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The success of the Canadian Mental Health Association (CMHA) Kelowna (the Organization) is directly 

attributable to the focus on our people and culture. In this regard, the Organization is committed to 

maintaining a supportive environment that is values based, fair, inclusive and collaborative. As a 

result, the policies enclosed follow (at a minimum) the Employment Standards Act of BC and the BC 

Human Rights Code. The intent of this Manual is to provide employees of CMHA Kelowna with 

information regarding the employment relationship and expectations of both the employee and 

employer. 

 
WRITTEN EMPLOYMENT POLICIES 
This policy manual is distributed to all incoming employees during their orientation. All employees are 

provided the opportunity to read, seek clarification, and acknowledge receipt of the manual, and 

agree to embrace and abide by the policies enclosed. It is the organization's practice to review the 

Manual carefully prior to taking any disciplinary action against an employee to ensure that the 

Organization's policies have been followed. Employees who have questions or concerns about any of 

the policies contained in the Manual are encouraged to speak with their direct supervisor, Human 

Resources, or the CEO (Chief Executive Officer). 

 
REVIEW OF POLICY AND COMMUNICATION 

CMHA Kelowna senior management reviews and updates this Manual annually in order to ensure 

that policies remain suitable for the organization and in compliance with accreditation standards and 

provincial and federal employment law. Subsequently, all new policies and/or revisions are 

communicated/distributed in writing to employees through email at a minimum. Where 

appropriate, updates will be provided during in person meetings. 
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HISTORY 

Founded in 1918, by Dr. Clarence M. Hincks, Dr. Charles K. Clarke and Clifford W. Beers as the Canadian 

National Committee for Mental Hygiene, the Canadian Mental Health Association (CMHA) is one of the 

oldest continuing voluntary health and not for profit organizations in Canada. The original goals of the 

organization centered on war recruits, mental examination of post-war immigrants, prevention, and 

support for adequate facilities and care for the treatment of mental illness. 

 

Dr. Hincks became director of the Organization in 1924. He developed an interest in patients whose 

work and productive lives were hampered by what was then seen as malfunctions of the mind. He 

suffered from periodic bouts of depression all his life, so his empathy toward his fellow sufferers, 

coupled with a profound knowledge of medicine and early twentieth-century psychological 

developments in Europe revolutionized the conditions and treatment of mental health patients in 

Canada.  Since then, there has been a debate about the methods used by the founders with respect to 

their experiments and how all people were valued.  It is important to remember the context of the 

time, learn from the past and focus on the advances that were made to support achievement of a 

vision of a mentally healthy people in a healthy society. 

CMHA is uniquely positioned in Canada as a charity that brings together community-based experience 

and expertise on the prevention of mental illness and community supports for the mental well-being 

of all Canadians. We are not only unique in our mental health promotion approach, but also in our 

ability to speak to issues spanning the broad range of mental disorders and the full spectrum of those 

affected: from those at risk, to those newly diagnosed, to those who have been living with a 

psychiatric disability over the longer-term - as well as family, friends and community gatekeepers. 

 
Each year, CMHA divisions and branches across Canada provide service to more than 100,000 

Canadians through the combined efforts of more than 10,000 volunteers and staff in locally run 

organizations in more than 135 communities. Guiding the activities of CMHA on a national level 

is the Framework for Support. It is referred to as the most comprehensive model for mental 

health planning by federal and provincial governments as well as by the Centre for Community 

Change in the US, and the Government of Ireland. 
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ABOUT CMHA KELOWNA 

In 1956, CMHA Kelowna was formed by volunteers to support people with mental health challenges in 

an ongoing, weekly and non-institutional manner. By 1962, the Okanagan’s first resident Psychiatrist 

was appointed and the Kelowna General Hospital opened a seven-bed Psychiatric Unit. Volunteers 

from CMHA Kelowna visited the Unit every other weekday to bring the patients home comforts, 

supporting the recovery of patients.  
 

In an effort to bring awareness of mental health issues to the community, the organization launched 

an adult education program at the Kelowna Night School in 1967. It also introduced a series of 

lectures and meetings for women. The power of shared experiences, and open conversations 

converging around both mental health and illness remain a focus for the organization today. A host of 

individual and group workshops, as well as self-help offerings aim to support a mentally healthy 

Kelowna at work, home and play.  
 

In 1972, CMHA Kelowna facilitated the Discovery Club, a gathering place for seniors at St. David’s 

church. And in 1984 the Oasis Club set up in the Parkinson Recreation Centre to create support 

systems for underemployed youth. The Wellness Development Centre (WDC) situated in CMHA 

Kelowna headquarters (site of the former church) now fosters a similar sense of belonging for 

members of its community.  
 

Over the next 40 years, CMHA Kelowna expanded its role from providers of supportive services to 

true guardians and champions of safe living environments and fair treatment. It opened two group 

living homes, McNair House in 1970, and Davies House in 1986. These were divested to another 

nonprofit organization in 2002.  Today, CMHA Kelowna continues to advocate for access to 

affordable, safe and secure housing such as Rosemead Apartments, our scattered sites program and 

housing with appropriate services and supports, such as Willowbridge, Heath House, Ellis Place, 

Gordon Place and McCurdy Place (Supportive Housing), Benvoulin (Bright Mindz) housing for youth 

and our rapid response and outreach services to people at risk of homelessness. 
 

Since 1984, CMHA Kelowna has also delivered experiential training programs to help people develop 

the skills to find and maintain gainful employment. Early landscaping, painting and administrative 

opportunities made way for a thrift shop in 1991, and finally a food service social enterprise (Meals 

Matter) started in 2010.  While the vocational program and thrift shop did not endure but what did 

was a focus on providing services and supports that help people to get and stay well. 

 

Given one in five Canadians will experience a mental health challenge at some point in their life, 

helping people to get the right level of support, at the right time is mission critical for CMHA Kelowna. 

With a mentally healthy community in mind, staff, volunteers, partners, donors and funders continue 

to co-create innovative new solutions that are informed by nearly six decades of formative work in the 

community.  

http://cmhakelowna.com/workshops/
http://cmhakelowna.com/self-help-tools/
http://cmhakelowna.com/wellness-centre/
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Throughout a century of much change, we remain deeply rooted in embracing the voice of people with 

lived experience of mental illness and addictions, collaborating with and within communities, using 

evidence to inform our work, and working to improve mental health for all. 
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CMHA VISION:  
Mentally healthy people in a healthy society. 

 
CMHA NATIONWIDE MISSION: 
As the nation-wide leader and champion for mental health, the Canadian Mental Health 
Association facilitates access to the resources people require to maintain and improve mental 
health and community integration, build resilience, and support recovery from mental illness. 
 

CMHA KEY VALUES & PRINCIPLES: 
Within this, CMHA Kelowna has interpreted the following in our community: 

 
 Embracing the voice of people with mental health challenges 

 Promoting inclusion 

 Working collaboratively 

 Influencing the social determinants of health (housing, justice etc.) 

 Focusing on the mental health needs of all age groups 

 Using evidence to inform our work 

 Being transparent and accountable 
 

 

NOTE TO READER: This section will be updated in 2022 as CMHA National just created a new 

mission and vision for the organization nation-wide and it will be incorporated in our Strategic 

Planning process and documentation going forward. 
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All offers of employment shall be in writing and confirmed by the recipient in writing. This offer and 

acceptance constitutes an "Employment Agreement". 

 
FUNDING AVAILABILITY: All employment is subject to available funding as confirmed, monitored 

and approved by the Chief Executive Officer. 

 
LEGISLATED STANDARDS AND PRACTICES: All employees are subject to British Columbia’s 

legislated labour standards and practices. 
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The Organization will ensure objective, fair and consistent hiring practices are applied. 

 

Guiding Principles: The Organization uses an interview process for managing the risks 

associated with interviewing prospective employees and volunteers. All employees involved 

in interviewing have been trained on the principles set out for this process. 

 
When a vacancy occurs, the CEO with input from senior leadership, will determine whether there is a 

need to fill the position. Candidate selection may be based upon the assessment of education, training, 

experience, required certification, personal suitability, eligibility to work in Canada, eligibility for 

bonding, absence of a job-related criminal record, positive reference checks, and other factors 

considered relevant by the employer (i.e. on rare occasions other factors may include finger-printing as 

a requirement of the funding or licensing body). 

 
As an equal opportunity employer, the Organization will not discriminate against any 

applicant/candidate on the basis of race, colour, ancestry, place of origin, political belief, religion, 

marital status, family status, physical or mental disability, gender, sexual orientation, age, or conviction 

unrelated to employment, except where such discrimination constitutes a bona fide occupational 

requirement.  Prior to making a final selection, the employer will conduct background checks including 

a minimum of two (2) reference checks and a criminal records check. The results of these checks are 

reviewed against the organization's eligibility criteria to determine whether any applicants must be 

excluded due to the results of the background check. 
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During the course of the selection process, inquiries may be made regarding the criminal record of 
persons who are being considered for positions within the organization. Should the results of such 
inquiries indicate that there is a criminal record, which is relevant to the position applied for, a 
review must take place with respect to the applicant's suitability for the role.  Due to the length of 
time required to complete the criminal records check, candidates may be in a position to start their 
position within the Organization prior to the criminal record check being deemed satisfactory. If it is 
decided that the criminal record check disqualifies the candidate/employee suitability for 
employment with the Organization, the candidate/employee will receive notice in writing and their 
offer of employment will be rescinded and/or employment terminated. 

 
In the event that there are any change(s) to the status of an employee’s Driver’s Record or 
Criminal Record, the employee is required to notify their supervisor and Human Resources 
immediately. 

 
CRIMINAL RECORD EXAMINATION PROCEDURES: 

 

 
 In the event an applicant or an employee having a record, the Organization must contact the 

applicant or employee to arrange a time to discuss and examine the implications of the 
record relative to the position. 

 When examining the criminal record, a determination may be made as to its relevance to the 
job and whether or not it is of such an extent and nature that it may disqualify the applicant or 
affect the employee’s ability to do their job. Unless a criminal or summary conviction charge is 
related to the employment or intended employment of an applicant, any refusal on such a 
basis would be in breach of the Human Rights Act. The degree to which the details of the 
criminal record are investigated will vary, depending on factors such as the nature and extent 
of the offence(s) and the outcome of any charge(s). 

 The Organization will interview the applicant to obtain as much information as possible about 
the circumstances which led to the record. Only generic information regarding decisions on 
individual cases will be retained. 

 

Policy Title CRIMINAL RECORDS CHECK 
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Relatives of an employee may be employed provided a supervisory or reporting relationship does 

not occur between the two relatives; and the relative to be hired does not work in proximity to the 

employee in question. Exceptions may be considered with approval of the Chief Executive Officer. 

 
Relatives of a member of the Board of Directors may be hired provided the Board member 

thereafter absences themselves from any discussion at the Board pertaining to any personnel 

issues, including salaries, benefits, conditions of work, recruitment etc. 
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PERMANENT EMPLOYMENT: An approved position of an indeterminate period of time. The 

position may be full or part-time. 

