberships, running track, fitness classes, yoga, martial arts, aqua size, and swimming), 

• A physical wellness program that has a specific wellness purpose such as weight control or 
reduction, or smoking cessation, provides individual guidance or instruction, and is based on skill 
training and/or behavior modification. 

• Registration for event/races (running, triathlon etc.) 

• Sports League Membership Fees  

• Coverage of employee co-payment amount for paramedical expenses typically covered by insurance 
including, but not limited to, prescription medication, prescription glasses and/or sunglasses, 
dental work, chiropractor, etc. 

• Other Activities Not Specified. For all other wellness/fitness activities not specified, prior approval 
by the Executive Director is required before reimbursement will be made. Activities must have a 
wellness/fitness component. 

Ineligible Expenses   

• Products and Services Inherently Personal in Nature: Products of a personal nature, or for use 
only by the individual, will not be reimbursed. Examples include, but are not limited to, the purchase 
of exercise equipment, diet/fitness books, computer software/fitness videos, pedometers, 
shoes/clothing, products used to enhance or maintain performance, biofeedback and hypnosis 
sessions, laser treatments, the purchase of fitness/weight loss beverages, food, vitamins, and 
nutritional supplements. 

• Costs Incurred by Family Members: Only costs for the eligible employee are reimbursable. If an 
employee has a family or group membership, documentation must be provided showing the cost for 
an individual member (the employee) and only that amount will be used to calculate the 
reimbursable amount. 



 

[14 OF 44] 

Tax Implications  

Physical wellness subsidies are a taxable benefit and the amount reimbursed to the employee will be shown 
on the employee’s pay stub as part of taxable income. 

Subsidy Reimbursement Deadline  

An employee may submit their receipts for the subsidy reimbursement anytime during the Fiscal Year 
(April 1 – March 31) but all applications for the subsidy together with relevant receipts must be received 
by the Finance Officer no later than ten business days after the end of the fiscal year.  No subsidies will be 
provided for expenses incurred after this deadline and for years other than the current fiscal year. 

Required Receipts and Documentation  

No subsidy will be processed without appropriate receipts and documentation accompanying the request 
to the Finance Officer. 

Exclusions  

Exclusions from this policy application include temporary employees, contractors, and employees who are 
on Long Term Disability (LTD) Leaves, personal leaves of absence, pre-retirement vacation, or vacation 
prior to a leave of absence. 
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CONFLICT RESOLUTION POLICY 

 
1.0 Conflict in the Workplace 
 

It is normal for conflict to arise in the workplace, at times it can be impossible to avoid. It may arise as a 
result of poor communication, lack of information, differences in personality, errors, and so on.  

2.0 Resolution Process 
 

Conflict within the workplace should be resolved by encouraging open, professional communication among 
the parties that are involved. Discussions should be had at that level to try and resolve the issue. If the 
conflict persists and it cannot be resolved at this level, the following steps should be initiated.  

Step 1: Discussion with Executive Director 
 

Initially, employees should bring their concerns or complaints to the Executive Director. If the complaint 
involves the Executive Director, the employee should schedule an appointment with that Executive Director 
to discuss the problem that gave rise to the complaint within five working days of the date the incident 
occurred. 

The Executive Director should respond in writing to the complaint within five days of the meeting held with 
the complainant employee. 

Step 2: Written complaint and decision 
 

If the discussion with the Executive Director does not resolve the problem to the mutual satisfaction of the 
employee and Executive Director, or if the Executive Director does not respond to the complaint, the 
employee may submit a written complaint to the Board Chair of UWNL.  

The Board Chair of UWNL should forward a copy of the complaint to the HR Committee Chair. The HR 
Committee Chair may gather further information from involved parties. 

The submission of the written complaint is due within five working days of the response from the Executive 
Director. The complaint should include: 

• The problem and the date when the incident occurred; 
• Suggestions on ways to resolve the problem; 
• A copy of the Executive Director’s written response or a summary of his or her verbal response and 

the date when the employee met with the Executive Director. If the Executive Director provided no 
response, the complaint should state this. 

 

Upon receipt of the formal complaint, UWNL’s Board Chair may schedule a meeting with the employee 
within five working days to discuss the complaint. Within approximately five working days after the 
discussion, a decision will be issued both in writing and orally to the employee filing the complaint. 
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Step 3: Appeal of decision 
 

If the employee is dissatisfied with the decision, the employee may, within five working days, appeal this 
decision in writing for reconsideration. 

The Board Chair, in consultation with the HR Committee Chair, will call a meeting with the parties directly 
involved to facilitate a resolution or refer complaints to a third-party review committee if it believed that 
the complaint raises serious questions of fact or interpretation of policy.  

At this stage, Executive Director may need to include all parties involved, and have discussions with all 
parties to fully understand the conflict brought forward for consideration. This will be handled 
professionally and will be used as a way to help find resolution to the conflict in the short- and long-term, 
to avoid any similar conflict situation in the future.  

3.0 Additional Guidance and Consequence Management 
 

If an employee fails to appeal from one level to the next level of this procedure within the time limits set 
forth above, the problem should be considered settled on the basis of the last decision, and the problem 
should not be subject to further consideration. 

Because problems are best resolved on an individual basis, the conflict resolution policy may be initiated 
only by individual employees and not by groups of employees. All complaints must be made in good faith. 

UWNL reserves the right to impose appropriate disciplinary action for any conduct it considers to be 
disruptive or inappropriate. The circumstances of each situation may differ, and the level of disciplinary 
action may also vary, depending on factors such as the nature of the offense, whether it is repeated, the 
employee’s work record and the impact of the conduct on the organization. 

No UWNL Personnel will be subject to retaliation for filing a complaint under this policy. 
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DRESS CODE & PERSONAL HYGIENE POLICY 
 
 

1.0 Dress Code 
 
Employees are expected to use their own judgement when dressing for the workplace. Employees 
should be dressed appropriately and well-groomed at all times. If Employees are asked to attend 
meetings or conferences, appropriate business or business casual attire should be worn. 
 
2.0 Inappropriate Attire 
 
Clothing considered to be inappropriate for the workplace includes: 
 
• Gym pants 
• Soiled/unclean/disrepair clothing 
• Clothing that is see through or revealing 
• Clothing with offensive statements 

This is a list of examples of clothing that should not be worn in the workplace at any time. Other clothing 
may also be deemed inappropriate at the discretion of the Employer and if so, the Employer is responsible 
to ensure that the Employee is communicated and coached regarding the inappropriate attire and the 
importance of business casual clothing in the workplace. 
 
