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Purpose of the Manual
This manual is a communication tool to ensure that all employees clearly understand company policies.  The policy statements will guide the decision making of all employees and managers and will help achieve desired employee and company objectives.

We also feel this manual will provide better service and products for our customers.

Use of the Manual
While First General Thunder Bay believes wholeheartedly in the plans, policies, and procedures set out in this personnel manual, they are not conditions of employment.  This manual does not create an employment contract or term or limit the reasons for dissolution of the employment relationship.  This manual sets out in simple terms the company guidelines and is subject to unilateral change by management.
If you have any further questions regarding policies, please inquire with your manager.  Any additions or deletions may be posted.
1.0 Communication with Employees
Organizational efficiency is highly dependent on effective communication.  We feel that in a small organization like First General, success is dependent on customer service, quality and timeliness.  It is in the best interests of the employees and employer to remain jointly committed to our company, and our mutual client, the customer.  

1.1.  Open Door Policy

First General Services has an open door policy.  Employees are welcome to speak with management about any problems, concerns or suggestions they may have.  This has been a key element in maintaining a high-standard relationship with employees at First General.

First Generals Open Door Policy operates as follows:

1. Any employee who has a problem should make every effort to resolve the problem with his or her supervisor.

2. If a problem is not resolved at the immediate supervisor level, an employee may then bring the problem to the attention of a higher manager.  Normally, this is done in a progressive manner; however, an employee may choose direct access to any level of management should the circumstances warrant it.

All legitimate problems will be investigated and replies made to the employee usually within 30 days.

1.2.  Cost Cutting and Increasing Profit
As a team member of First General, you are encouraged to make suggestions and develop ideas that will help the business become more efficient, productive and profitable.

If you have an idea which might improve the business, please discuss it with one of your managers.

1.3.  Conduct and Disciplinary Action

First General’s corrective action program is designed to encourage individuals to become more productive employees.  Every effort will be made to help you correct any problem.  Corrective action may take the form of:

1. Verbal warning/Oral counseling
2. Written warning

3. Probation/suspension without pay for up to 30 days

4. Termination

However, based on the severity of the incident, the verbal and/or written warnings and/or probation/suspension may be by-passed and the employee terminated.  The company reserves the right to add to, modify, or eliminate any rule when the circumstances require a change.

The following are some examples, although not exhaustive of serious offenses, which result in immediate termination of employment or lesser discipline as circumstances warrant:

1. Theft, of any type i.e. falsifying time sheets, company tools and supplies, employee or customer’s personal belongings, etc.;

2. Possession or use of firearms or weapons on company property;

3. Reporting for their scheduled shift under the influence of alcohol, drugs or controlled substances;

4. Bringing onto company property drugs or controlled substances;

5. Fighting;

6. Intentional defacing or destruction of company, customer, or employee property;

7. Disrespectful or discourteous conduct to customers, fellow employees or supervisors;

8. Falsifying reports or records, reports relating to absence, tardiness or sickness, presenting a falsified time sheet or time entry, or ;

9. Insubordination;

10. Fraud;

11. Threatening or intimidating any employee, supervisor or customer harassment;

12. Endangering safety of self or others through horseplay or carelessness;

13. Excessive tardiness or leaving early, and failure to comply with procedure for notifying management or gaining permission for time off;

14. Abusive language;

15. Excessive absences;

16. Giving out confidential company information without authority;

17. Sexual harassment;

18. Inefficiency or incompetence;

19. Misappropriation or unauthorized use of company or individual property;

20. Abusive use of internet use i.e. Email downloading of inappropriate or illegal material;

21. Inappropriate use of cell phones on job site i.e. excessive minutes;

22. Any other conduct intentionally disruptive of operations.

23. See our safety management system for more details.
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	Infraction
	Definition
	1st offence
	2nd offence
	3rd offence
	4th offence

	Absenteeism or Tardiness
	Arriving late for work, Absent from work without prior approval; abuse of leave; failure to return timely from leave of absence, leaving early from work without approval, failure to continue in service when not properly relieved
	Oral Counseling and possible Written Warning
	Written Warning and possible    1 Day Suspension
	Written Warning and 3 Day Suspension
	Dismissal

	Absent without Leave
	Failure to show or call in for regularly scheduled shift
	Oral Counseling and possible Written Warning
	Written Warning and possible    1 Day Suspension
	Dismissal
	

	Carelessness or Negligence
	An improper act or omission that could result in inefficiency of the operation or cause minor injuries, or property damage
	Oral Counseling and possible Written Warning
	Written Warning and 1 Day Suspension
	Written Warning and 3 Day Suspension
	Dismissal

	Consumption of alcohol or alcohol related incident
	Reporting for duty while under the influence of alcohol; hangover; possession of an open container, or consumption of alcoholic beverages while on duty; and not part of a company event 
	Written Warning and 2 day suspension or Dismissal
	 Dismissal
	 
	 

	Dishonesty, or falsification of company documents
	Intentionally providing false and/or erroneous work related information. i.e. employment applications/interviews, timesheets/entries, and other
documents/statements
	Written Warning or Dismissal
	 Dismissal
	 
	 

	Drug use and/or possession
	Possession, consumption, or being under the influence of controlled substances/ narcotics or unprescribed drugs while on duty status or on the employer’s premises
	Dismissal
	 
	 
	 

	Failure to follow instructions
	Failure to comply with reasonable orders/work rules, procedures or policies
	Oral Counseling and possible Written Warning
	Written Warning and possible    1 Day Suspension
	Written Warning and 3 Day Suspension
	Dismissal