 Full Time constitutes thirty-five (35) hours per week or more. 

 Part Time constitutes thirty-four (34) hours per week or less. 

 
TEMPORARY EMPLOYMENT: A position within approved budget to temporarily augment or 

replace current employee complement. The position may be full time or part time. 

 
CONTRACT POSITION: An employee hired by and accountable to CMHA Kelowna for activities 

funded under a term contract grant. All conditions and objectives relating to the position shall be 

fully outlined in the contract. 
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All new employees shall be required to serve a probationary period, which will be outlined in 
the Employment Agreement and signed/acknowledged by the employee. 

During the probationary period, an employee's performance will be evaluated with their supervisor. 

Where the employee's performance is found to be unsatisfactory, the employee may be terminated 

without cause and without notice. Upon completion of the probationary period, employment shall 

be deemed to have started on the initial date of employment for the purpose of determining 

eligibility for benefits. 
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DIRECTORS 

The Chief Executive Officer as well as any other members of the leadership team at the Director 

level (includes Associate Directors and Senior Managers) are to provide a minimum of thirty (30) 

days written notice to the Board of Directors unless otherwise specified in the employment 

contract. 

 
All OTHER EMPLOYEES 

All other employees not outlined above who resign their employment with the Organization are 

required to provide a minimum of ten (10) business days of written notice to the Chief Executive 

Officer unless otherwise specified in the Employment Agreement. 

 
Employees who do not return to work following completion of an authorized leave of absence and 

who do not receive an authorized written extension to the leave, are considered to have 

voluntarily resigned from their job. CMHA Kelowna will issue formal communication to the 

employee regarding the unauthorized extension and if no response is received from the 

employee, CMHA Kelowna will issue a Record of Employment (ROE), citing “job abandonment”. 
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Involuntary termination can include termination due to an elimination of a position, lack of 
funding, unsuccessful performance or termination for just cause. 
 
CHIEF EXECUTIVE OFFICER 

The employment of the Chief Executive Officer may be terminated by the Board of Directors: 

 

 During the first three (3) months of the probationary period, without prior notice or pay in 

lieu thereof unless otherwise stated in the Employment Agreement. 

 After six (6) months or more, but less than one (1) year, with written notice of at least one (1) 

week. 

 After one (1) year with written notice of at least two (2) weeks. 

 After three (3) years or more with written notice of one (1) week for each year of 

employment with a maximum required notice period of eight (8) weeks. 

 The above conditions apply unless otherwise specified in the Employment Agreement 

or are different from the BC Employment Standards Act. 

 
ALL OTHER EMPLOYEES 

The employment of all employees may be terminated by the Chief Executive Officer: 
 

 During the probationary period without prior notice or pay in lieu thereof unless 

otherwise stated in the Employment Agreement. 

 After the probationary period three (3) months, but less than one (1) year, with written 

notice of at least one (1) week. 

 After one (1) year with written notice of at least two (2) weeks. 

 After three (3) years or more with written notice of one (1) week for each year of 

employment with a maximum required notice period of eight (8) weeks. 

 The above conditions apply for any dismissal for with or without cause and/or conditions. 

 The above conditions apply unless otherwise specified in the Employment Agreement 

or are different from the BC Employment Standards   Act. 

 
CONTRACT EMPLOYEES 

Termination of contract employees shall be guided exclusively by the conditions of their contract. 
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Effective January 1, 2008, the definition of “age” under the BC Human Rights Code was changed from 

“19 Years or more and less than 65 years” to “an age of 19 years or more.” Under this definition, 

anyone aged 19 years or older will be protected from discrimination under the BC Human Rights Code. 

Mandatory retirement policies are now prohibited and constitute age discrimination under the 

BC Human Rights Code. 

 
An employee is to provide written retirement notification, at a minimum, three (3) months in advance 

of the end of the month in which they plan to retire. 

 
The employee will also be advised of any health and welfare benefits (i.e. long-term disability, dental, 

extended health, accidental death, dismemberment and life insurance, etc.) that are attached to 

employment status. The employee will be encouraged to work with the Organization’s benefits 

provider in order to secure alternate benefit coverage. 
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When a new position is planned and is not covered by a funding contract, the Chief Executive Officer 

will consult with the Board for recommendations relating to the creation of the position, its purposes, 

foreseeable financial impacts, and other potential ramifications for the Organization. 
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BUSINESS HOURS 

 

CMHA at 504 Sutherland Avenue operates Monday to Friday; normal operating hours are 9:00 am 
to 4:00 pm (except statutory holidays). Staff may work hours different from normal operating times 
depending on their role. 

 

Foundry Kelowna operates Monday to Friday; working hours are dependent upon the role.  

 

Benvoulin operates daily from 8:00am-10pm, three hundred sixty five (365) days per year. 

 

Supportive Housing sites operate twenty-four (24) hours per day, three hundred sixty five (365) 
days per year: 

 

 Ellis Place 

 Gordon Place 

 Heath House 

 McCurdy Place 

 Willowbridge 

 
 
HOURS PER WEEK 

The normal work week for full time employees will vary dependent on the role and the primary 

location. Hours of work will be presented within the Employment Agreement and 

signed/acknowledged by the employee. 

 

BREAKS 
Taking breaks from work is an important part of workplace well-being, in order to remain fresh and 

focused.  Our organizational culture promotes autonomy for all staff however, scheduling of breaks 

must be organized by each work site in order to ensure appropriate coverage.  All employees are 

required to regularly communicate with their supervisor and colleagues in order to determine what 

works best in their site. 
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A confidential file will be maintained for each employee. All information contained in an employee's 

file will remain in the confidence of the Chief Executive Officer, Finance Team, and Human Resources 

Team. Certain documentation may be accessed by the employees’ supervisor in coordination with HR. 

Reasonable precaution will be maintained in the storage of all personnel records. 

Chairperson of the Board of Directors, the Chief Executive Officer and the Human Resources team 

retains the right of access to all personnel files. The Chief Executive Officer’s personnel file will be 

maintained by a representative appointed by the Board of Directors (generally the Board Secretary). 

 

EMPLOYEE REVIEW OF DOCUMENTS 

Upon written request of an employee, the personnel file of that employee will be made available for 

their examination of the file, in the presence of an authorized representative of the Organization. 

 
CHANGE OF ADDRESS AND/OR TELEPHONE NUMBER 

It is the responsibility of each employee to keep the Organization informed at all times of any 

changes in their name, address, telephone number, marital status or number of dependents.  

These changes should be given to Human Resources within ten (10) days of the noted change.  

 

When resigning from the organization, a forwarding address must be filed with the Organization 

to ensure timely delivery of T-4 slips and/or other relevant documentation. 
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In order to ensure the safety of all CMHA Kelowna employees, employees are expected to let their 

designated administration site (typically their primary work site) know their schedule and whereabouts 

including how they can best be reached and when they will next be in the office. This information shall 

include a phone number whenever possible. If a phone is not accessible, employees are to include an 

address or other information which indicates whereabouts and estimated time of return. 

 

Employees who are unable to report to work at the scheduled time must advise their supervisor as 

soon as possible. 

 

Employees who receive approval to work from home as a regular or recurring part of their work 

week must read and sign the CMHA Kelowna Work from Home Policy and Agreement as outlined on 

our internal Employee Portal. 
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All newly hired employees (and volunteers) are expected to attend an orientation session scheduled 

immediately following their starting date.  An effective orientation process is critical to our 

commitment to offering a positive work experience for our people, and will lay the groundwork for 

productive and satisfying interpersonal relationships between present employees and the new 

employee member. 

 

Employees who receive a structured orientation, a warm welcome and appropriate training 

are more likely to feel empowered, understand and fit within the culture, and will quickly 

adapt and learn the role for which they are hired. 

 
The Human Resources team will work in collaboration with the new employees’ (or volunteer) 

supervisor to ensure that an appropriate orientation is planned and executed. The orientation 

will take place on the employees first few weeks whenever possible. 
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Supervision is to be conducted regularly (monthly at minimum, and on an as-needed basis) by 

supervisors with their respective employee team members. Records of employee supervision 

(whether via triage, one-to-one meetings with the supervisor, etc.) are to be documented in writing 

or electronically. 
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From time to time there will be important notices to be shared with staff regarding workplace 

health and safety.  Notices, posters and similar materials shall be posted on designated boards only. 

Walls, windows and other surfaces are not to be defaced with notices, posters and other materials. 

 

Authorization shall be obtained from the site manager before posting. 
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Upon accepting the Offer of Employment and after signing an Employment Agreement, HR will send the 
new employee electronic forms that can either be printed, or filled out electronically.   
 
All employees will be required to complete the following forms and training prior to, or on their first 
day: 
 

 CMHA Kelowna Employee Information Form 

 Bullying & Harassment Policy Form & Training Video 

 Workplace Hazardous Materials Information System (WHIMIS) Training Video 

 Policy Acknowledgement Form 

 Criminal Record Check Form 

 Key Receipt Form 

 Photography Consent Form 

 TD1 – Federal Personal Tax Credits Form 

 TD1BC – Provincial Personal Tax Credits Form 

 Birthday Acknowledgement Form 

 Extended Health Benefits Enrollment Form & Information Booklet (for employees working 
thirty (30) hours or more. 

 RRSP Booklet, Enrollment Form (for employees working fifteen (15) hours or more). 

 COVID Vaccine “passport” verification 

 Proof of certification re: First Aid, Naloxone/Harm Reduction training and any other required 
qualifications of the position. 

 Drivers Abstract if required 
 

 

Relevant employee forms and training may be accessed on the CMHA Employee Portal. 
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CMHA Kelowna offers a competitive total compensation package designed to attract, motivate, 

retain and support our people.  We strive to provide salary ranges that are developed from a 

comprehensive analysis of market standards and benchmarks when employees are fully proficient 

and meeting expectations.  

 

In addition to base salary, dependent upon their employment status (full time, part time, casual, 

contract, temporary), the Organization may offer all of or a combination of the following: paid 

vacation, a health and dental program where the premiums are 100% covered by the Organization, 

paid MSP premiums, paid sick days, and a flexible work schedule where possible and appropriate. 

 

The annual compensation process is intended to be fair and straightforward so that all 

employees and managers understand the goals and the outcomes of the process. We will work 

hard to administer the compensation program in a manner that is consistent and free of 

discrimination. 

DETERMINATION 

Individual salaries shall be determined by the Chief Executive Officer and negotiated with the 

employee in relation to the established salary ranges and within sound budgetary practices.  Where 

possible, we will benchmark positions to HEABC (Health Employer Association of BC) standards. 

 
REVIEW 

Human Resources will review salary ranges in coordination with the Program Management and 

Chief Executive Officer each year.  Proposed changes will be reviewed and approved by the Board of 

Directors and fit within available funding and budgets. 
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PAY DATES 

Employees other than contract or temporary employees are paid bi-weekly.  All employees will be 

paid via direct deposit into their bank accounts on a bi-weekly basis, unless otherwise designated. 