3.0 Personal Hygiene 
 
It is our expectation that all employees arrive for work appropriately groomed and attired.  Personal 
appearance, proper hygiene and grooming are important ─ it has a direct impact on co-workers, customer 
satisfaction and on clients’ perception of our organization. 

As with any occupation, personal hygiene is important to consider at work and all UWNL employees are 
expected to adhere to this policy.  Practicing good personal hygiene can: prevent the spread of germs and 
disease; reduce exposure to chemicals and contaminants; help to avoid developing skin allergies, skin 
conditions, and chemical sensitivities; and it also helps to show respect for your co-worker’s senses.  
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By following the prescribed notes below, you are protecting your own health as well at the health of your 
co-workers. 

• Report to work in good health, clean, and dressed in clean attire. 
• Wash hands properly and frequently.  Workers should wash their hands before, during, and after 

preparing food and before they take breaks at work to eat, drink or smoke. To control the spread of 
germs that can cause the flu or common cold, workers should wash their hands whenever they 
cough, sneeze, or blow their noses, and whenever they are around someone that is sick. 

• Proper hand sanitation and hand washing can prevent exposure to illness by ingestion and cross-
contamination of the surfaces and objects we touch. 

• Treat and bandage wounds and sores immediately.  Follow UWNL HSE Policy and Incident Reporting 
for more information on injuries at work. 
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DRUG AND ALCOLOL POLICY 
 
1.0 Responsibilities 
 

The following are responsibilities for the implementation, management, compliance, and execution of this 
program. 
 
1.1 Management 
 

Management representatives are responsible for: 
• The ownership, review, and approval for use of this Policy; 
• Overall implementation and communication required with this Policy; 
• Ensuring personnel are familiar with requirements listed within this Policy; 
• Identifying health hazards that workers may be exposed to at a location; 
• Ensuring that all personnel are fit for duty and remain fit for duty throughout the entire shift. 
• Encouraging Personnel to disclose, in confidence, concerns regarding substance use or substance 

use disorder regarding a co-worker that may negatively impact their ability to perform their work 
duties or that may compromise their own safety or that of another person; 

• Identifying and addressing any situation in which an employee is or appears to be impaired and/or 
unfit for duty or where they have reason to believe or reasonable knowledge that a person may be 
impaired and/or unfit for duty that could affect their ability to perform their job in a safe, competent 
and efficient manner; 

• Initiating and facilitating any investigation into the suspected use or possession of drugs or alcohol 
in the workplace as per this Policy and ensuring that corrective actions taken as a result of the 
investigation are appropriate to the nature of the offence;  

• Arranging, transportation and accommodation if an employee is considered at risk of impairment; 
• Ensuring compliance with this Policy by all employees and volunteers 

 
1.2 Personnel 
 
Personnel are responsible for: 

• Reading, understanding, and complying with all requirements as outlined in this Policy; 
• Self-disclosing, in confidence, any restrictions or limitations on their ability to safely perform their 

job including Substance Use Disorder which may compromise the employee’s safety or that of 
another person; 

• Using medications in a responsible manner ensuring their ability to perform their work safely, 
competently and efficiently is not at risk of impairment including consulting with their healthcare 
professional on potential adverse effects of medications and/or medical treatment; 

• If taking legal drugs and/or medication (whether or not prescribed by a physician) which may affect 
or impair judgment, co-ordination or perception so as to adversely affect his/her ability to perform 
work in a safe and productive manner, must notify his/her supervisor prior to commencing work; 

• Being fit for work and remain so throughout the duration of the workday; 
• Reporting any suspicious behavior or known possession of restricted substances; and 
• Reporting to management if you’re unable to safely execute your work. 
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2.0 Possession of Alcohol and Drugs 

UWNL reserves the right to investigate any situation when there are reasonable grounds to believe that 
alcohol or drugs are present on UWNL or partner agencies premises/work locations, in violation of this 
Policy. Management is responsible for identifying situations where a search is justified based on a 
combination of indicators which could include behavior, odor, or presence of drug paraphernalia.  

3.0 Violations and Consequence Management 
 

3.1 General 
 
Any violation of the provisions of this Policy will result in corrective action up to and including 
suspension or dismissal. In all situations, an investigation will be conducted and documented to verify 
that a policy violation has occurred. Therefore, management has the authority and discretion to suspend 
any employee who is believed to be involved in an incident that could lead to corrective action pending the 
results of the investigation. The appropriate action in a particular case depends on the nature and severity 
of the policy violation and the circumstances surrounding the situation. 
 
3.2 Conditions of Continued Employment 
 
Should UWNL determine that employment will be continued in a specific circumstance, the employee would 
be required to enter into an agreement, a Memorandum of Understanding (MOU) governing his or her 
continued employment, which may include any or all the following actions, or any other condition 
appropriate to the situation:  
 

• Temporary removal from his or her position;  
• Maintenance of sobriety and satisfactory performance on return to duty;  
• No further violations of this Policy.  

 
Failure to meet the conditions of the agreement during the monitoring period will be grounds for 
termination of employment. 
 

4.0 Training Requirements 
 

In order to ensure the successful implementation, execution and monitoring of the requirements set forth 
in this Policy, the following training requirements must also be ensured: 

• Personnel shall be trained in the contents of this Policy; and 
• Management shall be trained on their specific responsibilities outlined within this Policy. 
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5.0 Medical Marijuana in the Workplace 
 

The use of medical marijuana, prescribed by a physician, is considered as any other prescription drug in 
the workplace. If you have been prescribed marijuana to be ingested while at work, you are required to 
disclose this to management.  

UWNL has a zero-tolerance policy with regard to the workplace use or impairment by drugs, alcohol, or 
other intoxicating substances, whether legal or illegal.  This includes but is not limited to the following: 
smoking, vaping, including the use of e-cigarettes, eating, inhaling, topical application, or application to 
body surfaces such as the skin or any other method of consuming or impairment by cannabis. 

Privacy of the employee is important, and this disclosure will remain confidential. An employee is also 
required to provide: 

• proof of prescription indicating that the employee is required to ingest marijuana during 
working hours; 

• sufficiently detailed information regarding the frequency, dosage and method of ingesting the 
marijuana; 

• UWNL will make every attempt to reasonably accommodate the employee’s prescription needs, 
once a member of Management is made formally aware by the employee in the form of a written 
medical note from the employee’s physician.   

• It is up to the discretion of UWNL to determine and set the limits for what is considered 
impairment in the workplace.  This may be due to the nature of the work being performed, 
equipment in operation and for health and safety purposes of all personnel and visitors in the 
workplace. 