	Questionable Workmanship
	Failure to comply with reasonable orders/work rules, procedures or policies
	Oral Counseling and possible Written Warning
	Written Warning and possible    1 Day Suspension
	Written Warning and possible 3 Day Suspension
	Dismissal
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	Infraction
	Definition
	1st offence
	2nd offence
	3rd offence
	4th offence

	Fighting
	Any act of physical aggression causing physical injury toward another person that cannot be proven to be a minimal defense toward of an attack, while on duty 
	Written Warning and 4 day suspension or Dismissal
	Dismissal
	 
	 

	Poor Attitude
	Employee’s negative attitude and behavior which results in damage to workplace morale or efficiency which creates a breach between employee and employer, making a continuing relationship difficult
	Oral Counseling and possible Written Warning
	Written Warning and possible    1 Day Suspension
	Written Warning and 3 Day Suspension
	Dismissal

	Major Safety Rule Violation
	Any major infraction of a safety rule, safety procedure or safety policy where there is substantial probability that serious physical harm or death could occur
	Written Warning and possible    1 - 5 day Suspension
	Written Warning and 1 - 5 Day Suspension or Dismissal
	Dismissal
	 

	Minor Safety Violation
	Any minor infraction of safety rules, safety procedures or safety policies that has a direct relationship to job safety and health, but probably would not cause serious physical harm or death
	Training and/or Counseling
	Training and/or Written Warning
	Written Warning and 1 - 3 Day Suspension
	Dismissal

	Sub-standard performance
	Failure to meet job standards, poor productivity, loafing, lack of quality in work product, failure to complete work assignments timely and accurately, failure to complete required paperwork
	Oral Counseling and possible Written Warning
	Written Warning and possible    1 Day Suspension
	Written Warning and 3 Day Suspension
	Dismissal

	Sub-standard personal appearance
	Failure to present a well-groomed appropriate appearance or
unacceptable personal hygiene
	Oral Counseling and possible Written Warning
	Written Warning and possible    1 Day Suspension
	Written warning and 3 Day Suspension
	Dismissal

	Theft
	Wrongful appropriation of money, property, equipment, or material from other employees, public, or employer
	Dismissal
	 
	 
	 


Progressive Discipline Policy
GENERAL
It is the goal of First General to fairly and consistently administer employee discipline, when needed, to ensure appropriate employee behaviour.

PURPOSE
This policy sets forth uniform procedures for administering employee discipline.

RESPONSIBILITY
A. Each manager shall ensure that the procedures set forth in this policy are followed by their staff in a consistent manner.

B. Compliance with this policy is the responsibility of all First General Services employees.

      C. Management shall maintain this policy.

POLICY
It is the policy of First General to establish and maintain a formal system of employee discipline, applicable to all employees that conform to the recognized principles of proper personnel management.  This policy will ensure that the rules of the work place and accepted standards of employee conduct are adhered to by all employees, and discipline, when deemed necessary, is equitably and uniformly administered.  This system will apply to all First General Thunder Bay & Vancouver employees except for appointed officials, and employees fulfilling probationary status.

PROCEDURE
Discipline must conform to the following criteria:

Preceding termination the following progressive discipline actions will be performed given the nature of the offence.  Serious offences such as physical or sexual assault and/or theft will have zero tolerance.  
1. Verbal Warning

· The employee will be given a verbal warning regarding the undesirable behaviour or action. 

· The employee will be given an explanation of when and how the behaviour or action took place.  This will include the reason(s) as to why the behaviour or action was unacceptable 

· The employee will be given an opportunity to explain the situation and their actions.  This should be their opportunity to give their side of the story. 

· The employee will be given a description of the desired and/or acceptable behaviour or actions. 

· The employee will be informed that further disciplinary action, up to and including termination, will follow if unacceptable behaviour continues. 

· It will be explained to the employee that the incident will not go into their file, but that it will be taken note of in order to follow up on possible further disciplinary incidents.

NOTE: Verbal warnings are given for the reasons listed on the Progressive Discipline Chart.


2. Written Warning

· The employee will be given a written warning regarding their undesirable behaviour or action in the event that the behaviour or action had either been discussed in a previous verbal warning or the behaviour or action was considerably severe in nature. 

· The employee will be given an explanation of when and how the undesirable behaviour or action took place.  This will include the reason why the behaviour or action was unacceptable. 

· The employee will be given an opportunity to explain the situation and their actions.  This should be their opportunity to give their side of the story. 

· The employee will be given a description of the desirable and/or acceptable behaviour or actions. 

· The employee will be provided with a copy of the written warning and another will be placed in the employee’s file. 

· The employee will be required to sign the document as proof that they have received it. 

· It will be explained to the employee that future disciplinary problems will be addressed with further progressive disciplinary actions up to and including termination.

NOTE: Written warnings are given for the reasons listed on the Progressive Discipline Chart.
3. Suspension

· The employee will be given written documentation regarding the suspension in relation to the undesirable behaviour or action in the event that the behaviour or action had either been discussed in a previous verbal or written warning or the behaviour or action was considerably severe in nature. 

· The documentation will include information on the offence, the length of the term of suspension and why the employee has been suspended. 

· The employee will be given an explanation of when and how the undesirable behaviour or action took place.  This will include the reason why the behaviour or action was unacceptable. 
· The employee will be given a description of the desirable and/or acceptable behaviour or actions. 

· The employee will be provided a copy of the suspension and another copy will be placed in the employee’s file. 

· The employee will sign the document as proof that they have received it. 

· It will be explained to the employee that future disciplinary problems will be addressed with further progressive disciplinary actions up to and including termination.