 
Contract and temporary employees will be paid according to the terms of their contract. 

 
REQUEST FOR PAY IN ADVANCE 

It is not the policy of CMHA Kelowna to give advance payments of wage. 
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All full time and part time employees who have been employed with CMHA Kelowna for more 

than thirty (30) calendar days and have worked at least fifteen (15) of the thirty (30) days are 

entitled to a paid day off (pro-rated to an average days’ pay for eligible part time employees) for 

the following statutory holidays: 

 
New Year's Day, Family Day, Good Friday, Victoria Day, Canada Day, British Columbia Day, Labour Day,  

Truth and Reconciliation Day, Thanksgiving, Remembrance Day and Christmas Day. 

 
Easter Sunday, Easter Monday and Boxing Day are not statutory holidays and are considered to 

be regular working days. 

 

When a Statutory holiday falls on a weekend day, typically the Monday after the weekend is 

treated as the Stat day for those employees who do not work on the weekend.   

 

Policy Title PAID HOLIDAYS 
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ENTITLEMENT/ACCUMULATION (All EMPLOYEES INCLUDING TEAM LEADS) 
Overtime should only be accrued on an as needed basis. Where possible and appropriate, 

employees must receive approval prior to working overtime. If the overtime required is in excess of 

5 hours a week, written authorization from their program supervisor or Chief Executive Officer is 

required (email will suffice). 
 

No financial compensation other than time in lieu will be provided for all overtime accumulations. 

Time in lieu at straight time is the only form of compensation.  The exception to this may be in 

Supportive Housing sites when the funder (BC Housing) has agreed to provide funding for 

overtime in special circumstances such as a global pandemic.  This will not be a permanent 

exception. 
 

When overtime hours have been accumulated, they must be used in the month following unless 

authorized by your program supervisor. Overtime hours may not be carried over from one 

calendar year to another. It is the goal of the Organization to ensure that employees have the 

opportunity to use up any time in lieu outstanding by the end of each calendar year, including 

December.  However, if overtime has accumulated in December, this must be approved by your 

program supervisor and may be carried forward to the next calendar year. If an exception is 

required, employees must connect with their supervisor to coordinate with Human Resources. 
 

ENTITLEMENT/ACCUMULATION (All MANAGERS AND DIRECTORS) 
Your annual salary is inclusive of all hours worked.  In keeping with the responsibilities for this 

position, you are not eligible for overtime compensation.  However, recognizing that these 

roles may not be indicative of a set schedule and additional hours may be required from time 

to time to fulfill the responsibilities; time in lieu may be used to add flexibility to the role and 

taken within reason. 
 

APPROVAL 

All employees will be entitled to an amount of time off in compensation for overtime worked subject 

to the following provisions: 

 With a maximum of seven and one half (7.5) hours taken consecutively, 

 Not to exceed ten (10) hours taken as lieu time in a 30-day period. 
 

Any exception to the above must be requested in writing to their program supervisor or the CEO. 

Policy Title OVERTIME/COMPENSATORY TIME 

Original date  Section 
SECTION 3  
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VACATION YEAR 

Vacation eligibility is based on a calendar year, January 1st to December 31st. It is the goal of the 

Organization to do our best to approve vacations where possible to benefit the employee, 

however the requirements of CMHA Kelowna and the program must be a primary consideration. 

 
APPROVAL 

Vacation leave must have prior written approval by the program supervisor, Chief Executive Officer, or 

Board of Directors. The Chief Executive Officer is required to notify the Board of Directors or Executive 

Committee of vacation leave taken. 

 
ACCRUAL 

Vacation will be accrued bi-weekly for full time and part time employees at the rate specified in their 

Employment Agreement. Casual employees will be paid 6% of the employee’s total wages added to 

each pay.  Contract employees are not eligible for vacation pay. 

 
ENTITLEMENT 

Employees will not be entitled to take vacation leave during their first three (3) months of 

employment without the written consent of their program supervisor or the Chief Executive 

Officer. 

 
All employees will be paid vacation at the rate stipulated in their employment agreement. 

Unless otherwise stipulated, employees will accrue vacation time on a monthly basis (pro- 

rated for part time): 

• Start date to five (5) years of employment, three (3) weeks of annual vacation 

• After five (5) consecutive years of employment, four (4) weeks of annual vacation 

• After ten (10) consecutive years of employment, five (5) weeks of annual vacation 

• After fifteen (15) consecutive years of employment, six (6) weeks of annual vacation 

• After twenty (20) years (or more) consecutive years of employment, seven (7) weeks of annual 
vacation 
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ACCUMULATION 

Vacation eligibility is based on a calendar year, January 1st to December 31st. Vacation must be earned 

before it is taken unless you have approval from the Chief Executive Officer in coordination with Human 

Resources. A maximum of 5 days of vacation entitlement may be carried over into the next calendar 

year but must be used within that calendar year.  

Example: Vacation earned 2021. The timing of scheduling your vacation will be subject to the 

arrangement and approval of your manager. 

 
PAYMENT ON TERMINATION 

On termination, vacation entitlement as stipulated above, will be added to the final pay, less 

appropriate payroll deductions. This must be agreed to in writing by the employee and 

employer. 

 

 

Sick time is defined as: paid time off from work that employees can use to stay home to address 

their health needs without losing pay. It differs from paid vacation time or time off work to deal 

with personal matters, because sick leave is intended for health-related purposes.  Sick leave can 

include taking time away from work to go to a scheduled doctor's appointment. 

 

• Sick time is accrued bi-weekly at a rate of one day per month worked.  This 

commences on their first day of employment.  The accrual is pro-rated for 

part time employees.  Casual and contract employees are not entitled to sick 

leave. 

• Sick time is accrued on a calendar year basis.   

• Employees are not be entitled to take their paid sick leave during their first three (3) 

months of employment. 

• Sick time can only be taken in time.  CMHA Kelowna employees are not eligible for 

sick pay in lieu of time. 

• Unused sick time at the end of a calendar year cannot be carried forward. 

• Sick time is reallocated on January 1st of each calendar year. 

• Sick time days may be applied to caring for immediate family members who are ill.  

For the purpose of this policy, immediate family shall mean spouse, children, step-

children, parents, step-parents, mother/father in-law, grandparent, grandchildren, 

common-law spouse including same-sex partners and any person who lives with an 

employee as a member of the employee's “family”. 

• If an employee uses more paid sick time than they have accrued, CMHA Kelowna 

has the right to seek reimbursement from the employee for such paid sick time 

used during the course of ongoing employment or upon their departure. 

SICK LEAVE 

https://en.wikipedia.org/wiki/Paid_time_off
https://en.wikipedia.org/wiki/Employment
https://en.wikipedia.org/wiki/Health
https://en.wikipedia.org/wiki/Paid_vacation
https://en.wikipedia.org/wiki/Doctor%27s_visit
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APPROVAL OF SICK LEAVE 

Eligible employees will be granted sick leave with pay when they are unable to perform their 

duties because of illness or injury provided that: 

• They notified the employer of this condition in such a manner and at such time as may 

be determined by the employer, and 

• The employee has the necessary sick leave accumulation. In cases where there 

are not enough sick accumulations the employee will not be paid. 

• If an employee (with sick leave entitlement) is sick more than 5 consecutive days (and 

there is not enough sick accumulations) a ROE will be issued to enable them to apply for 

employment insurance sick leave.  

• Employees will not accrue vacation or sick time while off work due to a medical leave 

provided by EI or an extended leave of absence. 

 

DOCUMENTATION 

An employee may be required to supply a note from a physician after the third consecutive day of sick 

leave.  If the employee is granted sick leave for a period greater than ten (10) consecutive sick days, 

they may be required to provide the employer with a medical practitioner’s certificate for proof of 

ability to perform the responsibilities of their position and any accommodations that may be required. 
 

In the case of prolonged illness, employees will be required to provide regular (monthly) 

medical updates relating to their condition.  A copy of this correspondence must be provided 

to HR and the program supervisor. 
 

TERMINATION 

Upon termination, employees will not be compensated for any unused portion of sick leave. 
 

INJURY-ON-DUTY PAY GRANTED WHILE RECEIVING SICK PAY 

When an employee is compensated for injury-on-duty leave from any source, it will be considered, 

for the purpose of sick leave recording, that the employee was not granted sick leave with pay. 

 

 

 

During certain leaves of absences, the Organization will continue to provide benefit coverage, subject 

to the eligibility requirements of the applicable insurance carrier. The following will describe the 

duration of the continuation of coverage: 
 

Extended sick leave (covered by EI Sickness Benefit) 

Benefits may be continued for a maximum of fifteen (15) weeks, coinciding with the length of the 

EI sickness benefit).   

CONTINUATION OF BENEFITS WHILE ON LEAVE 
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After this time, the Organization will discontinue providing and covering the cost of medical and 

dental benefits and the employee will be offered the option to transition to a private plan at the 

cost of the employee. 
 

Pregnancy/Parental/Adoption Leave 
Benefits may be maintained for the legislated duration of the leave. The Organization will pay 100% 

of the total cost for monthly group benefit premiums for the duration of the Employees’ maternity 

leave with a signed return for service agreement generated by Human Resources.  
 

Vacation and sick time is not accumulated during pregnancy or parental leave.  If the employee 

chooses to opt-out of benefits, no benefits will be provided. The employee will be responsible to 

pay for the Long Term Disability (LTD) and Life portions of their coverage via post-dated cheques or 

auto-debit from their bank accounts. 
 

Short term leaves of absence and personal leave without pay 

Benefits will continue during short term leaves of absence (under thirty [30] days) at the 

discretion of the Chief Executive Officer. 
 

Other leaves of absence 
Benefits continuation will be at the discretion of the Chief Executive Officer. Exceptions to this policy 
may be made only with the approval of the Chief Executive Officer. 
 

Termination of Benefits 

Where benefits will be terminated, in accordance with this policy, the employee will receive a letter 

from HR at least two (2) weeks in advance advising them of such and encouraging them to seek 

other coverage. 

 

Notwithstanding the above, continuation of benefits is only possible where permitted by the 

insurer and provided that the eligibility requirements of the plan are met. Where these conditions 

are not met, benefits will not be continued. 
 

 
DEFINITION 

For the purpose of this clause, immediate family is defined as spouse, children, step-children, 

parents, step-parents, mother/father in-law, grandparent, grandchild, sibling, common-law spouse 

including same-sex partners and any person who lives with an employee as a member of the 

employee's “family”. 
 

 
 
 

COMPASSIONATE LEAVE 
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ENTITLEMENT 
 

• When a member of an employee's immediate family dies, the employee will be entitled 

to bereavement leave with pay for a period of up to five (5) consecutive working days. 

• It is recognized that the circumstances that call for leave in respect of bereavement, are 

based on individual needs. On request, the Chief Executive Officer may, after considering 

the particular circumstances involved, grant leave without pay. 

