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Preamble 
 
This Personnel Policy Guidelines is a product of Focusing on Our Future, a research 
project that addressed the needs of early intervention programs in the province of Nova 
Scotia. The consensus from that body of research confirmed the need for assistance with 
policy development in all areas of program management. The priority identified was to 
prepare a handbook of personnel policy. A second research initiative, Foundations of Our 
Future, had as its objective the development of personnel management policies that will 
be recommended to community boards for adoption. As a result of these two efforts, 
community boards would be equipped with a common set of personnel policies to be 
utilized in the human resource management of early intervention programs throughout 
Nova Scotia. 
 
This Personnel Policy Guidelines is a living document which will require ongoing 
updating, adding and deleting of policies as a feature of its functionality.  It is available in 
hard copy, as a handbook, along with accompanying disk/CD. 
 
A master version will be maintained by the office of EINS at 14 Court Street, Suite 200, 
Unit 129,Truro, NS B2N 3H7 with access on the net at www.earlyintervention.net. The 
degree to which the information will remain current will depend on usage by personnel in 
early intervention programs and on an annual review by the personnel committee of 
EINS.                                                                                                                                       
 
Purpose: The Personnel Policy Guidelines has been created for all staff: 
 

·  to provide a framework for the day to day operations of the early intervention 
program 

·  to ensure consistency and continuity of job performance/program operations 
·  to assist with staff orientation and to provide a reference source of information 
·  to increase consistency of application of policies and procedures 
·  to serve as a reference for specific administrative decisions in an easily accessible 

format 
·  to clarify responsibility of functions 

 

Handbook System 
 
Numbering for this Personnel Policy Guidelines includes multiples of ten for sequential 
policies. Nine reserve numbers are available for new policies that may be added. The 
actual policy is to have a regular numeric number, i.e. 10, 20. The number on each policy 
will indicate both the subject number and the policy number, i.e. 1-10. 
 
The end of each policy in the guidelines is signified by a small early intervention logo 
 and six centered asterisks: ******  
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Retention/Destruction of Revised Policies 
 

One copy of each revised policy is retained in perpetuity by the chair, personnel  
committee and the executive director of each community program.  All earlier copies of a 
policy must be destroyed by the executive director after replacement by a revised policy. 
 
Orientation 
 

The executive director must ensure that all staff receive an orientation to the Personnel 
Policy Guidelines as part of their regular orientation. The executive director must ensure 
that staff are informed of additions and revisions to the Personnel Policy Guidelines.  
 
All staff must maintain familiarity with and abide by the policies. 
 

Definitions 
 
The following terms are used in this personnel policy document: 
 
Calendar  Year :  January 1st – December 31st inclusive. 
 
Fiscal Year :  April 1st – March 31st of the following year, inclusive. 
 
Year  of employment:   April 1st to March 31st of the following year, inclusive, unless     
            otherwise specified. 
 
Vacation Year :                   April 1st -    March 31st of the following year, inclusive. 
 
Date of Hire:                      An employee’s date of hire shall be the day an employee 
                                            begins work as a regular or temporary / contract employee  
                                            (this only happens if a temporary employee must move into a 

regular position without a break in service). This date of hire 
never changes.  

        This date is used to calculate:  
·  vacation  
·  sick benefits   
·  other applicable benefits. 

 
Position Date:  The date an employee begins his/her job or position.   
 
 
Ear ly Intervention is the provision of specialized services to families with children 
between birth and school age who are either at risk or have a diagnosis of developmental 
delay. Services emphasize the continued development of functional skills through 
planned interactions to minimize the effects of the child’s condition. Consultation, 
information, support and services designed to meet the individual needs of each child and 
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family are delivered in the child’s home and may be extended to community based 
programs. 
 
An Ear ly Interventionist is trained to work with young children in partnership with their 
parents and a variety of community based professionals. Under this partnership, an early 
interventionist prepares a developmental assessment and helps to design and implement a 
program to address the child’s individual developmental needs. The early interventionist 
is knowledgeable in typical and atypical infant/early childhood development, the 
importance of play, family systems theory and community-based resources and 
programming. 
 