NOTE: Suspensions are given for the reasons listed on the Progressive Discipline Chart.  
4. Termination

· The employee will be given written documentation regarding their termination and the undesirable behaviour or action leading to and justifying the termination. 

· Documentation should include information on the offence and previous disciplinary communications with the employee. 

· The employee will be given a description of when and how the unacceptable behaviour or action took place.  This will include the reason why the behaviour or action was unacceptable. 

· The employee will be given a description of the desirable and/or acceptable behaviour or actions. 

· The employee will be provided with a copy of the termination notice and another copy will be placed in the employee’s file. 

· The employee will be escorted from the location immediately while maintaining the dignity of the terminated employee by not making obvious to other employees that the employee has been terminated and for what reasons.  

NOTE: Terminations are given for the reasons listed on the Progressive Discipline Chart.  

1.4.  Equal Opportunity
First General will comply with all applicable laws governing equal employment opportunity.  This policy extends to all applicants and employees and to all aspects of the employment relationship including, but not limited to, recruiting, hiring, promotion, and compensation.

Specifically, the company will provide equal employment and advancement opportunity on the basis of ability, aptitude, experience, education, health, desire, and merit within the context of its unique business environment and without regard to race, creed, colour, religion, age, sex, marital status, national origin, sexual preference, disability, status with regarding to public assistance, or veteran status.

First General will comply with reasonable accommodation requirements unless to do so creates interference to daily business.  Employees who require reasonable accommodations should discuss the problem with a manager.  First General may request medical documentation of any disability.

1.5.  Sexual Harassment
Sex discrimination and sexual harassment are against the law.  It is the policy of the First General to abide by the federal and provincial laws, which prohibit sexual harassment, and to maintain an employment atmosphere free of sexual harassment, intimidation, or coercion.

The management of First General is responsible for implementing this policy.
Sexual harassment of any employee by any other employee will not be tolerated.  If an investigation of a complaint of sexual harassment produces evidence that such harassment has occurred, appropriate disciplinary action will be taken.

The following are some examples of conduct, which may be legally actionable sexual harassment:

1. Use of any offensive or demeaning terms, which have sexual connotation;

2. Objectionable physical proximity or physical contact;

3. Unwelcome suggestions regarding, or invitations to, social engagements or work-related social events;

4. Any indication, expressed or implied, that an employee’s job security, job assignment, conditions of employment, or opportunities for advancement depend, or may depend, on the granting of sexual favors to any other employee, supervisor, or manager;

5. Consideration of the granting or refusal of social or sexual favors in fact affects any action relating to an employee’s job duties;

6. The deliberate or careless creation of an atmosphere of sexual harassment or intimidation;

7. The deliberate or careless expression of jokes or remarks of a sexual nature to or in the presence of employees who may find such jokes or remarks offensive;

8. The deliberate or careless distribution of materials such as cartoons, articles, pictures, etc. which have a sexual content, and which are not necessary for our work, to employees who may find such materials offensive.

All employees should be careful to treat their co-workers, subordinates, and supervisors with respect at all times.

Any employee, who feels that they are being subjected to sexual harassment in any form, or believes that they are being subjected to sexual harassment in any form, or believes that they have witnessed sexual harassment, should contact a manager.

No retaliation of any kind will occur because you have reported an incident of suspected sexual harassment.  We encourage you to help us keep First General free of harassment.

1.6.  On-The-Job Injuries
Any injury received while on the job should be reported immediately to a manager.  If immediate medical attention is required, it should be taken care of as quickly as possible. Insurance forms and information concerning a job related injury can be obtained from the office, or a manager.  If your injury requires outside medical attention, or you feel it may require follow-up treatment, or result in loss from work, you must complete a ‘First Report of Injury’ form (obtained from your manager) immediately following your treatment.  Failure to report an injury within 24-hours could result in the rejection of a workers compensation claim.

2. Employee Training and Information
General Information

All existing employees and newly hired employees must be trained in understanding the MSDS, the related labeling of hazardous chemicals, the first aid steps, the necessary safety equipment used, specific chemical information and training, and the plan of action for emergency situations.  Manager’s shall keep a signed employee training log sheet and alert and train employees when new hazardous products are introduced into the workplace.

2.1.  Training Procedure
Prior to starting work, each new employee of First General will be given training and information which shall include the following:

1. Training of all harmful chemicals that the employee may come in contact with under normal usage and foreseeable emergencies

2. Familiarization with the different types of chemicals and major hazards associated with them (example: solvents, corrosives)

3. Training in operations where hazardous chemicals are present, in accordance with the Superfund Amendments and Reauthorization Act (SARA) Section 313, where the three ring binder marked ‘Hazardous Communication Program’ is located, what it contains and how to use it

4. Explanation of warning labels such as DOT

5. First aid procedures in the event of an emergency; contact or spill

6. Proper work practices

7. Personal protective equipment

8. Explanation of labeling and MSDS

9. Information that new employees must be trained on prior to starting work

10. Development of a system to ensure that additional training is provided when a new hazardous chemical is introduced into the workplace

11. Inform all employees of new hazardous chemicals that are introduced into the workplace

12. Safety – all departments have specific guidelines regarding safety.  All employees must acquaint themselves with these guidelines and follow them.
After receiving the safety training, all employees will sign a form to verify that they have received the training and the written materials, and understand this company’s policies on hazardous situations, and communications.

Prior to introducing a new hazardous chemical into any section of this company, each employee of that section, after receiving the safety training, will sign a form to verify that they have received the training and the written materials, and understand this company’s policies on hazardous situations, and communications.