 

 
ENTITLEMENT 

A pregnant employee who requests leave under this section is entitled to up to seventeen (17) 

consecutive weeks of unpaid leave: 
 

Beginning: 

 no earlier than eleven (11) weeks before the expected birth date, and 

 no later than the actual birth date, and 
 

Ending: 

 no earlier than six (6) weeks after the actual birth date, unless the employee requests a 

shorter period, and 

 no later than seventeen (17) weeks after the actual birth date 
 

PERMISSION 
 

• A request for leave must be given in writing to the  Organization. 

• If the request is made during the pregnancy, where possible, notice will be given at least 4 

weeks before the day the employee proposes to begin leave. If a leave is requested 

significantly prior to the due date, a medical practitioner's certificate stating the expected 

(or actual) birth date and the reasons for requesting additional leave may be requested. 

• In order to effectively plan staffing, a request for a shorter period must be given in writing to 

the employer at least two (2) weeks before the date the employee proposes to return to 

work. 

• An employee who requests leave under this section after the birth of a child or the 

termination of a pregnancy is entitled to up to six (6) consecutive weeks of unpaid leave 

beginning on the date of the birth or of the termination of the pregnancy. 

• Under this section an employee is entitled to up to six (6) additional consecutive weeks of 

unpaid leave if, for reasons related to the birth or the termination of the pregnancy, they 

are unable to return to work when their leave ends. 

 

 

PREGNANCY LEAVE 
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ENTITLEMENT 

An employee who requests parental leave under this section is entitled to: 

 
 For the employee who gives birth, who takes leave in relation to the birth of the child or 

children with respect to whom the parental leave is to be taken, up to thirty-five   (35)  

consecutive weeks of unpaid leave beginning immediately after the end of the pregnancy 

leave taken unless the employer and employee agree otherwise. 

 For the employee who gives birth, who does not take leave under the Pregnancy Leave 

Section in relation to the birth of the child or children with respect to whom the parental 

leave is to be taken, up to thirty-seven (37) consecutive weeks of unpaid leave beginning 

after the child’s birth and within fifty-two (52) weeks after that event. 

 For the partner of the person who has given birth, up to thirty-seven (37) consecutive 

weeks beginning after the baby’s birth and within fifty-two (52) weeks of unpaid leave 

after that event. 

 For an adopting parent, up to thirty-seven (37) consecutive weeks of unpaid leave 

beginning within fifty-two (52) weeks after the child is placed with the parent. 

 If the child has a physical, psychological or emotional condition requiring an additional 

period of parental care, the employee is entitled to up to an additional five (5) consecutive 

weeks of unpaid leave, beginning immediately after the end of the leave taken under as 

noted above. 

PERMISSION 

• A request for leave must be given in writing to the employer, if the request is for leave 

given to the employer at least four (4) weeks before the employee proposes to begin 

leave, and if required by the employer, be accompanied by a medical practitioner's 

certificate or other evidence of the employee's entitlement to leave. 

• An employee's combined entitlement to leave is limited to fifty-two (52) weeks under this 
policy. Where appropriate, vacation time may be approved and taken after the maximum of 
fifty-two 52 weeks has been utilized. 

 

 
ENTITLEMENT 

It is at the Chief Executive Officer’s discretion to grant leave to any employee related to meet 

responsibilities related to the care, health or education of a child in the employee's care, or the care or 

health of any other member of the employee's immediate family. 

PARENTAL LEAVE 

FAMILY RESPONSIBILITY LEAVE 
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PERSONNEL STANDARDS 

An employee may be required to supply a medical certificate or other proof as deemed by the 

employer to verify the need for family responsibility leave. 

 
LEAVE WITHOUT PAY 

An employee shall be granted injury-on-duty leave in accordance with the Worker's Compensation 

Act when: 

 The employee’s injury is received in the performance of their duties and not caused by 

the employee’s willful misconduct. 

 The employee’s industrial illness or disease arises out of and in the course of their 

employment. 

 

 

PERIOD RELATING TO LEAVE 

The period relating to Injury on Duty shall last no longer than one (1) year. Requests extending beyond 

one year are at the sole discretion of the Chief Executive Officer. 

 
ENTITLEMENT 

The Organization shall grant leave without pay to an employee who has been subpoenaed to testify 

or is called for jury duty. 

 
PERSONAL LEGAL ACTIONS 

No paid leave shall be granted related to personal legal suits. 

 
 

 
 
An employee whose scheduled hours of work do not allow three (3) consecutive and clear hours in 
which to vote during the hours in which polls are open, may leave work to exercise their right to vote. 
In this circumstance, employees must plan for this with their manager or supervisor to make sure that 
there is adequate coverage during their brief absence. 
 
 
 
 
 

ELECTIONS 

INJURY ON DUTY 

COURT LEAVE 
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Where medical and/or dental appointments cannot be scheduled outside the employee's 

working hours, sick leave with pay shall be granted.  If the appointments are as a result of a 

workplace injury or illness, the employee will take and record their time as “unpaid” and submit 

unpaid time to WCB. 
 

Employees who have regularly scheduled days off, or who work less than seven [7] hours in a 

day will be expected to arrange appointments during those days off where possible. 

 
 
 

  

MEDICAL/DENTAL APPOINTMENTS 
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ENTITLEMENT 

Permanent employees who are hired to work a minimum of thirty (30) hours per week are eligible for 

benefits after three (3) months continuous service in accordance with the CMHA Kelowna benefit 

package. Contract and temporary employees are not eligible for the CMHA Kelowna benefit package. 

 
BENEFIT PLAN 
 

The benefit package offered by CMHA Kelowna is outlined under separate cover. 
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COVERAGE 

CMHA Kelowna is covered up to $5,000,000 (plus legal costs) in any one policy year. The benefit 

covers employee and volunteers with respect to their duties on behalf of CMHA Kelowna. 

 
EXEMPTION 

Liability insurance held by the Organization will not cover employee actions that may result in 

criminal prosecution and conviction. 
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CMHA Kelowna is committed to meeting its workplace objectives while supporting its employees to 

excel in their positions. We offer a supportive and safe environment to work in. When an employee 

cannot meet the requirements of the position due to a disability or hardship, accommodations may 

be put in place. 

 
The purpose of this policy is to make the CMHA Kelowna work environment inclusive and non- 

discriminatory, and to establish effective mechanisms for responding to the individual 

accommodation needs of existing and potential employees. 

 
CMHA Kelowna strives to create an inclusive, mentally healthy workplace where employees are 

supported to maintain psychological health, physical health and professional excellence. This policy 

acknowledges our duty as an employer to provide individual accommodation up to the point of 

undue hardship on the Organization and the responsibility to minimize the need for individual 

accommodation by ensuring that any rules, policies, standards or practices are not discriminatory. 

 
CMHA Kelowna prides itself on the health of the organization. We practice wellness at work by 

promoting work/life balance, office safety, personal and professional growth, learning opportunities, 

celebrations, employee activities and strong leadership. CMHA Kelowna promotes inclusion and 

fairness for all. CMHA Kelowna ensures that its Organizational activities, including all policies, 

practices, procedures, procurements, and the construction or renovation of facilities will not result in 

discrimination. 

  
GUIDELINE 

 
The Organization will respond in a timely, confidential and sensitive manner to requests for 

individual workplace accommodation. CMHA Kelowna is responsible for advising employees about 

their right to accommodation and assisting the employee to identify the most suitable 

accommodation. 

 

The employee or applicant is responsible for requesting accommodation including identifying, 

where possible, the types of accommodation they consider appropriate.  

Policy Title EMPLOYEE ACCOMMODATION 
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Payment of authorized expenses incurred on behalf of the Organization will be governed by the 
following. 
 

TRANSPORTATION 

• Commercial flights (excluding Business and First Class) – actual costs 

• Inter-city buses – actual costs 

• Private vehicle travel – $0.51 per kilometer while conducting the day-to-day business and/or 

service delivery of the program 

• Highway tolls – actual costs 

• Ferry – actual costs 

• Local buses – actual costs 

• Local taxis – actual costs 

• Car shares, car rentals and gasoline – actual costs 

• Parking charges – actual costs 

 

PROCEDURES 
 

• Original receipts and/or travel logs are required for all transportation expenses. 

• In general, the most economical fares and means of transportation will be adopted. For use 

of a private vehicle, business mileage, when authorized, will be reimbursed at the rate of 

$0.51/km. Other modes of travel where not prearranged by CMHA Kelowna, should be 

chosen so as to obtain the most economical fare. Public transportation in lieu of taxis should 

be used wherever possible. Where public transport is not used, proper vouchers must 

support all claims. 

• Where transportation by commercial carrier is the reasonable mode of travel designated by 

CMHA Kelowna, and the individual requests to use their private motor vehicle, reimbursement 

will be based on the lesser of the distance allowance plus any toll charges for the trip, or the 

designated commercial carrier cost for the trip. No meal, accommodation, travel time or any 

other expense will be reimbursed beyond the transportation costs that would have occurred 

had the individual taken the designated commercial transportation. 
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As an alternate means to purchasing daily operational supplies, a Petty Cash Fund is available to some 
programs and must be authorized by the Finance Controller in consultation with the program 
supervisor. 
 
Some employees may be required to maintain petty cash as part of their duties.  A process for 
maintaining this includes retaining all receipts and monthly reconciliation with the Finance Department.   
 
When a staff member leaves the organization without appropriate reconciliation of their petty cash, the 
organization may deduct this amount from their final pay.  This is at the discretion of the Chief Executive 
Officer in consultation with the employee’s supervisor 

PROCEDURES 
 

• The petty cash must be maintained in a secure location and can only be accessed by 

the employee member responsible. 

• Employees are able to purchase or authorize purchases of up to $50.00 (unless 

otherwise stated) within budgetary guidelines of their Department. 

• Receipts are required for all purchases and expenditures. 

• Reconciliation reports are required and maintained on file with the Finance Department. 
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The Organization believes in complete financial accountability through appropriate 

documentation of all purchasing and expenditures. 

 
PROCEDURES 
 

• All purchases over $50 (other than Petty Cash and travel expenses) must be approved by the 

Program Supervisor/Manager and must include a receipt. 

• Any requests outside budget are forwarded to the Chief Executive Officer, or designate for 
approval. 

• The Chief Executive Officer requires Board approval for non-budgeted purchases in excess of 

$15,000.00. 

 
The Financial Controller or designate will code all invoices and prepare supporting documents of monthly 
expenditure statements. 
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ENTITLEMENT 
 

• Honoraria and gifts received by employees for speaking engagements or consultative 

services on behalf of CMHA Kelowna shall be forfeited to the office of the Chief Executive 

Officer of CMHA Kelowna. 

• Exceptions to this policy may be provided at the discretion of the Chief Executive Officer. 
 
The Organization may provide assistance in accordance with HR Policy 4.1 "Meal, Accommodation and 

Travel" expenses for approved courses and workshops that are directly job-related. 
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The mandate of the Organization includes an underlying assumption that working with individuals and 

families in need requires a high level of professionalism in a broad range of services provided in 

collaboration and partnership with other agencies. This includes a commitment to continuous learning, 

continuous improvement, professionalism, credibility, service and quality. 