 

It is important to note, a prescription for medical marijuana does not entitle an employee to: 

• be impaired at work; 
• compromise his or her safety, or the safety of others; 
• smoke in the workplace. Smoke-free laws apply to smoking marijuana in the same way they do 

to regular cigarettes; 
• unexcused absences or late arrivals. 

 

6.0 Violation of Policy  
 

Violation of this policy will result in disciplinary action, up to and including suspension and/or dismissal. 
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GENDER EQUITY, DIVERSITY, AND INCLUSION 
POLICY 

 
1.0 General Guidelines 
 

This policy will also be implemented company-wide and stand in conjunction with the Harassment and 
Respectful Workplace Policy. 
  
 
2.0 Equal Opportunity 
 

UWNL is an equal opportunity Employer. Our staff will ensure that all applicants are provided equal and 
fair opportunities when being considered for roles or projects with the company and the Clients to which 
we serve. UWNL will ensure that all Employees, Partners, Clients, and Affiliates will be treated fairly 
throughout the course of business. 
 
3.0 Objective 
 

The objective of this policy is to create and ensure our employees are working in environments where 
all differences are respected, where diversity is not a barrier to employment and the achievement of an 
individual’s career potential. 
 
4.0 Commitments 
 

UWNL Commits to: 
 

• Create an environment that includes diversity and inclusion; 
• Create an environment in which individual differences and the contributions of all team 

members are recognized and valued; 
• Create a working environment that promotes dignity and respect for all employees; 
• Not tolerate any form of intimidation, bullying, or harassment, and to discipline those that 

breach this policy; 
• Encourage training, development, and progression opportunities for all staff; 
• Promote equality in the workplace, it is good management practice and makes sound business 

sense; 
• Encourage anyone who feels they have been subject to discrimination to raise their concerns so 

Management can apply corrective measures; 
• Encourage employees to treat everyone with dignity and respect; 
• To regularly review all our employment practices and procedures so that equality, fairness and 

equity is maintained at all times. 
 

5.0 Recruitment, Training and Selection 
 

UWNL is committed to recruiting, retaining, and developing a diverse workforce, and to the creation of 
a fair and inclusive working environment in which individual difference is respected and collective 
diversity is valued. UWNL believes that gender equity, diversity and inclusion in staffing are vital to the 
effective delivery of the organization’s mandate. 
UWNL will implement a recruitment outreach initiative for all internal recruited roles, with the objective 
of continuously increasing the diversity of the applicant pool to include suitably qualified applicants, 
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particularly in relation to gender, indigenous status, visible minorities, and disability. 
 
UWNL is aware of the various local and diverse groups to partner, include and connect with as part of 
its recruitment process.  An example of some of these groups that UWNL includes in the recruitment 
process are as follows.  This list below is only a sample of organizations that will be contacted during 
any given recruitment drive and to which UWNL will extend information regarding the hiring and 
recruitment process. 
 

• Women in Trades ( http://www.womenapprentices.ca ); 
• St. John's Native Friendship Centre ( http://www.sjnfc.com/ ); 
• Association for New Canadians ( https://www.axiscareers.net/login/ ); 
• Women in Resource Development Corporation ( https://wrdc.ca/employer-services/ );  
• Independent Living Resource Centre ( https://www.crwdp.ca/en/partners/independent-

living-resource-centre-newfoundland-and-labrador ); 
• Advanced Education, Skills and Labour local offices, Government of Newfoundland and 

Labrador; 
• TI Murphy Centre ( http://www.murphycentre.ca/career.html ); 
• Association communautaire francophone de Saint-Jean ( https://www.acfsj.ca/en/contact ). 

 
UWNL is open to continue to reach out and/or form partnerships with any other new or existing local 
groups in the province of Newfoundland and Labrador that would foster a diverse and inclusive 
workplace.   
 
UWNL strives to include the local population of candidates at first attempts to hire for vacant positions 
in the province of Newfoundland and Labrador and will take those candidates into consideration as well 
as facilitate a fair recruitment and onboarding method for any qualified candidates.  UWNL will also 
make every effort to accommodate candidates and remove any possible barriers as necessary in the 
deliberation of employing and enabling fair and best practices in hiring. In the quest of filling vacant 
positions for clients, we will review our process and procedures on an annual basis to continue to 
facilitate a diverse and inclusive process both for our clients as well as our internal recruitment 
procedures.  
 
6.0 Learning and Development 
 

UWNL incorporates learning-based training to expand knowledge based on best practices in diversity, 
inclusion, human rights obligations, case law and unconscious bias. This is beneficial for all staff in 
assessing applications, shortlisting, and interviewing candidates for positions. 
  

http://www.womenapprentices.ca/
http://www.sjnfc.com/
https://www.axiscareers.net/login/
https://wrdc.ca/employer-services/
https://www.crwdp.ca/en/partners/independent-living-resource-centre-newfoundland-and-labrador
https://www.crwdp.ca/en/partners/independent-living-resource-centre-newfoundland-and-labrador
http://www.murphycentre.ca/career.html
https://www.acfsj.ca/en/contact


 

[24 OF 44] 

HARASSMENT AND RESPECTFUL WORKPLACE POLICY 
1.0 Harassment and Discrimination 
 

1.1 Harassment 
 
Harassment covers a wide range of verbal and non-verbal behaviors of an offensive nature including: 

• Verbal Harassment ─ Foul or obscene language, derogatory racial comments, demeaning ethnic 
jokes or slurs, unwanted sexual comments, implied or expressed promises of reward for 
complying with, or threats of reprisal for not complying with, a sexually oriented request. 

• Physical Harassment / Bullying ─ Practical jokes, pushing, shoving, aggressive behavior. 
 

• Visual Harassment ─ Obscene gestures, demeaning posters, cartoons, graffiti, or drawings, which 
are shown to an individual or a group or displayed in plain view.  

 

• Sexual Harassment ─ Any unwelcome conduct, comment, gesture or contact of a sexual nature, 
whether on a one-time basis or in a continuous series of incidents. 

If you feel you are being harassed, the following procedure should be applied:  

• If you are comfortable, you should consider telling the respondent that the behaviour is 
unwelcome and ask him or her to stop.  

• Keep a record of incidents ─ dates, times, locations, possible witnesses, what happened, 
responses. A record of events is not necessary to file a complaint, but it can assist you with 
remembering details over time. 