3. Material Safety Data Sheets
Material Safety Data Sheets are available as required. 
All incoming MSDS shall be placed in alphabetical order in the three-ring binder located in the specified areas marked ‘Hazard Communication Program’.  Using a yellow hi-liter, the name of the product shall be marked for easy cross-referencing.

All duplicated copies of MSDS shall be checked with the ones in the binder to see which copy has the most recent ‘date of issue’.  If the newest copy has a more recent date of issue, that copy will be placed in the binder and the old copy will be disposed of.

4. Payroll Practices
All employees of First General will be paid bi-weekly and the pay periods end on a Sunday at midnight.  We use direct deposit, so we require the proper banking information.  A regular work week is considered 40 hours per week.  There are also shift differentials and extra consideration for hazardous work. 
The work day is, typically, from 8:00am to 4:30pm Monday to Friday, with a ½ hour unpaid lunch.
Pay stubs will be mailed to the employee. 
4.1 Overtime Policy 

 4.1.1
Ontario
Employees are entitled to overtime pay for each hour they work over 40 hours in a work week.  Overtime is paid at 1.5 times the regular base rate, and must be approved by the Project Manager before it will be paid. 

4.1 Overtime Policy 

4.1.2
Vancouver

Employees are entitled to overtime pay for each hour they work over 8 hours a day.  Overtime is paid at a rate of 1.5 times the employee’s regular wage for the time over 8 hours and at a rate of 2 times the regular wage for any time over 12 hours.  Employees are also paid overtime for time after 40 hours in a work week at a rate of 1.5 times the regular wage.  Overtime must be approved by the Project Manager before it will be paid.  
4.2 Trauma Policy

Employees eligible for hazard pay will receive two (2) times the regular rate of pay, regardless of whether or not it is incurred during overtime. 

4.3 Out-of-town Meal Allowance
The following is what the allowance for out-of town meals covers:


Breakfast
- $10.00


Lunch

- $15.00


Dinner

- $25.00

These amounts include the value of any tip included. 

There will be no alcohol charged to company credit cards for these meals without prior authorization from the General Manager.

As well, both the itemized restaurant receipt and the visa receipt must be submitted to Accounts Payable. If you do no submit the receipts, the expense will not be accepted and you will be responsible for the charges.

4.4 Out-of-pocket Expense Reimbursement
All out-of-pocket expenses must be submitted to Accounts Payable with the following information included on the receipt:

· The name of the person submitting the expense

· The job number associated with the expense

· The signature of the Project Manager approving the expense

The receipt must be an itemized one, not just a visa or debit slip.

4.5 On-Call List
The list is prepared in advance as much as possible.  If you are called out after hours, or on a weekend, you are paid for a minimum of 4 (four) hours.

The on-call list will be set up with specific teams.  Typically, each team will work one week in five as on-call however this can change as needed; determined by your manager. 
If you book holidays when you are scheduled to be on call, it is your responsibility to cover your position on the team and it must be with someone of equal or greater skill set. There is a form that needs to be filled out by yourself, as well as your replacement, 14 days in advance of the change.  This form needs to be approved by the Project Manager on-call at the time.
4.6 Statutory Holidays
4.6.1
Ontario

The office and shop will be closed on the following holidays: 
· New Year’s Day, 
· Family Day, 
· Good Friday, 
· Victoria Day, 
· Canada Day, 
· Civic Day, 
· Labour Day, 
· Thanksgiving Day, 
· Christmas Day, and 
· Boxing Day.  
Any other holidays will be decided closer to the date of the holiday.

4.6 Statutory Holidays

4.6.2
Vancouver

The office and shop will be closed on the following holidays:
· New Year’s Day, 

· Good Friday, 
· Victoria Day, 
· Canada Day, 
· B.C. Day, 
· Labour Day, 
· Thanksgiving Day, 
· Remembrance Day, and 

· Christmas Day.  
Any other holidays will be decided closer to the date of the holiday.

4.7  Sick Days

First General will allow up to 5 (five) days of paid sick leave per year after you have completed 3 months of full time employment.  If you use more than 3 (three) consecutive days, you must have a doctor’s note.  You CANNOT carry unused sick days over to the next year.

4.8 Vacation Accrual

4.8.1
Ontario

Every employee qualifies for vacation accrual.  It is calculated by taking each gross pay and multiplying by 4%.  If an employee would like to take holidays, then the vacation accrual can be used.  To get vacation accrual, please let the accounting office know one week before the payroll cut off.  
Effective January 1, 2011 all new employees hired will be paid their vacation pay on a biweekly basis.
All time off requests (vacation or otherwise) need to be submitted to the office 10 working days prior.  Please note that submitting the form DOES NOT GUARANTEE the time off.  If there are any concerns, management will contact you.

Holiday or vacation time will be provided as follows:


After one (1) year:
two (2) weeks holidays


After two (2) years:
two (2) weeks holidays plus one day

After three (3) years:
two (2) weeks holidays plus two days


After four (4) years:
two (2) weeks holidays plus three days.
This system continues until four (4) weeks on holidays have been reached.

Once four (4) weeks holidays have been reached vacation time is maxed out.
For part time employees, vacation accrual will be calculated at 4% of gross earnings.  The payment of these monies will be added to each pay cheque.  All new employees will have their vacation accrual paid out on each pay cheque.
4.8 Vacation Accrual

4.8.2
Vancouver

Every employee qualifies for vacation accrual.  It is calculated by taking each gross pay and multiplying by 4%.  After 5 consecutive years of employment, it is calculated by taking each gross pay and multiplying it by 6%.  If an employee would like to take holidays, then the vacation accrual can be used.  To get vacation accrual, please let the accounting office know one week before the payroll cut off.  

Effective January 1, 2011 all new employees hired will be paid their vacation pay on a biweekly basis.