Family-Centered Practice is the sum total of the philosophies, principles and practices 
that put the family at the heart of the service. This approach to service delivery 
recognizes the strengths and competencies that various family members bring to the 
discussion, and it encourages the capacity to label priorities and make informed 
decisions. 
 
A Family is any configuration of adults and children that support and nurture one 
another. 
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Chapter  1: Introduction 
 
 

Early Intervention Association of Nova Scotia 
 
 The Early Intervention Association of Nova Scotia (EINS) is a registered society 
with the Societies Act of Nova Scotia and is managed by a volunteer Board of Directors. 
The Association formed in 1996 to represent early intervention program staff, board 
members, families and other individuals interested in early intervention services. The 
association’s goals are: 

·  to provide a voice for early intervention issues,  
·  to promote public awareness and education about early intervention and the 

children and families served, 
·  to promote personal and professional development in the field of early 

intervention. 
 

 EINS membership is diverse and open to early intervention program employees 
and board members, parents of children with special needs, professionals and 
organizations who work with children and their families. Membership is also open to 
individuals involved in training early intervention personnel, corporate supporters and 
representatives from interested community groups and any other interested individuals. 
EINS is comprised of a 17 member volunteer Board of Directors who manage the 
society.1 The Board has standing committees for Advocacy, Public Relations and 
Fundraising, Professional Development, Membership, Parental Support and for Research 
and Policy Development. The Board meets at least four times per year, in addition to 
holding an Annual General Meeting.  
 
Historical Context of Early Intervention in Nova Scotia  

Early intervention in Nova Scotia involves the provision of specialized services and 
support to families with infants and young children who have a developmental delay. For 
example, programs assist families with infants and young children who have Down 
Syndrome, Cerebral Palsy, Spina Bifida, Autism/PDD and rare genetic/chromosomal 
disorders. Programs also work with children who are at risk for developmental delays due 
to prematurity and birth complications. Additionally, many of the families receiving early 
intervention services involve infants and young children who are delayed for 

                                                 
1 The membership structure designates that 11 members should be volunteers or staff associated with Early 
Intervention Programs across the province (three from the Western Region, two from Central, two from 
Northern and two from Eastern). Additionally, two members are parents whose families are currently being 
served by an Early Intervention Program and four members represent the general membership at large. The 
Program Administrative Officer for Early Intervention at the Department of Community Services sits on 
the Board as an ex-officio member. 
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undiagnosed reasons. The rationale for early intervention is that the early years offer “…a 
unique opportunity for all children to build a strong foundation and reduce the likelihood 
or minimize the potential for poor developmental outcomes later in life.” 2 Early 
intervention programs are primarily carried out in the home and are family-centered. 
Services may also be extended to community-based programs to support the inclusion of 
children with special needs with their peers in their community. The delivery of services 
has been greatly influenced by Lynda Pletcher’s principles of family centered practice.3  
 

 Early intervention services focus on equipping children with the necessary skills 
for leading an independent life and providing parents with the resources that they need to 
assist their children. The focus is not to “do for”  families but to provide them with 
support and resources that enable them to problem solve for themselves. Early 
interventionists develop family service plans, provide families with current information 
on their child’s diagnosis and information on child development. Early interventionists 
also facilitate access to local programs and to various resources. Program staff also 
provides assistance in contacting and communicating with other parents and 
professionals. Early interventionists assist families with transitions to new programs, pre-
school and into the public school system. Finally, many programs offer access to 
playgroups and some to developmentally appropriate equipment, toys, games, books and 
activities through lending libraries.4 
 

 The first early intervention programs appeared in Nova Scotia in the late 1970s. 
Both parents and community-based professionals were involved in the establishment of 
these programs for children birth to three years with special needs. During the 1970s, 
early intervention programs were funded on an ad hoc basis, as the provincial 
government made no commitment to guarantee funding. Between 1982 and 1989 seven 
early intervention programs were established in: Sackville-Bedford, Halifax, Antigonish, 
Glace Bay, Liverpool, Truro and Shelburne. As the system of delivering services to 
children with special needs shifted from institution to community, the interest in family-

                                                 
2  Early Intervention Programs in Nova Scotia Draft Standards and Guidelines Manual, 2000 edition. Pg. 
2. 
3 Lynda Pletcher, January 2000. Pletcher advocates seven principles of family centered practice: 

1. The overriding purpose of providing family-centred help is family “empowerment” , which in turn 
benefits the well-being and development of the child. 