• File a complaint with your Executive Director and/or Human Resources Representative, if after 
asking the individual to stop his or her behaviour and the harassment continues. If you are 
uncomfortable with asking him or her to stop, you may file a complaint with your Executive 
Director and/or Human Resources Representative immediately.  

1.2 Reporting Harassment  

• Once a complaint is received, it will be kept strictly confidential. An investigation will be 
undertaken immediately, and all necessary steps will be taken to resolve the problem. 

• Both the complainant and the respondent will be interviewed, as will any witnesses.  

• If the investigation reveals evidence to support the complaint of harassment, the respondent will 
be disciplined appropriately. Discipline may include suspension or dismissal as deemed 
appropriate, and the incident will be documented in the respondent’s personnel file.  

• If the investigation fails to find evidence to support the complaint, there will be no 
documentation concerning the complaint placed in the file of the alleged individual. 

• Regardless of the outcome of a harassment complaint made in good faith, the employee lodging 
the complaint, as well as anyone providing information, will be protected from any form of 
retaliation by either co-workers and/or management.  

Employees also have the right to contact the Newfoundland and Labrador Human Rights Commission to 
file a complaint of harassment and, if circumstances warrant it, to file charges with the police. 
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To report or file a complaint: 

A complaint may be filed with your Executive Director and/or Human Resources Representative, after 
asking the individual to stop his or her behaviour and the harassment continues. If you are 
uncomfortable with asking him or her to stop, you may file a complaint with your Executive Director 
and/or Human Resources Representative immediately. 

Complaints may be made to: 

 

Initial 
Katie Greene, Executive Director:  By phone (709) 753-9888 or email 
katie.greene@nl.unitedway.ca 

Secondary Shauna Quinlan, HR Committee Chair: By phone (902)-220-8064 or email 
shaunaleequinlan@gmail.com 

Next option if 
required 

Human Rights Commission of Newfoundland & Labrador:   
By phone Toll-Free: 1-800-563-5808 or email humanrights@gov.nl.ca  

 

1.3 False Allegations 
 
To falsely accuse someone of harassment is a serious offense. When the allegation is not substantiated, 
and it is determined to be a false claim made in bad faith, appropriate disciplinary action will be taken 
with the individual making the false allegation. 

1.4 Employee Protected Reporting 

Employees can feel comfortable in meeting with management, in confidentiality and without worries 
of reprisal or retaliation, to report: 

• any abuse of authority;  

• improper conduct or unethical behavior; 

• criminal activity by a co-worker or supervisor. 

In making a disclosure the individual should exercise due care to ensure the accuracy of the information. 
If an individual makes a false allegation that person may be subject to disciplinary action. 

The Employer shall not investigate any complaint brought forth unless the complainant agrees with 
them doing so. 

2.0 Discrimination 
 
Is the refusal to employ or continue to employ, or deny a right, benefit, or opportunity on the basis 
of an actual or perceived prohibited ground of discrimination as outlined in the Human Rights Act, 
2010.  
 
  

mailto:humanrights@gov.nl.ca
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More information can be found at Human Rights Commission Newfoundland and Labrador website; 

https://thinkhumanrights.ca/human-rights-act/  
 
The enumerated grounds of discrimination in the Human Rights Code include:  
 

• race, religion, creed, political opinion, national or social origin, sex, sexual orientation, 
marital status, family status, age and disability. 

 
Discrimination is treating someone unfairly because of their personal characteristics, such as their race, 
age, sex, or disability. These characteristics also called prohibited grounds. There are 18 prohibited 
grounds protected under the Human Rights Act (s. 9). 
 
Discrimination comes in many different forms. A person can have an unfair burden put on them, or can 
be denied a privilege, benefit, or opportunity that others enjoy. 
 
Intention to discriminate is not a requirement to a finding of discrimination. It is the impact of the unfair 
treatment that is significant. 
 
Examples as taken from Human Rights Commission of Newfoundland and Labrador: 
 

• During a job interview you are being asked inappropriate questions about childcare 
arrangements, or if you are a parent, or whether or not you plan to have children (discrimination 
based on family status) and finally you do not get the job based solely on your answer to these 
questions and not your qualifications or experience. 

• Being fired when you are pregnant (sex discrimination) or are injured and need time off to heal 
(duty to accommodate). 

• Sometimes a rule or policy, which on its face is neutral, still can have has a discriminatory effect. 
For example, a policy requires that a person identifies themselves as either male or female 
(discrimination based on gender identity or expression). 

  

https://thinkhumanrights.ca/human-rights-act/
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3.0 Responsibilities and Accountabilities 
 
All personnel are responsible for their individual compliance with this policy and ensuring that they 
promote an environment in which everyone is treated with respect and dignity. Personnel are 
encouraged to discuss minor workplace issues face to face if they are comfortable to do so. They are 
also encouraged to report any incidents of harassment and/or violence. 
 
Executives have a duty to ensure that any incidents of harassment and discrimination are dealt with 
right away and that any complaints brought forward are reviewed and investigated appropriately. 
Executives are responsible to lead by example by modeling respectful workplace behaviour and 
dealing with disrespectful and inappropriate behaviours. 
 
Everyone is responsible to ensure the success of this policy by refraining from harassment and 
working together to promote a safe and harmonious environment. 
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HEALTH & SAFETY POLICY 
1.0 Policy 
 
UWNL is committed to providing a safe and healthy environment for our employees, volunteers, clients, 
and visitors.  In fulfilling this commitment, we will provide and maintain a safe and healthful work 
setting and we will strive to eliminate hazards which could result in personal injury or illness.  
 

All employees have a responsibility to maintain a clean and orderly work environment, at an acceptable 
standard for the protection and well-being of everyone in the workplace. Employees also have a 
responsibility to review and comply with the health and safety guidelines, as well as report in a timely 
manner, any unsafe acts or conditions that arise.   
 

1.1  Health and Safety Guidelines 
 

The following is a list of general safety guidelines that all employees must always follow.  

• Employees shall comply with all Government health and safety regulations that apply to the 
workplace.   

• Employees shall report all accidents, near misses and/or injuries at work to the Executive 
Director immediately.   

• Smoking is not permitted within the building at any time and is strongly discouraged near any 
entrances to the building.  

• All vehicles, equipment, and tools, owned, leased, or rented by UWNL shall be operated within 
the law and only for their intended use.  