All time off requests (vacation or otherwise) need to be submitted to the office 10 working days prior.  Please note that submitting the form DOES NOT GUARANTEE the time off.  If there are any concerns, management will contact you.

Holiday or vacation time will be provided as follows:


After one (1) year:
two (2) weeks holidays


After two (2) years:
two (2) weeks holidays 


After three (3) years:
two (2) weeks holidays

After four (4) years:
two (2) weeks holidays

After five (5) years:
three (3) weeks holidays.
For part time employees, vacation accrual will be calculated at 4% of gross earnings.  The payment of these monies will be added to each pay cheque.  All new employees will have their vacation accrual paid out on each pay cheque.

4.9 Probation Period

We may give new employees up to 180 days to prove they are totally dependable and proficient.  You may be evaluated during this period to determine continued employment.
4.10 Bereavement Leave

First General will allow 3 (three) days of paid leave for a close family member.  
A close family member is defined as:

· Spouse

· Children, or their spouse

· Mother / Father
· Mother / Father in law

· Grandmother / Grandfather

· Grandmother / Grandfather in law

4.11 Unpaid Leaves of Absence
Pregnancy:  
Employees entitled to pregnancy leave will be granted a leave in accordance with applicable provincial and federal laws.  Leave of absences will be granted for female employees during pregnancy on the same basis as other medical leaves of absence when employees are no longer able to perform their jobs.

As soon as practical, after the pregnancy is confirmed, the employee must provide the company with a written statement, signed by her physician, indicating the date on which it is expected she will no longer be physically capable to perform her regular duties, that she can work until that date without risking injury to herself and the unborn child’s health and well being, and her anticipated due date.

Parental Leave: 
In accordance with Ontario law, First General in Ontario will grant an unpaid leave of absence to employees who have been with First General for at least 12 months, and who are natural or adoptive parents in connection with the birth or adoption of a child.  This leave shall be in accordance with the current laws for parental leave.
In accordance with British Columbia law, First General Vancouver will grant an unpaid leave as stated in Part 6, #51, in the Employment Standards Act of British Columbia.
4.12 Resignation
Management will expect a minimum of a 2 week written notice in the event an employee wishes to terminate their employment with First General.

4.13 Other Employment

If you choose to have a job outside the one with First General it must not interfere with your attendance, efficiency, confidentiality of business information, reputation in the community or your work schedule.

The other job also must be disclosed to management.
4.14 Banking of Hours
Banking of hours worked is not available.
4.15 Company Cell Phones

Company cell phones are the property of First General, and should not be used for personal calls, whether incoming or outgoing.  Each cell phone is on a plan that is sufficient for the employee who is issued the phone.  Therefore, if the bill is over the minutes for the month, the employee will be charged, through a payroll deduction.
Or,

You will be paid a flat fee per month for the business use of your own personal cell phone.
4.16 Driver’s Abstract and Criminal/Background Check

As a condition of employment, First General will conduct a driver’s abstract and criminal/background check.  Two pieces of ID and an email address will be required
4.17 Company Tool Policy

All employees are to provide their own tools as per the attached Personal Tool List.  First General Services will supply the following:

· Power tools

· Safety glasses

· Work gloves

· Electrical tape

· Staples

Each vehicle is to have an up-to-date list of tools complete with serial numbers.  As tools are added, the serial number is to be forwarded to your manager.  

If new tools are needed, in Thunder Bay, a purchase order must be obtained before purchase may be made. If it is for a replacement, the broken tool must first be turned in to your manager or the shop.
In Vancouver your manager will handle these issues with you.
In Vancouver all purchases will be made for you by your manager.
Personal Tool List (subject to change):

· Hammer

· Tape measure

· Set of screw drivers

· Knife and blades

· Small pry bar

· Large pry bar

· Small tri-square

· Caulk line

· Pliers, side cutters, channel locks, etc.

· Hacksaw

· 2’ level

· Crescent wrench

· Vise grips

· Hand saw

· Chisel

· Pencils

· Markers

· 4” floor scraper

· T-50 stapler

· Drywall saw

· Files

· Tin snips

· Estwing nail puller

· Linesman pliers

· Work boots

· Tool pouch

4.18 First General Tool Policy Agreement
All employees in the emergency and repair divisions are to provide their own tools as per the attached Personal Tool List. First General will supply the following:

· Power tools

· Safety glasses

· Work gloves

· Electrical tape

· Staples
Each vehicle is to have an up-to-date list of tools complete with serial numbers. As tools are added, the serial number is to be forwarded to Mona.
In Vancouver all information must be given to your manager.
If new tools are needed, in Thunder Bay, a purchase order must be obtained from Mona (not the Project Managers) before purchase may be made. If it is for a replacement, the broken tool must first be turned in to Mona.
In Vancouver your manager will handle these issues with you.

G.P. McEachern will be informed of this policy and will not allow tool purchases without authorization from Mona.
In Vancouver all necessary purchases will be made for you, at your manager’s discretion.
Personal Tool List (subject to change):
· Hammer

· Tape measure

· Set of screw drivers

· Knife and blades

· Small pry bar

· Large pry bar

· Small tri-square

· Caulk line

· Pliers, side cutters, channel locks, etc.