 

When the Organization requires an employee to attend an education session, all costs of education 

sessions will be paid by the Organization. The Organization will provide assistance in accordance with 

"Meals, Accommodation and Travel" expenses with registration, travel, accommodation, meals, and 

time off with pay for approved courses and workshops which are directly job-related. All education 

materials paid for by the Organization shall become the property of the Organization. 

 
If the Organization requires attendance at an education session on the employee's usual day off, they 

can take another day off in lieu. 

 
When an employee requests permission to attend an education session, or the employee, at his/her 

discretion, attends a course suggested by the Organization, the Organization may provide assistance 

with registration, travel, accommodation, or time off with or without pay, for approved courses which 

are directly job-related. Employees will not be paid for attending courses at their own request, even 

those for which the Organization is providing assistance with expenses, nor will they have the day off 

rescheduled if the education course falls on their normally scheduled day off. 

 
Should the employee resign within six (6) months of attending training or education, the employee may 

be required to reimburse the Organization for expenses related to the training. This is at the discretion 

of the Chief Executive Officer in consultation with the employee’s supervisor. 
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The General Expense Claim form can be accessed here. 
 

The Mileage Claim form can be found here. 
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REQUIREMENT 
 

 It is the responsibility of each employee to have a valid Driver’s License and volunteer to obtain 

the appropriate coverage for their own vehicle insurance. CMHA Kelowna does not protect the 

liability imposed by law upon the owner of the vehicle, nor does it cover damage to the vehicle 

itself or injuries to the driver. 

 All employees who use their own vehicle for work purposes must ensure that their vehicles are 

in good working order for the prevailing weather conditions and legislated requirements. 

 It is mandatory that employees complete a driver’s abstract form and have a minimum annual 
insurance of: 

o $5,000,000 liability insurance on their vehicle if using it is required for transporting 

clients. 
o CMHA Kelowna will reimburse the employee the difference between $3,000,000 and 

$5,000,000 liability insurance upon receipt of appropriate invoices. 

 Where use of a vehicle for business purposes necessitates, the payment of additional vehicle 

insurance costs, then the difference between the cost of “driving the vehicle to and from work 

with four (4) years safe driver discount” and “business”, will be paid by the employer. The 

difference in insurance costs will only be compensated by the employer if prior approval for 

vehicle use on CMHA Kelowna business has been approved by the Chief Executive Officer. 

 CMHA Kelowna is not responsible for any other vehicle expenses, or costs arising from the 

operation thereof, such as costs of parking, traffic violations and/or damage caused by 

transporting clients, or client’s belongings or pets. 

 Proof of insurance is required annually.  This is maintained with HR in the Employee File. 
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CMHA Kelowna has designated parking for participants/clients, visitors and employees. Parking is on a 
first come, first served basis. Employees are expected to respect any parking rules of a client residence 
when visiting clients in their homes. 
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Persons authorized to drive for the Organization must follow the following procedures if they are 

involved in an accident while driving any vehicle for the Organization: 

 
 Tend to any medical needs. 

 Call the police or ask a bystander to contact the police. 

 Do not discuss the accident or admit fault to any other driver or bystander involved. 

 Record the name, address and driver’s license number of the other involved drivers, using the 

Vehicle Accident Form which should be kept in their vehicle. 

 Record the license plate and make of the cars on the vehicle accident form. 

 Record the names and addresses of any witnesses. 

 Submit the completed form(s) to your supervisor and the RCMP prior to the close of business 

on the next business day. 
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As part of CMHA Kelowna’s commitment to safety in the delivery of programs and services, the 

Organization places special emphasis on the safe operation of motor vehicles used by employees or 

volunteers to conduct the Organization's business. Employees or volunteers are not permitted to use 

a wireless communications device (hereinafter "WCDs") at any time while operating a vehicle. For the 

purposes of this policy, WCDs include, but are not limited to, wireless phones, personal digital 

assistants, computers, online email devices, navigation devices, and any other information or 

entertainment service or equipment, whether or not such devices are provided by or paid for by the 

organization. Hands free Wireless Communication Devices (WCD) aids are permitted. Employees 

should program any navigational devices prior to driving. 

 
Employees or volunteers are advised to adhere to the following safety precautions with respect to the 
use of WCDs: 
 

 If an employee must make a telephone call while driving, pull into a parking lot or off the road 

onto a wide shoulder and park the car before retrieving the telephone to receive or make the 

call. 

 Exercise extreme caution if pulling on or off the shoulder of a busy thoroughfare. 

 Where possible, try to make all necessary calls before setting off on a trip, or after arriving 

safely at their destination.  

 Employees are expected to call for help to protect themselves and their passengers from 

dangerous situations or to report an emergency situation involving others. Dial 911 in case of 

fire, traffic accident, road hazard or medical emergencies.  

 Employees and volunteers who violate this policy are subject to discipline, up to and including 

termination of employment or volunteer service. 
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All employees are expected to drive in a responsible and safe manner, and to comply with all 

applicable legislation while operating a vehicle in the course of their work. Where a traffic violation is 

committed, the employee may be subject to discipline up to and including termination of 

employment. 

All vehicle violations committed while operating a vehicle, where clients are passengers, must be 

reported to the immediate supervisor within 24 hours of the violation. 

Any fines resulting from violations of the Motor Vehicle Act, municipal by-laws (e.g., parking violations 

or speeding infractions) or any other legislation will be the responsibility of the employee operating the 

vehicle at the time of the violation. CMHA Kelowna requires employees to take responsibility for 

challenging and/or paying fines issued to a vehicle in their charge. 

 
 

 

  

Policy Title TRAFFIC VIOLATIONS 

Original date  Section 
SECTION 5  

VEHICLE POLICY 

Date last 
update 

October 2021 Policy Number HR 5.5 

TRAFFIC VIOLATIONS 



                                                          HUMAN RESOURCES POLICY MANUAL 
 

 

 

Ongoing informal feedback is essential between each employee and their direct supervisor/manager 

to ensure that the appropriate progress is made in achieving the performance expectations of the 

role. This also ensures that the employee is receiving the guidance, mentorship, and support that 

they require.  It is recommended that anyone in a supervisory role, meet with each member of their 

team on an informal basis once a month, at a minimum. 

 
METHOD OF EVALUATION 

CMHA Kelowna is proud to have a strengths and goal-driven performance management program. 

Typically, once per year, all employees will develop goals in collaboration with their 

supervisor/manager. These goals will be the foundation to ongoing informal discussions. Job 

descriptions will also be leveraged for this purpose, as they provide an excellent framework for the 

day to day required tasks. 

 

Each employee will complete an annual self-assessment that requires self-reflection.  
 

The supervisor/manager will complete an annual performance review, based on the informal discussions 

that have taken place throughout the year. The goal of the annual review and meeting is to provide an 

opportunity for a discussion that enables both employee and supervisor/manager to reflect, celebrate 

success, and identify any areas where the contribution could be strengthened. This is also an excellent 

opportunity to build a sense of team and camaraderie, and demonstrate our commitment to our people. 

 
Performance Management Forms can be found at this location:  Z:\Data\HR\Performance 

Management.   For guidance or questions about this process, please contact Human Resources. 

 

CHIEF EXECUTIVE OFFICER (CEO) 

Review and appraisal of performance of the Chief Executive Officer by the CEO Review Committee of 

the Board of Directors is to be completed annually or as otherwise stated in the employment contract. 

 
PROBATIONARY REVIEW 

A succinct performance review is to be completed prior to the end of the probationary period for each 

employee in accordance with the above.  
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ELIGIBILITY 

All employees are eligible and encouraged to upgrade their skills and training. 

 
EMPLOYER SUPPORT 

CMHA Kelowna employees are encouraged to attend professional conferences and seminars 

which will contribute to self-development and job performance. The fees and expenses for 

conferences will be paid by CMHA Kelowna at the discretion of the Chief Executive Officer in 

concert with sound budgetary practices. 

 
EMPLOYEE CONTRIBUTION 

From time to time, the employee may be asked to voluntarily contribute to attendance at 

professional conferences and seminars where costs related to attendance are outside normal 

ranges, such as conferences in remote locations, higher cost executive seminars or educational fees. 

 
EMPLOYER EXPECTATIONS 
 

 CMHA Kelowna agrees that financial support for attendance at seminars, conferences or 

educational courses is for the benefit of both the employee and the employer. As such, 

the employee has a duty to provide the Organization the benefit of the training for a 

minimum period of six (6) months. 

 If the employee terminates employment with CMHA Kelowna prior to the six (6) months 

following the supported seminar, conference or educational course, the total amount 

provided by the Organization shall be due from the employee. 
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POLICY 

The Canadian Mental Health Association, Kelowna and District Branch (CMHA Kelowna) believes that 

the highest standards of conduct on the part of its employees are essential to maintain and enhance 

the public’s trust and confidence, and to ensure superior service to those who we serve. Employees 

who exemplify the highest standards of professionalism, courtesy and ethics while representing the 

CMHA Kelowna improve the Organization’s image in the community it serves. 
 

This Policy describes the standards of conduct required of all employees. This Policy is not intended to 

abridge the statutory rights of CMHA Kelowna or any person, or the rights of any employee under the 

terms of a Collective Agreement should this be applicable. 
 

The requirement to comply with these standards of conduct is a condition of employment. 

Employees who fail to comply with these standards may be subject to disciplinary action up to and 

including dismissal. Employees should contact Administration for advice and assistance on the 

interpretation or application of this Policy. 

 
LOYALTY 

CMHA Kelowna employees have a duty of loyalty to the CMHA Kelowna Branch as their employer. 

The duty of loyalty requires employees to serve the Organization honestly, faithfully and to the best 

of their ability. The conduct of CMHA Kelowna employees should instill confidence and trust and not 

bring CMHA Kelowna into disrepute. 

 
CONFIDENTIALITY 

Confidential information that employees receive through their employment must not be divulged to 

anyone other than persons who are authorized to receive the information. Employees who are in 

doubt as to whether certain information is confidential must ask the appropriate authority before 

disclosing it. Caution and discretion in handling confidential information extends to disclosure made 

inside and outside of CMHA Kelowna and continues to apply after the employment relationship 

ceases. 
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CMHA Kelowna recognizes the right of all employees, Board members (including all members of 

governance committees), volunteers, contractors, donors and guests to be treated with respect and 

dignity, in an environment free from harassment. CMHA Kelowna shall take such actions as are 

necessary, which may include discipline; with respect to an employee, trustee or volunteer engaging in 

harassment (sexual or personal as defined below) in the workplace. To constitute harassment, 

behaviour may be repeated or persistent, or may be a single incident. 

 

This policy applies to all persons related to or dealing with CMHA Kelowna. This includes employees, 

Board members (including all members of Board committees), volunteers, contractors, donors and 

guests, or anyone else dealing with CMHA Kelowna. It is a condition of employment, paid or unpaid; it 

is imperative that there be respect for the personal dignity of all persons. This policy applies in and on 

all CMHA Kelowna premises, and wherever a CMHA Kelowna sanctioned event takes place. 