2. Mutual trust, respect, honesty and open communication characterize the family-provider 
relationship. 

3. Families are active participants in all aspects of services. They are the ultimate decision-makers in 
the amount, type of assistance and the support they seek to use. 

4. The ongoing “work”  between families and providers is about identifying family concerns 
(priorities, hopes, needs, goals or wishes), finding family strengths and the services and supports 
that will provide necessary resources to meet those needs.  

5. Efforts are made to build upon and use families’  informal community support systems before 
relying solely on professional, formal services. 

6. Providers across all disciplines collaborate with families to provide resources that best match what 
the family needs.  

7. Support and resources need to be flexible, individualized and responsive to the changing needs of 
families.  

 
4 Early Intervention Association of Nova Scotia. Newsletter 2000:1 
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centered early intervention programs grew.5 This type of interest was particularly evident 
in rural areas due to limited services for families.6 
 

Early intervention programs continued on in this precarious manner until 
December 1988 when the provincial Department of Community Services established a 
funding base for early intervention programs. These funds were granted on a matching 
basis whereby the Department of Community Services provided 75% of the expenditures 
for salaries, administrative support, fringe benefits, staff training and travel up to the 
maximum of an approved budget for these items. This arrangement required a 
commitment from each board to raise the remaining 25% in order to be eligible for 
funding. Funds were advanced quarterly to the various programs and were dependent on 
the Department of Community Services budgetary approval.7  
 

This funding formula was also connected to a system of income testing, also 
introduced in 1988, whereby the incomes of all families involved with early intervention 
programs were tested in accordance with the federal Canada Assistance Plan (CAP). The 
CAP stipulated that the income of 65% of families involved with early intervention 
programs had to be at a certain level under the plan in order for programs to qualify for, 
and receive, federal funding. Until this program ended in 1997, executive directors 
surveyed each family and forwarded the statistics to the provincial government who 
would decide which families qualified for funding.  
 

In 1997, the Department of Community Services announced a new approach to 
funding whereby they would provide “block funding”  grants to contribute to core 
program costs for early intervention programs. Block funding was designed to create 
financial stability within the early intervention community by helping to reduce 
fundraising pressures. A stable amount of provincial financial support was guaranteed 
regardless of the success of a fundraising program. 8  The majority of programs are still 
required to fundraise, as block funding does not cover all program costs.  Many boards 
struggle to raise about twenty percent of their funding needs, which means that a number 
of boards are perpetually fundraising. 

 

Despite continual funding challenges, a period of expansion in the number and 
size of programs occurred between 1989 and 2000 with the formation of a further five 
programs in Amherst, Lunenburg, Yarmouth, Lawrencetown, and New Glasgow. Part of 

                                                 
5 Early Intervention Programs in Nova Scotia Draft Standards and Guidelines Manual, 2003 edition. Pg. 2. 
6 Much of the Nova Scotia population lives in rural areas. In 1996, 45.2% of the Nova Scotia population 
was living in rural areas. This percentage is more than double the national proportion of rural dwellers. 
Family Matters: Women in Nova Scotia, Part 2 of a Statistical Series. Advisory Council on the Status of 
Women. Halifax, Nova Scotia: November 2001. Pg. 10. 
7 Correspondence to the Progress Center for Early Intervention from Bernadette MacLellan, Department of 
Community Services. December 1, 1988. 
8 Until 1997 annual grants from the DCS were based on the approval of five specific line items: salaries, 
secretarial support, benefits, travel and staff training. In 1997 these became known as “core program costs”  
with block funding being intended to contribute to core program costs. Correspondence to Early 
Intervention Program Treasurers from Nancy Taylor, Department of Community Services. January 20, 
1998. 
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the impetus for program growth was a 1993 policy shift from serving children birth to 
three years, to birth to six years.  This change in mandate had significant effects on urban 
early intervention programs, as their numbers increased dramatically. Rural programs, on 
the other hand, were already providing services to children until school entry, due to the 
scarcity of placements in child care centers. With this shift in mandate, more early 
intervention programs were required to meet the increased need for their services.  