• All employees who use their cellular phone while driving shall use a hands-free device.   
• Employees required to visit another workplace or job site shall observe all health and safety 

policies, procedures, and rules in place at those locations.  
• Employees shall use an appropriate ladder or step stool to retrieve items that are too high to 

reach.  
• Sharp objects such as scissors, letter openers, pens, pencils etc., should be kept in the front 

portion of desk drawers where they can be seen when the drawer is opened.  
• Drawers on filing cabinets and desks shall be kept closed when not in use or unattended and only 

one drawer of a filing cabinet shall be opened at a time to prevent overbalancing.  
• All employees shall exercise good housekeeping habits by not allowing material to accumulate 

and shall not place obstructions such as briefcases, chairs, boxes, trash cans or cables in aisles or 
stairways.  

• Broken glass or similar material that may cause cuts or punctures shall not be placed in 
wastebaskets. Such material shall be placed in a box and marked "Broken Glass" and placed 
alongside the wastebasket. Employees handling broken glass shall wear the appropriate hand 
protection 
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HIRING & PROBATIONARY PERIOD POLICY 
1.0 Hiring Policy 
 
The decision to fill a new or vacant position requires approval of the Board of Directors. United Way 
Newfoundland and Labrador will ensure that equal opportunity laws are followed and that all applicants 
are considered and given equal and fair opportunity when being considered for a position or work with 
United Way Newfoundland and Labrador. Once hiring has been approved, the vacant position shall 
normally be posted in online recruiting sites. These sites include, but are not limited to:  Indeed.ca, 
jobbank.gc.ca and local Colleges/University. 

Candidates for the position shall be selected from the pool of applicants and shall be interviewed by the 
Executive Director. For management positions, one member of the Board of Directors should be present 
for the final round of interviews. 

The selected candidate shall be given a written job offer outlining the salary, benefits and other key 
employment terms and conditions applicable to the position, followed by a formal contract.  

 
2.0  Probationary Period 
 
New employees shall be hired for a probationary period of three (3) months duration and six (6) 
months for management staff.  Employees shall not participate in benefits or retirement savings 
programs during their probationary period.  At the end of the probationary period, the Executive 
Director shall provide formal performance feedback to the employee. 

An employee who performs successfully during the probationary period shall be confirmed in the 
position and shall thereafter participate in benefits and retirement savings programs.  An employee 
who does not perform successfully during the probationary period may be terminated, or may, at the 
discretion of the Executive Director, be provided an opportunity to improve job performance during 
an extended probationary period not to exceed three (3) additional months. 
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LEAVE AND TIME OFF POLICY 

 
1.0 Paid Time Off 
 
Paid leave is in three forms – paid time off, sick leave and annual paid holidays.  

Paid time off (PTO) provides time for vacation, sick leave, personal leave, family leave, and 
compassionate leave. Annual paid holidays include statutory holidays as identified by the Government 
of Newfoundland & Labrador (and listed later in this policy).   

Requests for time off are required to be submitted to the Executive Director for approval. When conflicts 
in PTO usage requests arise, the seniority of the employment and organizational needs may be taken 
into account for approval. 

Employees earn PTO hours per years of service in accordance with the chart below. Employees do not 
earn PTO hours while on an unpaid leave of absence or while absent without pay. 

 

Paid Time Off for Employees 

Staff Service Credit Earn this amount of 
PTO per month  

For a total of this amount 
each year 

Up to 48 months of service credit 9.38 hours 112.5 hours (15 days) 

48 – 95 months of service credit (4 years) 12.5 hours 150 hours (20 days) 

96-143 months of service (8 years) 15.63 hours 187.5 hours (25 days) 

After 144 months of service (12 years) 18.75 hours 225 hours (30 days) 

Management Service Credit Earn this amount of 
PTO per month  

For a total of this amount 
each year 

Up to 48 months of service credit 12.5 hours 150 hours (20 days) 

48 – 95 months of service credit (4 years) 15.63 hours 187.5 hours (25 days) 

96-143 months of service (8 years) 18.75 hours 225 hours (30 days) 

After 144 months of service (12 years) 21.88 hours 262.5 hours (35 days) 

 
PTO Records 
The Executive Director shall maintain the PTO records for each employee. Records are updated monthly 
and more often if necessary.  

Employees shall have reasonable access to their PTO Records to ensure they have time accrued before 
using it and to ensure they do not use more than their annual allowance 
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With the approval of the Executive Director and where operationally feasible, employees may use PTO 
once it is accrued.  The annual accrual and any carried forward is the maximum amount of PTO that shall 
be used in a calendar year.  

PTO Carry Forward 

The maximum amount of PTO an employee may carry forward to a new year is 5 days. 

Paying out PTO 

Accrued PTO cannot be paid to employees except in cases when employment has ceased, at which time 
all accrued PTO in the employee’s account will be paid. 

Paid Holidays 

Employees are excused from work with pay for the following holidays, except where continuous 
service is essential: 

New Year's Day (January 1) 

Good Friday (Christian Calendar) 

Easter Monday (Christian Calendar) 

Victoria Day (May – the Monday preceding May 25) 

Memorial Day (July 1) 

Civic Holiday – St. John’s Regatta Day (1st Wednesday in August, weather permitting) 

Labour Day (1st Monday in September) 

Thanksgiving Day (2nd Monday in October) 

Armistice Day (November 11) 

Christmas Day (December 25) 

Boxing Day (December 26) 

The list of actual days these are to be observed each calendar year will be made available to all staff by 
the Executive Director at least one month prior to the start of the calendar year.  

Religious Holidays 
 
Some employees celebrate religious holidays that are not in the above list. If employees want time off 
for a religious holiday not listed above, reasonable accommodation may be made in the work schedule.  
Employees may use PTO for the absence or may take time off without pay or rearrange the work 
schedule to make up the missed work time within the same work week as the religious observation 
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Sick Leave 
 
Each employee will be given 10 sick days (prorated for part time staff) at the start of each fiscal year. 
Sick leave cannot accumulate or be carried year to year and must be to be used only for personal sick 
day or to care for a dependent who is ill. A doctor’s note will be required for anyone taking leave of 3 
or more consecutive days. 
 
2.0 Seasonal Closure 
 
Historically, UWNL has made the decision to close the office from the period between Christmas and 
New Year’s Day. UWNL’s office will not automatically be closed during this period. Annually, the 
Executive Director will review the organization’s commitments, priorities and needs during the 
calendar period around the Christmas holiday and arrive at a decision that meets the needs of the 
organization in consultation with the Board of Directors Executive Committee. When the seasonal 
closure is implemented, employees are expected to check emails and phone messages during this 
time to ensure anything of an important or time-sensitive nature is handled. Decisions made 
regarding the office will be communicated clearly to all employees. Staff will receive bonus days, only 
to be used between December 23 and January 2, based on their length of employment. All other days 
must be taken in PTO. 