 

Preventing harassment is everyone’s responsibility. Management and Board Members are expected to 

act against harassment even without a formal complaint, and employee and Board Members are 

expected to express their disapproval if they encounter harassing behaviour. 

 

“Harassment” is defined as conduct or comments that the person knew or ought reasonably to have 

known would be unwelcome and inappropriate or otherwise offensive to a person or a group of people 

and that have the effect of creating an intimidating, hostile, embarrassing, or offensive work 

environment. The accused harasser’s intent has little bearing; the impact of the act is what is 

considered. Harassment includes sexual harassment, personal harassment and abuse of authority. 

 

Harassment can occur with a colleague, a supervisor, subordinate, volunteer, board member, persons 

contracted to work for the organization or donors/customers. It can occur through telecommunication 

equipment such as the telephone, fax, or via computers in the workplace or the employee’s home. 

Harassment comprises unwelcome or objectionable conduct, reprisal, communication, comments or 

display made on either a one time or continual basis that could reasonably be expected to demean, 

belittle, or cause personal humiliation or embarrassment. 
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IF YOU ARE:                                                                REPORT YOUR COMPLAINT TO: 

Employee Program Manager/Coordinator or Team Lead 

Managers or Senior Leadership Chief Executive Officer or Director of Service 
Delivery & Program Innovation. 
If CEO is the harasser, report your complaint to 
the Board Chair. 

Chief Executive Officer Board Chair or Executive Committee if the Chair is 
the harasser. 

Board member or Board Committee member Board Chair or Executive Committee if the Chair is 
the harasser. 

Board Chair Report your complaint to the Executive Committee. 

 

PROCEDURES FOR COMPLAINTS 

 

CMHA Kelowna encourages prompt reporting of complaints so that a rapid response and appropriate 

action may be taken. However, because of the sensitivity of these problems and the emotional toll 

such conduct may have on a person, the late reporting of complaints may not in itself preclude CMHA 

Kelowna from taking action. 

 

Complaints may be lodged by a Board Member (or by the Chief Executive Officer on behalf of an 

employee) or an operational volunteer about a Board Member who is not being harassed directly, but 

who has witnessed or is affected by the harassment of others. 

 

Investigations cannot be undertaken on the basis of an anonymous complaint. However, when a 

potential problem is brought to the attention of the Chair (or alternate), it will not be ignored. The 

potential problem will be actively monitored, and when necessary, steps will be taken to correct 

the situation. The Board Chair (or alternate) has an obligation to not knowingly permit or fail to 

take reasonable action to terminate the harassment. 

 

Policy Title REPORTING A COMPLAINT 

Original date  Section 
SECTION 7  

CODE OF CODUCT 

Date last 
update 

October 2021 Policy Number HR 7.3 

REPORTING A COMPLAINT 

 



                                                          HUMAN RESOURCES POLICY MANUAL 
 

 
In order to protect the legal rights of our clients/residents, employees and agents to privacy of their 

personal business information in our custody and control, CMHA Kelowna recognizes: 
 

 The rights of our clients/residents and Employees to protection of privacy regarding all 

aspects of their personal and business information, in keeping with the Freedom of 

Information and Protection of Privacy Act; and 

 Our requirement to inform our clients/residents and Employees that there are 

circumstances that override their right to privacy when personal information will be 

shared with authorized individuals. 

CMHA Kelowna expects Employees who come in contact with Confidential Information as a result of 

their appointment with CMHA Kelowna will: 

 Access/discuss only that Confidential Information that is needed to carry out their 

client/service responsibilities; 

 Preserve confidentiality of Confidential Information while engaged in CMHA Kelowna and 

outside of work; 

 Follow CMHA Kelowna’s policy/procedure in the security and release of Confidential 

Information; 

 Report breaches in accessing Confidential Information or maintain confidentiality, 

without fear of reprisal. 
 

CMHA Kelowna considers intentional viewing of Confidential Information that is not required to carry 

out work-related responsibilities or misuse of Confidential Information to be a breach of access 

rights/confidentiality. 

 

CMHA Kelowna will initiate action against those who breach access or confidentiality standards, up to 

and including dismissal, termination of privileges, and termination of contractual agreements and/or 

legal action. 
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Personal information on employees shall not be given out without the employees' authorization except 

under the conditions outlined below as required by the operation of the Organization's business. 
 

The CMHA Kelowna complies with the Personal Information Protection and Electronic Documents 

Act (PIPEDA) and shall not release personal information on any employee to any person without prior 

written permission of the employee. This shall, in no way, limit the Organization's right to provide 

employment related information to requests related to the proper operation of the Organization’s 

business (including the provision of employment references to other employers). 

Should an employee wish to have personal information released, they shall provide the 

Organization with a written statement authorizing the Organization to release the information. 

When a request for the release of personal information is received, and where the employee has 

not authorized the Organization to release the information, the Organization shall respond to the 

inquirer with a statement that it is not the organization's policy to give out information without the 

employee's prior approval. 
 

The Organization is not responsible for advising the employee when a request has been made. 
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It is the intent of this policy to set guidelines for the use of all communications systems of CMHA 

Kelowna and to ensure that no inappropriate and/or offensive use of the internet takes place on 

Organization computers or at Organization sites or events. Restrictions against inappropriate messages 

apply to public messages, private messages, and material posted on Web Pages. 

 

Use of Organization communication systems must be lawful, ethical and consistent with the 

Organization’s professional reputation, standards, policies, procedures and guidelines. In using all 

communications systems, each employee member must be aware that communications on the 

network are often public in nature, to exercise good judgment and follow the spirit of this Policy. 

Communications systems includes e-mail, voice mail, cell phones, the Internet (while on Organization 

premises or remote access via the Organization’s Internet accounts), as well as any other form of 

communication. 
 

CONDITIONS: The following uses of communications systems are prohibited: 

 

• Illegal, unethical or immoral uses; 

• Any internet material that advocates violence or discrimination towards other people; 

• Sending, receiving or accessing offensive, objectionable, profane, abusive, 

pornographic, obscene, sexist, racist, harassing or provocative messages, images or 

other materials, including adult-oriented web sites or news groups; 

• Transmitting defamatory, derogatory, or false messages; 

• Distributing e-mail chain letters; 

• Political activities, solicitation of funds, or advertising goods or services; 

• Other commercial or business uses; 

• Personal gain such as gambling sites, podcasts etc.; 

• Unauthorized access to other users' e-mail, data or communications; 

• Uses that infringe copyright or other intellectual property  rights; 

• Unsecured disclosure of confidential or privileged information; 

• Unauthorized use of data encryption; 

• Uses that may compromise system integrity or degrade system performance. 
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*In order to protect against false accusations, if the users accidentally breach policies (i.e. hit the 

wrong key, or unknowingly access an inappropriate site), they should immediately tell the program 

supervisor. 

 

PERSONAL USES: 

Communications systems may be used for personal purposes (e.g. to send and receive email, voice-mail 

messages of a personal nature, to access the Internet for personal use) provided that those uses do not 

interfere with the CMHA Kelowna's business and do not compromise the integrity and efficiency of the 

Organization’s communications systems, the Organization's professionalism, or its reputation.  All 

personal uses of the communications systems, including written mail, must comply with this policy and 

the Organization's other policies, procedures and guidelines. It should be carefully noted that all 

communications systems, data and uses, including email, voice-mail and Internet, are not private and 

are property of the Organization. When considered necessary and appropriate management personnel 

shall be authorized to disclose information to others. Users who want their Internet use or e-mail or 

voice mail communications to be private should not use Organization communications systems. 

Employees may not give out their personal (home) email address to clients and may not communicate 

over the Internet with their clients during their time off unless it has been deemed appropriate and 

necessary to do so (determined by employee having a conversation with their manager/supervisor). All 

internet/email contact with clients must be of a professional nature. 

Users may not use the provided Internet or email access for commercial purposes. Users may not use 

the provided access for political lobbying. However, users may use the provided access to 

communicate with elected representatives in accordance with other CMHA Kelowna Policies and 

Procedures. 

Financial obligations arising through unauthorized use of the system will be the responsibility of 

the individual(s) who incurred the expense. 

 

THIRD PARTY ACCESS: 

Non-employees are not permitted to use or access the communications systems, including the 

organization's Internet and email accounts without first reviewing the Client Computer Use Agreement 

Form to ensure they understand and agree to the conditions listed. Both employee and non-employee 

are to sign the form. Client access to the Internet is to occur under the supervision of employee or 

other persons designated by the program supervisor. It is the responsibility of the employee to explain 

expected Internet behaviour and appropriate usage to clients prior to allowing them access.  

 

CONFIDENTIAL COMMUNICATIONS: 

Internal email is confidential and for internal use only. Internal email may not be distributed to persons 

outside the organization unless such distribution is clearly authorized by the email author.  
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Do not assume external email and data transmissions are secure or private unless encrypted. Email 

and other data sent externally will pass through many computers and systems not under the 

Organization’s control and may be subject to unauthorized access. For this reason, confidential email 

or other data should not be sent or received via external e-mail unless it is secured by encryption 

software authorized by the Chief Executive Officer. 

 

Computer and email access/user passwords are not to be given to unauthorized users (to be 

determined by the program supervisor). Authorized users could include volunteers, contractors, etc. 

 

 

For the purposes of this policy, social media means any facility for online publication and commentary, 

including (but not limited to) blogs, discussion forums, wikis, and social networking sites such as 

Facebook, Instagram, LinkedIn, Twitter, Google, and YouTube (and any other social media platforms). 

 

Access to social networking sites is available to employees who are tasked with maintaining CMHA 

Kelowna approved social networking platforms for the purpose of communicating with and building 

membership, donor lists and other interested parties. Social media can also be used as sanctioned by 

the Organization to provide recognition to partners, collaborators, community advocates, society 

members and donors.  It can also promote special events, raise awareness and promote mental health. 

The use of social networking sites is approved for these employees only for the purpose of managing 

Organization business, not for personal use. Employees maintaining social networking sites are 

required to be mindful that this “site maintenance” does not interfere with primary job responsibilities. 

 

While it is an employee’s personal decision whether to use social media networks and tools or not, 

employees should always be aware that their behaviour and opinions reflect on the organization. 

Publication and commentary on social media carries similar obligations to any other kind of publication 

or commentary, as outlined in the Public Comments section of Policy 7.1. 
 

Confidential information, including personally-identifying information about clients or participants, as 

outlined in detail in our Privacy Policy, and any content under a non-disclosure agreement, must be 

protected and must not be disclosed for any reason. All uses of social media must follow the same 

ethical and privacy standards that CMHA Kelowna Branch employees must otherwise follow in their 

routine communications. 
 

• Writing in detail about a project or experience directly related to CMHA Kelowna, will 

only be acceptable with express permission from the project lead, or person who is 

responsible for the flow of information about the project (Communications Department). 