 

 Several other significant changes were implemented during this time of growth.  
First, in 2000 early intervention programs were granted “core status”  which ensured 
annual provincial funding. Second, the establishment of programs since 2000 in Clare, 
Digby, Inverness/Richmond and Eastern Shore-Musquodoboit Valley increased the 
number of early intervention programs throughout the province. This expansion meant 
that early intervention services were now potentially accessible to all Nova Scotia 
children with special needs. Currently, these programs are funded partially through grants 
from the Nova Scotia Department of Community Services and occasional federal funds.  

 

Programs also access funding from within their own communities through 
fundraising or grants available to local boards. With these positive changes, however, 
came new challenges which required a provincial response. Meeting the new challenges 
was difficult as early intervention programs and services are community-based and are 
separated from each other geographically and organizationally. Although much 
collaboration occurs, all early intervention programs operate independently and have 
their own board of directors, staff and executive director. The 16 early intervention 
programs listed in Table1 currently serve 475 children across the province.  
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Table 1: Ear ly Intervention Program Offices in Nova Scotia 
 

Program Location Program Name 
Glace Bay AllKids EIP 

Antigonish & Guysborough Antigonish Guysborough EIP  

Lawerencetown Bright Beginnings EIP 

Truro Colchester-East Hants EIP 

Amherst Cumberland EIP 

Sheet Harbour Eastern Shore Musquodoboit 

Valley EIP 

Clare EIP de Clare 

Digby EIP Digby 

Mahone Bay First Steps EIP 

Port Hawkesbury Inverness Richmond EIP 

New Glasgow Pictou County EIP 

Halifax RM Progress Centre EIP 

Liverpool Queen’s County EIP 

Lower Sackville Sackville-Bedford EIP 

Shelburne Shelburne County EIP 

Kentville Valley Child Development Assoc. 

Yarmouth Southwest EIP 

 

While each program differs slightly and some areas are able to offer more 
programs due to higher numbers of staff and resources, many of the same services are 
provided throughout Nova Scotia. For example, all programs provide home visits, pre-
school and school transition programs, the coordination of other services for parents and 
support at appointments. Many programs provide other services, such as summer 
playgroups, toy and book lending, parent information sessions, parent and tot play 
groups, short-term respite care and assistive technology to varying degrees. 
 

Although there are differences among the early intervention programs, a number 
of key components are common to all. The voluntary participation of any family having a 
child with a developmental delay, between birth and school entry, diagnosed or not, is 
welcome. Parents are encouraged to refer their children, as are health care professionals, 
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or any other individual, as long as a parent has given his or her consent. Early 
intervention programs are also provided at no cost to families.  
 

Governance 
 

Early intervention programs in Nova Scotia are governed by community boards 
funded by the Department of Community Services. Each board has responsibility to  
manage their local program. Historically, each board has developed its own policies  
and procedures for dealing with personnel issues. Therefore, there currently exists a wide  
range of personnel policies in effect throughout the province.  
 

This Personnel Policy Guidelines, developed through consultation, collaboration 
and consensus, is intended to be a guideline for community boards. While each board is 
independent in its operations, it is hoped that each board will adopt the Personnel Policy 
Guidelines. In doing so, the early intervention programs can be identified as independent 
in their operations but consistent in their application of policy. As such, early intervention 
programs will function as one unified voice in the province. This will help  
discussions on early intervention issues, when seeking to establish a more formal 
arrangement in the working relationship with the Department of Community Services .  
 