 

Staff Service Time Bonus Seasonal Days 
During the first 48 months of service credit 1.5 days 
After 48 months of service credit (4 years) 2.5 days 
After 96 months of service (8 years) 3.5 days 
After 144 months of service (12 years) 4.5 days 

 
3.0 Inclement Weather Closure  
 
The office will follow Memorial University of Newfoundland (MUN)’s closure schedule. Staff will be 
remunerated as usual during such an office closure. When the office is not officially closed, it is 
expected that staff missing work due to inclement weather will use PTO to account for time away. 
 
4.0 Bereavement  
 
Bereavement Leave is meant to accommodate the needs of employees who suffer the loss of a 
PRIMARY Family member (Spouse, Child, Sibling or Parent, personal or in law). Due to the sensitive 
nature, and the days potentially required for travel and planning, UWNL will accommodate 
employees with a five-day Bereavement Leave. Any time taken above and beyond the time afforded 
by this policy must be coordinated with Executive Director and/or the Board of Directors and will 
come from Personal Time Off accumulated. 
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5.0 Parental Leave 
 

Parental Leave is defined as unpaid leave granted to either parent following the birth or adoption of 
a child. Employees may take 52 weeks parental leave and may also avail of an optional extended 
parental leave period of an additional 26 weeks, for a total parental leave period of 78 weeks. It is the 
responsibility of employee to notify their supervisors, at least four weeks in advance, of their intent 
to take parental leave and whether they wish to avail of the optional extended parental leave period 
of 78 weeks. Dates for the commencement of parental leave and for returning to work should be 
agreed upon by the employee and supervisor. Changes to either agreed upon dates require at least 2 
weeks’ notice, where possible. Employees who take parental leave may continue their Group Medical 
and Group Life Insurance premiums for a maximum of 78 weeks where the employee pays the 
Employer’s share and concurrently pay their own share. Employee must notify the Executive 
Director, in writing, as to whether or not they wish to continue their health benefits during the period 
of parental leave.  Employees who take parental leave for a maximum of 78 weeks may resume their 
former positions upon return from parental leave, with no loss of accrued benefits. 

 
6.0 Compassionate Care Leave 
 
Where an employee has been employed by UWNL for a continuous period of six months or more, 
compassionate care leave, taken in the form of unpaid leave, may be available to employees to 
provide care or support to a family member that has a serious medical condition with a significant 
risk of death. Employees may take up to 20 days of unpaid leave in any fiscal year and maintain their 
full entitlement of annual leave, sick leave, or paid leave credits. Employees who use 21 or more 
days of unpaid leave in any fiscal year will have their annual leave, sick leave and/or paid leave 
entitlements reduced proportional to the total number of unpaid leave days taken in excess of 20 
days. Employees cannot accrue or use sick leave, annual leave, paid leave, or any accumulated leave 
when on periods of unpaid leave in excess of 20 days. Please see Government of NL policies for 
further guidelines. 
 
7.0 Leave for Care of Critically Ill Child 
 
Where an employee has been employed by UWNL for a continuous period of three months or more 
and is the parent of a critically ill child, UWNL shall, on the request of the employee, grant to the 
employee unpaid leave of absence for up to 26 weeks within a 52-week period for the purpose of 
providing care and support to the critically ill child. 
 
8.0 Jury Duty/Court Witness 
 
Upon receipt of notification from provincial or federal courts of an obligation to serve on a jury or to 
act as a court witness, the employee should notify the UWNL Executive Director. The employee is 
required to provide copies of the subpoena or jury summons. The Executive Director will verify the 
notification and make scheduling adjustments to accommodate the employee’s obligation. The 
Executive Director will also provide court documentation to payroll for processing. 
 
Employees appearing in their own case as a plaintiff or defendant or for a non-subpoenaed court 
appearance will not receive paid time off. Vacation or unpaid time should be used for such instances. 
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9.0 Voting 
 
Employees are encouraged to exercise their right to vote. Employees whose work schedules prevent 
them from voting during the hours set aside for a municipal, provincial, or federal election, may be 
allowed time off with pay to vote, up to a maximum of two hours. 
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PERFORMANCE MANAGEMENT POLICY 
1.1 Policy 

1.2 Job description 

Each employee shall have a written job description setting out the duties and expectations of the job.  
When a new position is created, a job description shall be developed as soon as is practical but not 
later than 1 year following the establishment of the position.  

Job Descriptions for all positions are to be reviewed annually by employee in role and the Executive 
Director, prior to the completion of the Performance Review and Goal Planning final review meeting. 

1.3 Annual Job Objectives 

The Board of Directors provides strategic guidance to UWNL and is responsible to establish annual 
goals for the organization.  

The Executive Director shall meet with each employee at the start of each fiscal year to discuss 
expectations and objectives to be achieved within the year by that employee within his or her specific 
job function. These objectives will be reviewed mid-year and end of year, with feedback to be 
provided by employee and Executive Director. 

The Chair of the Board of Directors shall meet with the Executive Director at the beginning of the 
fiscal year to discuss expectations and objectives to be achieved within the year.  These objectives 
will be reviewed together at the end of each fiscal year. 

1.4 Performance Reviews 

At the completion of the initial probationary period, and thereafter on an annual basis at the end 
of each fiscal year, the Executive Director shall provide each employee with a written 
performance review.  The review shall encompass feedback on the employee's performance 
relative to the job description and the objectives set out for the year.  

At the completion of the annual end of year review, each performance review will be rated 
either Not Meeting, Developing Towards, Meets or Exceeds.  

An employee who is not meeting expectations shall be given specific feedback about the areas 
that require improvement.  Failure to improve performance within a reasonable timeframe may 
result in termination from the organization.  

The Chair of the Board of Directors shall provide performance feedback to the Executive 
Director. 

  



 

[36 OF 44] 

1.5 Salary Increases 

Salary increases will happen annually at the start of the fiscal year based on the previous year’s 
performance. They will be granted on a three-point percentage sliding scale, determined 
annually, from Developing Towards receiving the low range, Meets receiving mid-range and 
Exceeds receiving top range. 

For example, if the determined scale is 1% to 3% an employee who receives a rating of “Meets” 
at their yearend review in March, they will receive a 2% raise effective April 1. 
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PROGRESSIVE DICIPLINE POLICY 
 

1.0 First Offense 
 
If an action or behaviour is deemed to be undesirable by UWNL, the employee will be disciplined 
accordingly for their first offense. First offense will require UWNL to provide the Employee with a 
verbal warning surrounding action or behaviour. As part of this process, the Employee will be given 
an explanation surrounding the behaviour and why it was unacceptable and at this stage the 
Employee can then provide explanation regarding the action or behaviour.  
 