 

 

SOCIAL MEDIA 
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• Privacy settings for CMHA Kelowna profiles on social media platforms should be set to 

allow anyone to see information similar to what would be on the CMHA Kelowna 

website. For example, the Info section on Facebook should be open to anyone. Other 

privacy settings that might allow others to post information or see information that is 

personal should be set to limit access. 

• Blogging anonymously on behalf of CMHA Kelowna, using pseudonyms or false screen 

names is prohibited. Content should be considered carefully, so that nothing dishonest, 

untrue, or misleading, either about CMHA Kelowna or in reference to other organizations 

is said. 

• Respect copyright laws. Proper respect for the laws governing copyright and fair use or fair 

dealing of copyrighted material owned by others, including CMHA Kelowna Branch is 

expected. 

• Any photos shared via social media must be accurately attributed and that permission is 

obtained from both the photographer and the subjects to publish them. 

• Proper consideration of privacy and of sensitive topics that may be considered 

objectionable or inflammatory. 

• Employees, volunteers, clients and interested parties should not be cited or obviously 

referenced online without their approval and never discuss confidential details of a 

client, employee, volunteer or relationship with any other party.. It is acceptable to 

discuss general details about the projects the organization is running, but those involved 

and their personal details should remain anonymous unless they have given explicit 

permission for their names (and/or photos/videos) to be published. 

• Any communication through official social media channels should meet the same standards 

as any other correspondence. Direct requests or comments should be addressed or 

referred to the appropriate CMHA Kelowna employee member within one business day. 

Every effort should be made to ensure that any information and/or website links provide 

reputable, reliable and accurate information. 

• If you see misrepresentations made about CMHA Kelowna in the social media landscape, 

please bring them to the attention of the Communications department. 

• Errors made must be corrected as quickly as possible. 

• While communication through social media networks is primarily a personal matter, 

this is not the same as it being private. With this in mind, employees should be 

cautious in using personal social media platforms in ways that could disparage or 

embarrass CMHA Kelowna Branch, our clients, volunteers, or co-workers. 

• When speaking about CMHA Kelowna on personal social media platforms, employees are 

expected to include a disclaimer making it clear that views expressed are not officially 

endorsed by the Organization. 
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• Within CMHA Kelowna, the Communications department is responsible for 

maintaining the organization’s social media channels and setting up new accounts.  

• CMHA Kelowna employees participating in social media in an unofficial capacity should 

bring online incidents that threaten the CMHA Kelowna’s reputation to the attention of the 

Chief Executive Officer. 

• CMHA Kelowna logos and logos of donors, funders, stakeholders or other interested 

parties are not allowed to be used without the express consent of the interested party. 

Use of pictures or videos held by the Organization which may contain employee members, 

clients, or other interested parties cannot be posted to social networking sites without 

the written consent of all parties in the photo or video. 

• Failure to abide by these guidelines may result in disciplinary action. 

 

PERSONAL USE IS NOT PERMITTED: 

Accessing social networking sites on CMHA Kelowna equipment, during work hours for personal use, is 

prohibited at all Organization sites. Identifying oneself as an employee of the Organization is 

acceptable, however employees should be aware that in doing so they are representatives of the 

Organization and are then bound to conduct themselves as appropriate according to the Code of 

Ethics. 

 

Employees are strongly encouraged to maintain the strongest security settings of their personal social 

networking accounts should they wish to show support by joining Organization sites. The Organization 

cannot be held liable for information accessed by third parties through social networking sites held by 

the Organization. Employees are prohibited from making statements, comments, recommendations or 

otherwise appearing to be representing the Organization while using their personal accounts to 

support Organization social networking sites. Employees are reminded of confidentiality when 

discussing or commenting on personal and Organization social networking sites. This confidentiality 

extends to information regarding the Organization, clients, funders, donors and any other parties who 

may have affiliations with the Organization. A general rule of thumb is that if information would not 

otherwise be public knowledge, it should not be discussed in this forum. Employees are required to 

make a disclaimer on any blog they write stating that their views are theirs alone and do not represent 

the views of the Organization. Especially in circumstances where affiliation with the Organization is 

identified or known by the intended audience. 

Employees are encouraged to support the Organization’s use of social media by bringing forth any 

suggestions for posts or information they would like to see on the site to their supervisor.  

The use of social networking sites to communicate with clients whether professionally or personally is 

prohibited as outlined in the Code of Ethics. In order to maintain professional relationships, employees 

are not to interface with clients or past clients of the Organization via social networking sites. 
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Email has the same legal and practical effect as other written communication. Users should thus 

exercise the same good judgment and discretion when sending email as they would when sending a 

formal letter, written memorandum, or other correspondence. Email sent via Organization 

communications systems reflects the image of users and the organization. All email messages must 

be consistent with the Organization’s professional reputation and standards. 

 

 

While at work, employees are expected to exercise discretion in using personal cellular phones. 

Personal calls, texts, or accessing social media during the work hours, regardless of the phone used, 

can interfere with employee productivity, safety and may be distracting to others. Employees are 

encouraged to make personal calls or texts during breaks and lunch and to ensure that friends and 

family members are aware of the CMHA Kelowna’s policy. (The Organization will not be liable for the 

loss of personal cellular phones brought into the workplace. Cellular telephones may not be used to 

defame, harass, intimidate, or threaten any other person.) Employees are prohibited from using their 

cell phones in any illegal, illicit or offensive manner. 

 

 

 

Where job or business needs demand immediate access to an employee a department may authorize 

issue of a business cell phone, or use of a personal cell phone, for work-related communications. In 

order to protect the employee from incurring a tax liability for the personal use of equipment, such 

equipment should be used for business reasons only. 

 

All employees understand that while some minimal personal use is inevitable, CMHA Kelowna 

provided phones are intended for business calls only. Call summary reports (i.e. number of minutes 

used) are distributed to supervisors on a periodic basis and are to be reviewed for reasonableness. 
 

Employees will reimburse the Organization for any overage charges related to personal calls and 

data use. The call detail records generated from assigned cell phones are considered records of the 

Organization and may, on occasion, be subject to internal and outside audits by the Organization 

and/or official agencies. Employees in possession of CMHA Kelowna equipment (e.g., cellular phones, 

etc.) are expected to protect the equipment from loss, damage or theft. 

 

EMAIL 

PERSONAL USE OF ORGANIZATION-PROVIDED COMMUNICATION 
DEVICES 

PERSONAL CELL PHONE USE 
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EMPLOYMENT TERMINATION: Employees who leave the Organization no longer have any right to 

any communications systems data, including e-mail messages; nor will they be allowed access to 

the organization's communications systems and its Internet accounts. Upon resignation, 

termination of employment, or at any time upon request, the employee will be asked to produce 

the equipment for return or inspection. Employees unable to present the equipment in good 

working condition within a reasonable time period (i.e., twenty-four [24] hours) will bear the cost 

of a replacement. Employees who separate from employment with outstanding debts for 

equipment loss or unauthorized charges will be considered to have left employment on 

unsatisfactory terms and may be subject to legal action for recovery of the loss. Any outstanding 

debt will be deducted from the employee’s final pay cheque. 

 

COMPLIANCE: Use of the communications systems is governed by this policy as well as all other 

policies that guide the conduct of employee. This policy is part of the employment terms and 

conditions for all employees. Use of the communications systems is a privilege that must not be 

abused. Use of the communications system may be revoked. Failure to comply with this policy may 

have serious ramifications and may result in disciplinary action up to and including termination. 

 

 

 

All formal and informal notes, including telephone messages, notes to oneself, etc., will be written 

with the Freedom of Information and Protection of Privacy Act in mind (available through HR). Notes 

and all other documentation should be factual, objective and respectful. If notes are taken in 

meetings with clients present, the clients will be told that the notes are not secret and that they are 

welcome to read them. 

 

Written records are designed to ensure case continuity and provide a basis for continuous and 

consistent work through employee changes or worker absence and to provide for accountability, 

worker protection (e.g. against false allegations), court purposes, or the possibility of an 

inquiry/investigation. 

 

Records are to include a sufficient and clear level of detail so that a colleague or supervisor would 

be able to read the record and respond appropriately in the absence of the regular worker. 

 

PROCEDURES: 

All official notes and documentation must be typed or written in ink and signed. 
 

DAILY RECORDS AND INTERNAL COMMUNICATIONS 
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EMPLOYEE MEETING MINUTES: 

In all employee meetings, minutes will be recorded of decisions taken and times deferred to the next 

or future meetings. These minutes will be filed in an “Employee Meeting Minutes Binder”. The purpose 

is for continuity. 
 

RESIDENTIAL PROGRAMS AND HOUSING FACILITIES 

Residential programs will keep a daily log and in the case of residential/housing programs that provide 

direct client supports and services (i.e. supportive housing sites), client documentation will be kept in 

accordance with this manual. 
 

CASE MANAGEMENT/OUTREACH PROGRAMS: 

Homelessness Services/Outreach programs will keep participant files, containing case notes. 

Program Employee is expected to note by date: 

 All contacts with persons served, including telephone contacts 

 All messages left and “no shows” 

 Other collateral communication, including unusual occurrences, and case conferences 

 Other important incidents 
 

Notes should be recorded within two working days. The above-mentioned notes are kept in a 

notebook, day timer, binder, in the client file, or on the B.C. Housing database. Any notes must be 

transferred into the client file monthly and upon conclusion of service. Notebooks or binder must 

be left at the office when the practitioner goes away on vacation or is absent for any extended 

period of time. 

GROUPS: 

Programs conducting groups will keep a Group Binder in order to keep a record by date of 

attendance, general group content/topics, and unusual occurrences or incidents. 

 

INTERNAL COMMUNICATION: 

Internal communication takes many forms, including regular team meetings, informal case 

conferencing between appropriate colleagues or between worker and supervisor, Critical Incident 

Reports, supervision meetings, etc. The program manager must be immediately informed of any 

serious incidents, critical incidents, or problems (small or large) between the program or an individual 

worker and the funding Ministry or another Organization. The program manager is responsible for 

dissemination of Organization memos, policy changes, professional articles, training events, etc. 
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The Organization permits the occasional use of CMHA Kelowna phones, fax and photocopier for 

personal purposes. Employees using the CMHA Kelowna equipment for personal reasons are 

expected to report such usage to the Finance department and are required to reimburse 

Organization as per posted rates. 

 

 

All communication by employees representing the Organization’s interests must support CMHA 

Kelowna’s philosophy/practice accurately and appropriately. 

• Chief Executive Officer, Board Chair and/or designate are responsible for all 

media and community-based communication. 

• All media contact and requests for statements or interviews shall be directed to 

the Communications department, or when not available, the Chief Executive 

Officer. 

• Employees speaking on behalf of CMHA Kelowna must maintain professional integrity at all 

times. 

• Complaints and/or concerns regarding publicity from community or 

government agencies and funders must be directed to the Chief Executive 

Officer. 

 
 
 
 
 
 
 
 

PERSONAL FAXES, PHOTOCOPYING AND CALLS 

MEDIA CONTACTS 
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When an employee has committed a violation, the employee shall be subject to the disciplinary 

action therein. 