· Hacksaw

· 2’ level

· Crescent wrench

· Vise grips

· Hand saw

· Chisel

· Pencils

· Markers

· 4” floor scraper

· T-50 stapler

· Drywall saw

· Files

· Tin snips

· Estwing nail puller

· Linesman pliers

· Work boots

· Tool pouch

I have read the above and agree to return any tools belonging to First General once I am no longer a team member.​​​​​​​​​​​​​​

_________________________________________

___________________________



Date                                                    

Signature
RETURN THIS COPY TO THE OFFICE
4.19 Confidentiality Policy and Agreement
Issued:  
POLICY STATEMENT

First General acknowledges that employees may come into contact with confidential information in the course of carrying out their duties.  Such confidential information may include, but is not limited to, personal information regarding employees, customers, and insurance companies, as well as financial and operational data.  Employees are required to use discretion and take all precautions   to ensure that access to confidential information be restricted to authorized employees.  

Disseminating confidential information to individuals or organizations external to First General may expose First General to additional liabilities and must be treated with a higher level of discretion. Disclosure of information to an outside third party may only be made by authorized employees.  In the specific case of media, only designated media spokespersons are authorized to communicate with media sources.        

SCOPE    

All employees, including those employed on a contract basis.         

PROCEDURES     

All new employees will be given a copy of this confidentiality policy and will be required   to sign a confidentiality agreement at the time of hiring. The signed confidentiality agreement will be kept in the employee’s personnel file.  The importance of confidentiality will be reviewed at the time of orientation.  Any misuse of information will be treated as a breach of confidentiality.  Such a breach by an employee will be viewed as a serious matter requiring disciplinary action, up to and including termination.


I, ______________________________________, have received a copy of First General’s policy on Confidentiality, Issue date                          .  I have reviewed this policy and understand its terms.

________________________________________________

__________________________




Signature




      Date
RETURN THIS COPY TO THE OFFICE
5 Client Entertainment Expense

Client entertainment expenses are limited to $35 per person for lunch OR $75 per person for dinner, including alcohol, and limited to one time per week unless permission is received from the General Manager. 

You must submit both the itemized restaurant receipt as well as the visa receipt and the name of the person you are entertaining must be written on the receipt.
6 Controlled Substances
To minimize the risk of unsafe and unsatisfactory performance due to the use of alcohol or other drugs, the following standards have been set out and apply to all employees when on First General Services business, premises and worksites including when operating a motor vehicle.  
All employees are expected to report fit for work, and remain fit throughout their work day or shift, including when scheduled to be on call.  Violation of the drug or alcohol policy will result in disciplinary action up to and including dismissal. 
6.1. Alcohol Policy

Any employee involved in the use or possession of alcohol on First General premises or work sites, outside of a company function, or working under the influence of alcohol, will be subject to disciplinary action up to and including dismissal.
The following are prohibited:


-
Reporting for duty under the influence of alcohol;

 
-
Use of alcohol during the work day including during meals and breaks;


-
Possession, distribution, offering or sale of alcohol;

In the event that that expressed permission is given from the general manager to allow consumption of alcohol at a staff meeting or event, alcohol will be allowed to a maximum of one drink, per person, per 24 hour period.
6.2. Drug Policy      

Any employee involved in the unlawful use, sale, manufacturing, dispensing or possession of controlled substances, and illicit drugs on First General premises or work sites, or working under the influence of such substances, will be subject to disciplinary action up to and including dismissal.
The following are prohibited:


-
reporting for work under the influence of illicit drugs;


-
use, possession, distribution, offering or sale of illicit drugs or illicit drug paraphernalia;


-
possession of prescribed medications without a legally obtained prescription, and distribution, offering or sale of prescription medications (trafficking);

6.3. Smoking 

All First General buildings are non-smoking.  Smoking is to be done outside only and 3 meters away from any entrance.  This policy also includes all job sites.
NO SMOKING IS ALLOWED IN COMPANY VEHICLES. 
7. Drivers License

It is the employee’s responsibility to notify management if the status of their driver’s license changes.  You should also indicate if you can drive a standard.  Employees who are not completely competent in driving a standard MUST NOT attempt to do so with a company vehicle.

8 Employer and Employee Fleet Responsibilities
8.1
Ontario Annual Inspection and Safety Standard Certificate
The following information was received from the Thunder Bay Police and Ministry of Transportation (MTO).

“Trucks, vans and trailers alone, or in combination with a total gross weight, registered gross weight or manufacturer’s (GVWR) exceeding 4,500 kg (MTO) must complete an annual inspection from a licensed mechanic.”

The GVWR can be found on most vehicles on the driver’s door post. The GVWR on the trailers will be found on the trailer hook up.

All our vehicles at First General have a GVWR of less than 4,500 kg. When pulling any of our FGS trailers, empty or loaded, we will exceed the 4,500 kg in combination.  This is when you will need a valid Safety Standard Certificate.  The Safety Standard Certificate is valid for 365 days and must me visible on either the driver’s side windshield or driver’s side door.

Log Books
Log books are only required if traveling more than 160 km radius from the registered vehicle’s address.  If this applies, the log book must be completed each 24 hours and the log book will stay with the vehicle. Once you are scheduled to complete a log book the following rules will apply.

You are allowed to drive 13 hours maximum and you can be on duty for a total of 15 hours maximum. Once you are off duty you must book a ten hour block of rest time minimum.
Vehicle Circle Checks
At this time, vehicle circle checks are not required for vehicles fewer than 4,500 kg GVWR, but legislation will be in place by 2014 requiring all commercial vehicles to have a daily log circle check. However, it is recommended by the Thunder Bay Police and Ontario Provincial Police that circle checks are done on a daily basis.  Both governing bodies have stated that in the event of an accident or random stop, you must know your vehicle.  It is recommended to document the state of your vehicle each day.  In the event of a serious accident, not only will the highway traffic act apply, but criminal charges can be applies also.
Fines

HIGHWAY TRAFFIC ACT

107(2) Fail to ensure periodic inspections and maintenance are carried out.