 
Mission Statement/Organizational Philosophy  

 
Mission Statement:  It is the intention of EINS to provide community 

boards with a common set of policies. 
 
Organizational Philosophy:          Employees share an interest in the success of early    

   intervention programs and in the promotion of    
healthy children and families. 
 

Families are the primary focus of services. 
 

Employees have a right: 
·  to non-discriminatory terms of employment 
·  to be treated fairly and consistently 
·  to be treated with dignity and respect within a 

work environment conducive to efficiency 
 

                   
Management Philosophy 
 

Our management philosophy is driven by an unyielding commitment to values. We 
live and work by a set of values which include:  
 

·  respect and dignity 
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·  honesty and integrity  
·  inclusion 
·  accountability  
·  cooperation and collaboration 
·  industry   
·  innovation   
·  loyalty             

 
This philosophy will be incorporated into daily operations. Our focus will centre on 
being professional, proactive and productive. 
 
Arising from these values is a managing style known as Management by Interaction 
which emphasizes communication and balance of energy created through staff 
interactions as well as integration of all human aspects (mental, emotional, physical), 
creating an empowered, high-energy, highly-productive workforce. It is based on 
shared goals and active participation of all parties. This management style 
encourages good communication skills, as well as caring and sharing among staff. 
Working together, staff similarities and differences complement and enhance shared 
goals. 
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                                                                         14 Cour t Street, Suite 200, Unit 129   
Truro, Nova Scotia B2N 3H7 

www.ear lyintervention.net 
 

 

PERSONNEL POLICY  
1.10 Application of Policy &  Review Process 

 

CHAPTER:   Introduction NUMBER:  1.10 
 

SUBJECT: Application of Policy 
                    &  Review Process 

PAGE:      1 of 1 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 

 
POLICY:  
 

Each employee will receive a copy of the Personnel Policy Guidelines to read upon 
commencement of employment. 
 
An employee’s written acknowledgement of receipt and understanding of personnel 
policy is required. (See Appendix A). 

 
PROCEDURE: 
 

·  this document will be incorporated into the orientation process for new 
employees. 

·  employees will be notified of changes to the guidelines verbally and in 
writing. 

·  revisions to the guidelines will be circulated to each employee. 
·  the executive director/chair of the personnel committee is responsible to 

maintain the Personnel Policy Guidelines. This includes removal of 
outdated pages and insertion of new or revised pages when received. 
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14 Cour t St, Suite 200, Unit 129 
Truro, Nova Scotia B2N 3H7 

www.ear lyintervention.net 
 

 

PERSONNEL POLICY  
1.20 Laws and Regulations 

 

CHAPTER:  Introduction NUMBER:  1.20 
 

SUBJECT: Laws and Regulations PAGE:      1of 1 
 

APPROVED: NOVEMBER 26, 2005  REVISED: 

 
POLICY: 
 

The functions of employer and employees and the relationship to one another are 
governed by a number of laws and regulations. 

 

Guidelines: 
 

All provisions of this guidelines are subject to applicable laws now or hereafter in 
effect. If any law existing or hereafter enacted, or proclamation or regulation, shall 
invalidate or disallow any portion of this guidelines, the entire guidelines shall not 
be invalidated and the existing rights, privileges and obligations of the parties shall 
remain in existence. 
 
The following includes pertinent legislation that is referenced in the guidelines: 
 

Nova Scotia Labour Standards Code 
Nova Scotia Human Rights Code; (Canadian Human Rights Act) 
Minimum Wage & Occupational Health & Safety Acts 
First Aid Regulations 
Freedom of Information & Protection of Privacy Act 
Canadian Charter of Rights & Freedoms 

 
 
 
 
 

******  
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Chapter  2: Employee Relations 
 

14 Cour t St, Suite 200, Unit 129 
Truro, Nova Scotia B2N 3H7 

www.ear lyintervention.net 
 

 

 PERSONNEL POLICY  
2.10 Communication 

 

CHAPTER:  Employee Relations NUMBER:  2.10 
 

SUBJECT: Communication PAGE:      1 of 1 
 

APPROVED: NOVEMBER 26, 2005  REVISED: 
 

POLICY: 
 

All communication for public distribution about and/or pertaining to the board/staff 
and/or operations of the early intervention program shall be managed in the utmost 
professional capacity. 
 