Personnel will be provided with information that if the action or behaviour or similar were to happen 
in the future that further disciplinary action will take place, and this could include termination of 
employment. The verbal warning will not be placed on file; however, it will be taken into 
consideration and noted if further action or behaviour were to occur.  
 
Examples of action or behaviour that is deemed to be considered severe enough for a verbal warning 
are: arriving late to work without reasoning regularly, not following proper protocols.  
 
2.0 Second/Severe Offense 
 

If an action or behaviour is deemed to be undesirable or severe in nature by UWNL, the employee 
will be disciplined accordingly, through a written warning. Also, second offense will be considered if 
the Employee has been disciplined previously, through verbal warning on a similar offense.  
 
This will require UWNL to provide the Employee with a written warning surrounding the action or 
behaviour. As part of this process, the Employee will be given an explanation, in writing, surrounding 
the action or behaviour and why it was unacceptable and at this stage the Employee can then provide 
explanation regarding the action or behaviour.  
 
The Employee will then be provided with this information in writing, and it will also be placed on the 
Employee’s file. This information/letter will need to be signed by the Employee as proof that they 
have received it. Employee will be provided with information that if the action or behaviour or similar 
were to happen in the future that further disciplinary action will take place, and this could include 
termination.  
 
Examples of action or behaviour that is deemed to be considered severe enough for a written warning 
are: inappropriate and rude behaviour with co-workers, volunteers or at a partner agency while 
representing UWNL (i.e., raised voice and/or unprofessional behaviour), continually showing up to 
work late, without reasoning.  
 
3.0 Third/Severe Offense  
 
If an action or behaviour is deemed to be undesirable or severe in nature by UWNL, the employee 
will be disciplined accordingly through suspension. Also, third offense will be considered if the 
Employee has been disciplined previously, through verbal warning and written warning on a similar 
offense.  
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This will require the UWNL to provide the Employee with a written statement outlining either the 
severity of the action or behaviour or that it is a third offense. The written document will need to 
include the information regarding the action or behaviour and the duration of the suspension and 
whether is to be paid or unpaid. Also, in the document will be reasoning as to why the action or 
behaviour was deemed to be unacceptable.  
 
The Employee will then be provided with the suspension in writing, and it will also be placed on the 
Employee’s file. This information/letter will need to be signed by the Employee as proof that they 
have received it. An Employee will be provided with information that if the action or behaviour or 
similar were to happen in the future that further disciplinary action will take place, and this could 
include termination.  
 
Examples of action or behaviour that is deemed to be considered severe enough for a suspension are: 
repetitive instances of not showing up to work without reasoning, repetitive instances of 
inappropriate behaviour towards volunteer, co-workers, managers, etc.   
 

4.0 Termination of Employment 
 

If an action or behaviour is deemed to be undesirable or severe in nature by UWNL, the employee 
will be disciplined accordingly through termination of employment. All steps will be taken to ensure 
that proper disciplinary action was previously taken and recorded in the employee file.  
 
This will require UWNL to provide the Employee with proper documentation outlining the severity 
of the undesirable action or behaviour and the justification behind the termination. Included in the 
documentation should be a description of the offense and previous disciplinary action that the 
Employee has been communicated.  
 
The Employee will then be issued a notice of termination of employment in writing, and it will also 
be placed on the Employee’s file. The Employee may be escorted from UWNL property. 
 
Examples of action or behaviour that is deemed to be considered severe enough for termination are 
(this is not an exhaustive list): fraud, sexual or physical assault, repeated disciplinary attempts, 
breach of confidentiality, etc.  
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PUBLIC SPOKESPERSON POLICY 
1.0 Policy 

UWNL relies on the contributions of both volunteers and paid employees to achieve its mandate.  
When opportunities arise for UWNL to be represented publicly, such as special events or media 
interviews, the following positions are authorized to speak on behalf of UWNL. 

1. On matters of policy and procedure, the Board Chair or his/her designate shall be the public 
spokesperson. 

2. On campaign matters, the Chair of the Campaign Committee or his/her designate shall be the 
spokesperson. 

3. On matters of operations, the Executive Director or his/her designate shall be the public 
spokesperson. 

4. On matters donor or workplace relations or speaking in workplaces, the Executive Director 
and Campaign Coordinator will share the role of spokesperson. 

 
Where necessary, spokespersons will be provided training for media interviews or public 
speaking. 

 
2.0 Procedure  

Initiating media relations  
Most UWNL media relations activities are led by the Executive Director, Board of Directors and/or 
United Way Centraide. 

Authorized City Spokesperson  
UWNL spokespeople may address media inquiries on matters pertaining to their day-to-day 
operations without the involvement of United Way Centraide.  
A spokesperson may share or delegate their spokesperson responsibilities when subject matter 
expertise/information is sought beyond what the spokesperson could provide, and when the 
delegated spokesperson is adequately prepared to undertake this responsibility. 

Non-spokespeople  
Employees who are not authorized spokespeople must refer media inquiries to the authorized 
spokesperson (UWNL Executive Director). UWNL employees who are not designated spokespeople 
are not authorized to make statements to the media and/or in public discussion on behalf of the 
UWNL. 
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Personal point of view  
All employees have the right to express personal points of view, and, at times, an employee’s opinion 
may conflict with the UWNL’s official position. Personal opinions must not be expressed using UWNL 
letterhead, email addresses or online accounts.  
If an employee expresses his or her personal opinion during a public discussion, he or she must 
identify himself or herself as a UWNL employee, and state that his or her views do not represent the 
views of the UWNL, but rather, are the employee’s personally held opinions. Employees should use a 
disclaimer when expressing personal opinions in public.  
During public discussions and media interviews, employees acting as an UWNL spokespeople are 
expected to convey the official position of  UWNL rather than personal points of view. 

Known or potentially contentious issues  
All media inquiries regarding known or potentially contentious issues must be immediately referred 
to the Executive Director. In collaboration with the Board of Directors and Executive Director, they 
will coordinate a plan and/or response on behalf of the UWNL. 

Anonymous media requests  
UWNL reserves the right to refuse anonymous media requests. 

Non-media information requests  
All employees are encouraged to answer general or routine inquiries, provided they pertain to their 
area of work, the employee is knowledgeable enough about the subject to answer, and the 
information is already in the public domain (e.g., published in public reports or on UWNL’s website). 