FGS - $390
Driver - $240

85 (1) Operate / Permit (Annual Safety Inspection) This will apply to our vehicles when pulling a trailer.


FGS - $390
Driver - $240

107 (8) Fail to submit daily inspection sheet to operator


FGS - $110


Fail to report defect of a vehicle


FGS - $390
Driver - $240

If an injury occurs, criminal charge apply to both company and driver.

LOG BOOK VIOLATIONS


Driver - $390 and up, possible court date

9 Handling Confidential Paperwork
When necessary to discard confidential paperwork (including customer contents lists and office information) all paperwork must be shredded, especially those containing personal information.
10 Attitude and Conduct 
Attitude and conduct is the most important part of your job as it reflects upon everything you do.  Your attitude toward fellow employees and towards the customer is extremely important.  We can lose a potential job by forgetting to greet or thank a customer.  It is imperative that you greet the customer i.e. “Good morning, my name is ____________ from First General and I’m here to help” every time.  Be friendly with the customers - a little smile or a simple thank you goes a long way.  Be friendly and cheerful to workers, customers and everyone else you come into contact with on the job.  

· Three meter rule:  Whenever you are within three meters of a customer
1. Smile

2. Make eye contact

3. Greet the customer

· Speak clearly and respectfully at all times

· Be polite - never speak sarcastically

· Don’t yell
· Don’t swear
· Horse play is unacceptable at any time

· Listen to your managers and do as they ask

· Do not abuse, misuse or destroy company, customer, or another employee’s property

· Visits from friends during work hours is not permitted

· Company phones are for business purposes only 
· Always keep busy (check the list for things to do) and never take a break in the presence of an adjuster
· Any break time(s) should be 15 minutes only
· Conversations in the office area/work area should be conducted with low voices and personal conversations kept to a minimum.

11   Internet and Email Policy 
Voice mail, email, and internet usage assigned to an employee's computer or telephone extensions are solely for the purpose of conducting company business.  Some job responsibilities at the company require access to the internet and the use of software in addition to the Microsoft Office suite of products.  Only people appropriately authorized, for company purposes, may use the internet or access additional software.

Software Access Procedure

Software needed, in addition to the Microsoft Office suite of products, must be authorized by your supervisor and downloaded by the IT department.  If you need access to software, not currently on the company network, talk with your supervisor and consult with the IT department.

Internet Usage

Internet use, on company time, is authorized to conduct company business only.  Internet use brings the possibility of breaches to the security of confidential company information.  Internet use also creates the possibility of contamination to our system via viruses or spyware.  Spyware allows unauthorized people, outside the company, potential access to company passwords and other confidential information.  Removing such programs from the company network requires IT staff to invest time and attention that is better devoted to progress.  For this reason, and to assure the use of work time appropriately for work, we ask staff members to limit Internet use.  Additionally, under no circumstances may company computers or other electronic equipment be used to obtain, view, or reach any pornographic, or otherwise immoral, unethical, or non-business-related Internet sites.  Doing so can lead to disciplinary action up to and including termination of employment.

Email Usage at Company

Email is also to be used for company business only.  Confidential company information must not be shared outside of the company, without authorization, at any time.  You are also not to conduct personal business using the company computer or email.  Please keep this in mind, also, as you consider forwarding non-business emails to associates, family or friends.  Non-business related emails waste company time and attention.  Viewing pornography, or sending pornographic jokes or stories via email, is considered sexual harassment and will be addressed according to our sexual harassment policy.

Emails That Discriminate

Any emails that discriminate against employees by virtue of any protected classification including race, gender, nationality, religion, and so forth, will be dealt with according to the harassment policy.  These emails are prohibited at the company.  Sending or forwarding non-business emails will result in disciplinary action that may lead to employment termination.

Company Owns Employee Email

Keep in mind that the company owns any communication sent via email or that is stored on company equipment. Management and other authorized staff have the right to access any material in your email or on your computer at any time. Please do not consider your electronic communication, storage or access to be private if it is created or stored at work.

11.1. Email and Internet Policy Agreement
Voice mail, email, and internet usage assigned to an employee's computer or telephone extensions are solely for the purpose of conducting company business.  Some job responsibilities at the company require access to the internet and the use of software in addition to the Microsoft Office suite of products.  Only people appropriately authorized, for company purposes, may use the internet or access additional software.

Software Access Procedure
Software needed, in addition to the Microsoft Office suite of products, must be authorized by your supervisor and downloaded by the IT department. If you need access to software, not currently on the company network, talk with your supervisor and consult with the IT department.
Internet Usage

Internet use, on company time, is authorized to conduct company business only. Internet use brings the possibility of breaches to the security of confidential company information. Internet use also creates the possibility of contamination to our system via viruses or spyware. Spyware allows unauthorized people, outside the company, potential access to company passwords and other confidential information.

Removing such programs from the company network requires IT staff to invest time and attention that is better devoted to progress.  For this reason, and to assure the use of work time appropriately for work, we ask staff members to limit Internet use.

Additionally, under no circumstances may company computers or other electronic equipment be used to obtain, view, or reach any pornographic, or otherwise immoral, unethical, or non-business-related Internet sites.  Doing so can lead to disciplinary action up to and including termination of employment.

Email Usage at Company

Email is also to be used for company business only.  Confidential company information must not be shared outside of the company, without authorization, at any time. You are also not to conduct personal business using the company computer or email.

Please keep this in mind, also, as you consider forwarding non-business emails to associates, family or friends.  Non-business related emails waste company time and attention.

Viewing pornography, or sending pornographic jokes or stories via email, is considered sexual harassment and will be addressed according to our sexual harassment policy.