PROCEDURE: 
 

·  the board chair, executive director and/or a delegate assigned by them will be 
the program representatives responsible to formally address the public on issues 
pertaining to the early intervention program and its board/staff 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

* *****  
 

 



December 2005 11 

14 Cour t St, Suite 200, Unit 129 
Truro, Nova Scotia B2N 3H7 

www.ear lyintervention.net 
 

 

 PERSONNEL POLICY  
2.20 Rights &  Responsibilities 

 

CHAPTER:  Employee Relations NUMBER:  2.20 
 

SUBJECT: Rights &  Responsibilities PAGE:      1 of 2 
 

APPROVED: NOVEMBER 26, 2005  REVISED: 
 

POLICY: 
 

The early intervention program will adhere to the principles of fairness and respect 
and abide by all laws and government regulations. 
 

GUIDELINES: 
 

Members of the Board of Directors: 
 

·  have the right to expect a description of their role and responsibilities, along 
with pertinent information on the organization, to be clearly outlined and made 
available  

·  are to respond responsibly to the employees, clients, and volunteers of the 
organization 

·  have the responsibility to support employees to learn, to provide training 
opportunities and to outline requirements for career development within the 
organization 

 
Employees: 
 

·  have the right to expect a job or position description along with all other 
pertinent information on the organization and its operations clearly outlined and 
made available 

·  have the right to receive impartial evaluations of their individual performance 
and the responsibility to cooperate in the performance assessment 
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14 Cour t St, Suite 200, Unit 129 
Truro, Nova Scotia B2N 3H7 

www.ear lyintervention.net 
 

 

PERSONNEL POLICY  
Rights &  Responsibilities 

 

CHAPTER:  Employee Relations NUMBER:  2.20 
 

SUBJECT: Rights &  Responsibilities PAGE:      2 of 2 
 

APPROVED: NOVEMBER 26, 2005  REVISED: 

 
·  have the opportunity for a fair hearing on all matters related to their 

employment and the responsibility to discuss matters of concern in a reasonable 
manner with their direct supervisor 

·  have the responsibility to identify and participate in opportunities for learning 
and training 

 

 

 

 
 
 
 

 
 
 
 
 
 
 
 
 

* *****  
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14 Cour t St, Suite 200, Unit 129 
Truro, Nova Scotia B2N 3H7 

www.ear lyintervention.net 
 

 

 PERSONNEL POLICY  
2.30 Conflict of Interest 

 

CHAPTER:  Employee Relations NUMBER:  2.30 
 

SUBJECT: Conflict of Interest PAGE:      1of 1 
 

APPROVED: NOVEMBER 26, 2005  REVISED: 
 

POLICY: 
 

Employees must ensure that a conflict of interest does not arise. This includes not 
only a real conflict of interest, but also the appearance of one which could tarnish 
the employee’s reputation or that of the early intervention program. 
  

PROCEDURES: 
 

·  employees have the duty to disclose any possible personal conflict of interest to 
the executive director  

·  on any occasion where a staff member is responsible for a recommendation or 
decision respecting hiring, salary negotiation, performance appraisal or 
dismissal of an immediate family member, a conflict of interest should be 
declared 

·  the staff person is responsible to consult with and receive a written decision 
from the executive director prior to engaging in any action, activity or 
undertaking that might potentially constitute a conflict of interest 

 

 
 

 
 
 
 
 

* *****  
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Chapter  3: Terms &  Conditions of Employment 
 

14 Cour t St, Suite 200, Unit 129 
Truro, Nova Scotia B2N 3H7 

www.ear lyintervention.net 
 

 

PERSONNEL POLICY  
3.10 Fair  Hir ing Policy 

 

CHAPTER:  Terms &  Conditions  
                       of Employment 

NUMBER:  3.10 

 

SUBJECT: Fair  Hir ing Policy PAGE:      1of 1 
 

APPROVED: NOVEMBER 26, 2005  REVISED: 
 

POLICY: 
 

The early intervention program is committed to following fair hiring practices when 
filling positions within the Early Intervention program. 
 