 

INVESTIGATION 

An employee accused of violation of this code of conduct may receive a three (3) day suspension with 

pay while the accusation is being investigated. If the accusation is upheld, discipline outlined in these 

sections will apply. If the accusation is not upheld, the employee will be returned to work immediately. 

 

INDEMNITY 

Where an employee is charged with an offence resulting directly from the performance of their duties 

and is subsequently found not guilty, the employee shall be reimbursed for reasonable legal fees, 

providing the Organization has given prior approval to the choice of legal counsel. 

 

The employee must immediately notify the Chief Executive Officer of such a charge and provide 

ongoing information on the progress of the case. 

 

 

CONSTANT PATTERN OF ABSENTEEISM 

If an employee displays a continual pattern of one or two-day absences and these absences are not for 

health reasons and are unexplained absences, the employee will be counseled by their Supervisor or 

the Chief Executive Officer. 

 First Notice: written warning 

 Second Notice: one (1) day suspension without pay. 

 Third Notice: two (2) day suspension without pay. 

 Fourth Notice: dismissal at the discretion of the Chief Executive Officer. 
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Employees have a responsibility to report to work when scheduled. Any employee who fails to report 

for work for three (3) consecutive workdays without a medical reason/note from physician and leave 

has not been granted by their supervisor/manager or the Chief Executive Officer, and is unable to 

provide an acceptable reason for their absence shall be considered as having abandoned their 

employment and will be terminated with cause. 

 

Exceptional and unusual circumstances will be considered by the Chief Executive Officer. The 

employee shall be afforded the opportunity within ten (10) days to rebut such a presumption and 

demonstrate that there were reasonable grounds for not having informed their 

supervisor/manager. Alternate action will be discussed with the Chief Executive Officer, the 

employee, and the employee’s supervisor/manager. 

 

If an employee displays continual tardiness, the employee will be counseled by the Supervisor/ Chief 

Executive Officer.  
 

 First Notice: written warning 

 Second Notice: one (1) day suspension without pay. 

 Third Notice: two (2) day suspension without pay. 

 Fourth Notice: dismissal at the discretion of the Chief Executive Officer. 

 

 

If an employee is proven to have committed a theft: 

 First Notice: at the discretion of the Chief Executive Officer, the employee may be required to 

make restitution, be subject to dismissal with cause and be reported to the local police. 

 

 

If an employee is proven to have committed vandalism: 

 First Notice: at the discretion of the Chief Executive Officer, the employee may be required to 

make restitution, be subject to dismissal with cause and be reported to the local police. 

 

 

 

JOB ABANDONEMENT 

CONSTANT TARDINESS 

THEFT 

VANDALISM 
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An employee undermining or circumventing their immediate supervisor's authority will: 

 First Notice: receive a written warning;  

 Second Notice: will receive a two (2) day suspension without pay at the discretion of the Chief 

Executive Officer.  

 Third Notice: be dismissed with cause at the discretion of the Chief Executive Officer. 

 

An employee who breaches client or Organization confidentiality may be dismissed with cause 

without prior warning by the Chief Executive Officer. 

 

An employee unjustifiably committing verbal assault (intimidation, threats, abusive language) or 

physical assault (unwelcome holding, grabbing, pinching, pushing, shoving, hitting, kicking, scratching, 

use of weapon, use of force, implied force, or physical restraint) may be dismissed with cause without 

prior warning by the Chief Executive Officer. 

 

 

An employee proven to have committed sexual harassment (touching, using sexual innuendo, 

requesting sexual favors, using one's position to obtain sexual favors) will be dismissed with cause 

without prior warning by the Chief Executive Officer and may be reported to the local police at the 

discretion of the Chief Executive Officer. 

 

The Organization’s policy on alcoholism and drug dependence is that alcoholism or problem drinking 

and drug dependencies are illnesses that require treatment.  Any employee reporting for duty under 

the influence of alcohol, cannabis, illegal, any other drug or other legal/prescribed substance(s) which 

may endanger their health or safety, or the health or safety of other persons, by being under the 

influence of any substance included in this policy will not be permitted. Sub-standard performance due 

to alcoholism, cannabis, or drug dependency of any kind will not be condoned. 

 

Storage, possession or consumption of alcohol or drugs by any employee member on the premises is 

prohibited. Violation of this policy will be grounds for discipline. From time to time, exceptions can be 

made at the discretion of the Chief Executive Officer. 

INSUBORDINATION 

CONFIDENTIALITY 

ASSAULT 

SEXUAL MISCONDUCT 

SUBSTANCE MISUSE/IMPAIRMENT 
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It is the responsibility of the employee to seek treatment at the earliest possible opportunity. On a first 

offence, the employee shall be sent home for the remainder of the shift without pay and be given a 

written warning regarding the seriousness of the incident. On a second offence, the employee will face 

serious disciplinary measures. Employees reporting for duty or found on duty in a condition of 

prescription/non-prescription medical drug impairment which interferes with job performance will be 

sent home on sick leave, and may be required to supply a doctor's certificate. 

 

 

 

It is the policy of CMHA Kelowna that our workplaces are smoke/vapour free, and that all employees 

have a right to work in a smoke/vapour free environment. In order to protect employees, volunteers, 

practicum students, clients/program participants, and visitors from exposure to second-hand smoke 

and to assist compliance with B.C.’s Tobacco and Vapour Products Control Act, smoking or the use of 

e-cigarettes is prohibited in all enclosed and substantially enclosed premises in the workplace. This 

includes company vehicles.  

 

This policy applies to all employees, consultants, contractors, clients/participants, members and 

visitors. 

Disciplinary procedures will be followed if an employee member does not comply with this policy. 

Those who do not comply with the smoke and vapour free law also may be liable to fine. 

  

SMOKING/USE OF E-CIGARETTE (VAPING) 
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Engaging in a business or occupation which is in competition with or is similar to the type of business 

carried on by CMHA Kelowna without the written consent of the Chief Executive Officer shall 

constitute just cause for dismissal without notice. 
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CMHA Kelowna’s dress code policy is intended to provide reasonable guidelines around personal 

appearance to ensure safety and appropriate attire. Given the diversity of roles, programs and services 

within the Organization, it is most important that all employees wear clothing and footwear that is 

suitable to both their role, program, and/or location. In addition to safety considerations, clothing and 

accessories are often an indicator of professionalism for both the employee and the Organization and 

thus must be in accordance with acceptable established standards. 
 

For safety reasons, beach style “flip-flops” are not considered proper work attire. Closed toe and closed 

heel footwear are required in residential settings and within program areas where workplace or 

environmental hazards may be present. If you do not normally work within these 

environments/locations and are visiting, please make sure that you wear the appropriate footwear 

according to the policy/practice of that particular location where possible. 
 

In order for our clients, participants, or community members to view CMHA Kelowna employees in a 

professional manner, please refrain from wearing: 

 Ripped clothing beyond tasteful fashion 

 Logos which may be perceived as offensive to others; 

 Unacceptably short dresses, skirts, or shorts, tube tops or tank tops with “spaghetti” straps; 

that may be perceived as overtly provocative; 

 Any clothing that may pose a safety issue including beach style “flip-flops” as mentioned above. 
 

Meal Service and/or kitchen environment: 

In addition to above, when preparing or handling food, please ensure that you: 

 Secure long hair; 

 Remove all bracelets, rings, dangling earrings, and wrist watches; 

 Keep fingernails short, and clean. 
 

When questions or concerns with respect to this policy or the practice within a specific program, staff are 

encouraged to connect directly with their supervisor or HR for clarification. 
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Employees shall not become involved in the personal affairs of a client relating to legal, financial, 

or property matters. 

 

Exceptions to this policy may be made by the Executive Director or designated supervisor for 

employees who are immediate family of clients. 

 

Employees or relatives of employees may not: 

 Sign "Consent for Treatment" forms on behalf of clients admitted to hospital; 

 Witness the signing of wills or other legal documents except as designated by Organization 

policy; or 

 Handle or manage a client's monies or assets apart from the minimal personal needs funds, 

or accept, for safekeeping, personal effects and jewelry. 

 

PROCEDURE: 

 In the event an employee is requested by a client to carry out any of the above, the 

employee shall refer the individual to the Chief Executive Officer or appropriate supervisor. 

 Employees must report to the Chief Executive Officer or supervisor any questionable 

situations where a client maybe unable to handle their own finances, or where 

mismanagement of their finances by relatives or friends occurs. 

 
 
 
 

 

 
 
 
 

Policy Title PERSONAL AFFAIRS OF CLIENT 

Original date  Section 
SECTION 7  

CODE OF CODUCT 

Date last 
update 

October 2021 Policy Number HR 7.10 

PERSONAL AFFAIRS OF CLIENT 

 



                                                          HUMAN RESOURCES POLICY MANUAL 
 
 

 
The purchasing and selling of goods or services between employee and clients, and/or their visitors, 

is not permitted. 

 

Employees may not sell goods or services to clients or visitors, nor may they encourage clients or 

visitors to purchase any products or services. Employees shall not use their position of trust to initiate 

any purchase or sale of goods and services to clients or visitors. 

 

Excluding raffle tickets, employees may not purchase services or commodities from clients unless such 

commodities are offered for general sale, with the approval of the Chief Executive Officer. A breach 

of this policy will result in disciplinary action, which may include dismissal. 
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INTENT 

It is the objective of this policy to establish the importance of discretion and confidentiality in terms of 

salary information. Salary is determined considering a large array of factors which may not be 

immediately apparent to every employee. As such, in an attempt to minimize any feelings of confusion 

or doubt in regards to the application of fairness in the levels of compensation provided to our 

employees, CMHA Kelowna has adopted this policy in an effort to provide clear guidelines of the 

expectations for confidentiality. 

As the provision of competitive wages is paramount to our success, the Organization strives to 

ensure that we provide appropriate and fair wages for our employees. As such, our wages and other 

forms of compensation are determined based on a large number of factors that begin with 

transparent salary ranges established as per HR Policy 3.1 - Salary Determination.  Other factors 

which may impact individual compensation include the following: performance, years of experience, 

years worked at Canadian Mental Health Association Kelowna, education and experience.  

Regardless, we strive to remain within established salary ranges and make every effort to review 

these ranges regularly. 

POLICY 

All Organization salary information should be considered a confidential matter.  The disclosure of any 

wage details beyond wage ranges for positions, other than as required for appropriate financial 

reporting purposes, should be undertaken with the utmost of discretion. 

 

The Organization requests that all employees avoid providing their wages, benefits, bonuses and any 

other form of compensation to other CMHA Kelowna employees, or with any third-party that does not 

have a bona fide need to know.  Disclosure of confidential salary information by employees that does 

not include the appropriate context for said wage, may create unnecessary conflict and disputes.  

 

The Organization requests that any questions about wages, wage ranges, and any other form of 

compensation be addressed directly with the individual’s supervisor, HR or the CEO. 
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