Emails That Discriminate

Any emails that discriminate against employees by virtue of any protected classification including race, gender, nationality, religion, and so forth, will be dealt with according to the harassment policy.

These emails are prohibited at the company. Sending or forwarding non-business emails will result in disciplinary action that may lead to employment termination.

Company Owns Employee Email

Keep in mind that the company owns any communication sent via email or that is stored on company equipment. Management and other authorized staff have the right to access any material in your email or on your computer at any time. Please do not consider your electronic communication, storage or access to be private if it is created or stored at work.

                                 I have read and understand this internet and email policy.
________________________________________               ___________________________________

                           Signature                                                                       Date   
RETURN THIS COPY TO THE OFFICE
12   Customer Service 
“It is not the employer who pays the wages, he only handles the money.  It is the customer that pays the wages.”

Customer’s requests are to be complied with whenever possible.  If unable to do so, call for a manager on duty.  If you do not know the answer to a customer’s question, find out the answer and don’t bluff!  Educate yourself!

12.1. Customer Rudeness
Most of your customers will be polite and friendly.  Salespersons state that getting to know customers is the “most fun” part of their job.  However, you will occasionally experience customer rudeness.  Sometimes, your customer forgets that you are human also and does not take your feelings into consideration.

The first thing to remember is not to respond to rudeness with rudeness.  Not only is this unprofessional, but it usually makes the situation worse.  You have lowered yourself to the rude customer’s level and have given them an excuse to be even ruder.  Above all, maintain your dignity.  You are a professional.  The attacks are aimed at something or someone and not you as a person.  Politeness, such as “I’m sorry sir” or “I apologize for the problem madam” gives you the upper hand.

For the most part, rudeness is displayed by a small minority of our customers and usually occurs because of something that happened outside our experience.  This is the “bad day” that everyone has.  Many times, a smile will help the situation.

If you cannot satisfy the customer’s needs, excuse yourself and get a manager.  However, no First General employee is expected to tolerate abusive or disorderly conduct directed at them.  Do not allow customers, or non-customers, that are disorderly to remain on the property.  An example of disorderly conduct would be swearing, the use of obscene or abusive language or fighting.

13 Health & Safety Policy

The Health & Safety Policy is a stand-alone pocket sized booklet that you are given at the same time as this manual.
You are required to read and understand the policies, sign the back page and return with the signed pages from this manual.
This manual is for you to keep with you at all times when you are on the job.

PLEASE READ THIS MANUAL CAREFULLY SO YOU UNDERSTAND ALL SECTIONS.

TO ENSURE YOU ARE AWARE OF THESE REGULATIONS, WE ARE ASKING YOU TO SIGN THE NEXT PAGE.  
THIS FORM WILL BECOME PART OF YOUR PERMANENT PERSONNEL FILE.

14 First General Employee Agreement
I understand these conditions can be changed by the company, without notice, at any time.  I also understand and agree that my employment is for no definite period and may, regardless of the time and manner of payment of my wages and salary, be terminated at any time, with or without cause, and without any previous notice.  

I understand that all WHMIS information is available to me.  I have received the information about WHMIS and MSDS.

This manual is a guide and does not necessarily contain all the rules or policies governing the company.

I HAVE READ, ACKNOWLEDGED AND UNDERSTAND THE FIRST GENERAL SERVICES MANUAL.

Name (Print): _____________________________________

Signature: __________________________________

Date: ____________________________________________

Manager Name (Print): _____________________________________

Signature: __________________________________

Date: ____________________________________________


Offer of Employment

Date: _____________________

To: ______________________________

First General is pleased to offer you the position of ________________________.  The terms of this offer are included herein.


Wage Rate: $__________/hour, or $____________/year, paid bi-weekly.


Start Date: ______________________, 20____.

Vacation: One week per year after the first year, with one extra day added each anniversary date up to a maximum of 4 weeks.

Probationary Period:  Three months from the start date.

To accept this job offer:
Sign and date this Offer of Employment letter where indicated.

Sign and date the enclosed Confidentiality Agreement where indicated.

Sign and date the Employee Policy Manual where indicated.

We at First General look forward to working with you.

Signed this _______ day of _____________________, 20____.

Signature: ____________________________

www.firstgeneral.ca


Date: ____________________

Surname: ________________________________ First Name: ___________________________________

Address: ______________________________ City: ______________________ Postal Code: ___________

Phone: __________________________________  
Cell: _______________________________________

Email: ________________________________________________________________________________

S.I.N.: _______-________-________   Start Date: _____/_____/_______   Birth Date:_____/_____/______

                (MM/DD/YYYY)

                   (MM/DD/YYYY)

Salary per Pay or Hourly Rate: $______________   Hours per Pay for Salaried Employees: _____________

Method of Payment:
Direct Deposit (attach VOID cheque) ☐
Personal exemption (from Federal TD1): $11,038
 (from Provincial TD1 form): $9,574
Additional Tax per pay: $___________

Statutory Deduction Information (Indicate an X if exempt): Tax ☐     CPP ☐     EI ☐
Vacation Pay:  Pay out with each pay ☐           

I, _______________________________________ agree that the above information is correct and give the 
                   (Employee name)
Employer consent to the treatment of taxes and vacation pay as outlined above.

Employee Signature: _______________________________

ATTACH VOID CHEQUE HERE FOR DIRECT DEPOSIT

__ __ __ __ __          __ __ __          __ __ __ __ __ __ __ __ __ __ __ __ 

           Branch #             Institution #                       Account Number

www.firstgeneral.ca
NEW EMPLOYEE SET-UP
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