Responding to social media posts  
UWNL’s practices for responding to social media posts continue to evolve. Employees are required 
to contact the Executive Director if they feel a UWNL response to a social media post is warranted 
and/or required. 

Policy application  
Subject to applicable employment policy agreements, UWNL may consider disciplinary measures or 
legal action if an identifiable employee makes defamatory or otherwise inappropriate statements in 
public about their co-workers and/or employer. This includes comments made on websites, blogs 
and social media networks using personal computers, Smartphones, or devices, from an online 
account or profile associated with a personal email address. 
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TRAVEL RATES POLICY 
 

1.0 Policy 

In order to support the United Way Newfoundland and Labrador’s activities and mission, UWNL will 
reimburse reasonable costs of travel activities incurred by members of employees, volunteers and 
Board of Directors, provided the expenses comply with the Regulations set out below. 

Travel and Living Guidelines 

Travel and Living expenses to be claimed at actual cost but not to exceed the guidelines as 
stated herein. 

Meals 

At actual cost but to not exceed. For travel status of less than one full calendar day: 

Breakfast     $12.50 
Lunch      $12.00 
Dinner      $33.60 
Full calendar day travel status all meals:  $58.10 

Employees cannot claim for a meal when one is served on a plane. 

Meals at the beginning to at the end of a period of travel are normally reimbursed as follows: 

A) Departure from home or office before: 

      07:45 a.m.  Breakfast paid 

      01:00 p.m. Lunch            paid 

      07:00 p.m.  Dinner              paid 

B)  Arrival at home or office after: 

 07:45 a.m. Breakfast  paid 

       12:00 p.m. Lunch         paid 

       06:30 p.m. Dinner       paid 

 

 Incidentals 

The Representative may claim up to $17.30 per full and part calendar day in travel status. 

Transportation 

If a private vehicle is used, the Representative will be paid in accordance with the rate indicated 
below – Rates per Kilometre”. 

Public transit, airport buses, etc., are to be used for local transportation where practical. 
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Economy vehicles are to be used when car rentals are required unless the number of passengers 
or load justify a larger vehicle. 

Receipts and Vouchers 

Receipts and vouchers for accommodation and transportation are to be submitted with claims. 

No receipts or vouchers are required for private accommodation. Taxis, shuttles and local 
transportation services are alternatives for short local trips.  Actual expenses shall be 
reimbursed.  Receipts are only required to justify taxi fares in excess of $10.00. 

Entertainment 

Entertainment is not an allowable expense. 

Rates per Kilometre 

The rates payable in cents per kilometre for authorized official use of private cars within and 
outside headquarters area during a fiscal year are shown below: 

• 42 Cents/km 
• For trips in excess of 100kms: 42.0 cents/km for 1st 100 kms and 32.0 cents/km for each 

additional km. 
 

  



 

[43 OF 44] 

DEFINITIONS 
 

Company or Organization  United Way Newfoundland and Labrador (UWNL)                              

Donor Any individual, organization or private business who donates items,   
especially money or necessary or requested objects in aid of the UWNL. 

Diversity 

UWNL recruits, retains, and develops a workforce that is diverse in terms 
of both inherent and acquired differences, including gender, nationality, 
ethnicity, culture, gender identity, sexual orientation, age, disability, 
religion, marital and family status, as well as education, professional 

        
 

Gender equity Fair treatment between all genders. 
 

Inclusion 

UWNL builds an inclusive culture, in which individual diversity is valued, 
and collective diversity is regarded as a vital asset, benefiting both 
individual and organizational performance, and contributing to the 
organization’s ability to deliver on its mandate. 
 

Media 
Media include traditional news media (print, radio and television), online 
(websites) and social media (blogs, Facebook, LinkedIn, YouTube, Twitter 
and other sites where content is generated by users). 

Partner Agency 

Includes any community or government agency and/or private business to 
which UWNL supplies a service, engages in work with and/or offers 
volunteer opportunities for the agency’s members. May also be considered 
a ‘Donor’ for the Organization. 

Personnel 
Includes all internal Employees working at the UWNL offices and those 
temporary Employees working in office and/or remotely (outside of the 
physical office space) or on behalf of and with UWNL. 

Spokesperson 
A spokesperson is a UWNL employee or volunteer who has the authority 
to make statements to traditional, online and social media on behalf of the 
organization. 

Volunteer 

A person who is designated by United Way Executive and/or Board 
Members, and freely offers to take part in a United Way function and/or 
role, or who undertakes a task relating to the Organizations’ mission or 
processes. 
 

 
Work Location 
 
 
 
 
 
 

Includes main UWNL office, while on UWNL or Business Travel, and 
any partner agency site or project location that UWNL has employees 
working within. This may include any location whereby employees 
are representing or seem to be representing UWNL. 

 



PHILANTHROPY is based on voluntary action for the common good. It is a tradition of giving and

sharing that is primary to the quality of life. To assure that philanthropy merits the respect and trust of 

the general public, and that donors and prospective donors can have full confidence in the not-for-profit 

organizations and causes they are asked to support, we declare that all donors have these rights:

A DONOR BILL OF RIGHTS

I
To be informed of the organization’s mission,  

of the way the organization intends to use  

donated resources, and of its capacity  

to use donations effectively for their  

intended purposes.

II
To be informed of the identity of those serving

on the organization’s governing board, 

and to expect the board to exercise prudent 

judgment in its stewardship responsibilities.

III
To have access to the organization’s 

most recent financial statements.

IV
To be assured their gifts will be used for 

the purposes for which they were given.

V
To receive appropriate acknowledgement  

and recognition.

VI
To be assured that information about their 

donations is handled with respect and with

 confidentiality to the extent provided by law.

VII
To expect that all relationships with 

individuals representing organizations of interest 

to the donor will be professional in nature.

VIII
To be informed whether those seeking

donations are volunteers, employees of the 

organization or hired solicitors.

IX
To have the opportunity for their

names to be deleted from mailing lists that 

an organization may intend to share.

X
To feel free to ask questions when making 

a donation and to receive prompt, truthful and 

forthright answers.

ADOPTED IN 1993  •  COPYRIGHT AFP, AHP, CASE, GIVING INSTITUTE 2015  •  ALL RIGHTS RESERVED

DEVELOPED BY:

Association of Fundraising 
Professionals (AFP)

Association for Healthcare 
Philanthropy (AHP)

Council for Advancement and 
Support of Education (CASE)

Giving Institute: Leading 
Consultants to Non-Profits
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