PROCEDURES: 
 

·  Fairness in hiring will be achieved through the following practices: 
 

o vacancies will be properly advertised 
o hiring decisions will be based on the results of the selection process 
o candidates will be selected on the basis of merit, in accordance with the 

process outlined in this guidelines 
 

 

 

 

 
 
 
 
 

* *****  
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14 Cour t St, Suite 200, Unit 129 
Truro, Nova Scotia B2N 3H7 

www.ear lyintervention.net 
 

 

PERSONNEL POLICY  
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POLICY: 
 

The personnel committee has the responsibility to oversee the recruitment, hiring 
and supervision of the executive director.  
 

The executive director, with the assistance of the personnel committee as needed, 
has the responsibility for recruiting, interviewing, hiring and supervising additional 
professional and clerical staff.     

 

GUIDELINES: 
 

The personnel committee shall be involved in and/or advised of all hiring, job 
creations, vacancies and terminations in conjunction with the executive director. 
 

The personnel committee has the responsibility to develop and follow a recruitment 
and hiring process that is both conducted and appears to be conducted in a manner 
that follows procedure and is fair, objective and legally defensible.  
 

Persons involved in the recruitment and selection processes must possess the 
requisite knowledge and skills necessary to properly evaluate candidates and to 
make appropriate recommendations to the Board of Directors. 

 

      Fair  hir ing process requirements:  
 

·  consistent selection criteria and evaluation of candidates for similar 
                  positions 

·  selection criteria must be properly related to established job requirements 
·  consistent treatment of applicants in interviews 
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·  interview, rating process, reference checks, supplementary tests and 

                  assessment techniques must be fair and impartial 
·  determination of successful candidate based upon merit having regard to 

                   established job requirements      
·  fair and reasonable accommodation of designated employment equity 

groups 
 

Where a position is being filled and a candidate for that position is a member of the 
immediate family of an employee in the program, the candidate is not to be 
employed where such a situation presents a realistic danger or reasonable risk of 
adverse consequences to the program. Such situations will be assessed on a case by 
case basis. 
 

The persons conducting interviews have a responsibility to make candidates aware 
of this provision and to inquire as to immediate family relationships that would 
exist if the candidate were to be appointed to the position. 
 
Employees of the program are required to disqualify themselves as participants in a 
hiring process when their objectivity would be compromised for any reason and 
where a candidate is a member of the employee’s immediate family. 
 

Definition of immediate family for  this purpose includes:  parent, step-parent, 
sibling, spouse/partner, son/daughter, father/mother-in-law, step-child, ward of the 
employee, grandparent,  grandchild, son/daughter-in-law, brother/sister-in-law, 
aunt, uncle, niece, nephew, a relative permanently residing in the employee’s 
household or with whom the employee permanently resides. 
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Process of Filling Positions: 
 

Positions will be filled by internal promotion and/or public advertisement and/or 
resumes on file. If hiring is done by resumes on file, the job opening must be posted 
within the program for at least 2 weeks to advertise the vacancy. 
 

The Board of Directors shall do the hiring of the executive director. The personnel 
committee, or its equivalent, shall be involved in all other hiring in conjunction 
with the executive director. New or vacant positions may be filled through 
advertisement or individual selection. The Board of Directors will make this 
decision. Vacancies or new positions within the agency shall require a personal 
resume from the applicant. 

 

A hiring committee shall be formed consisting of the executive director and two 
board members. The committee will review all applications and screen them for 
suitable candidates prior to setting up an interview schedule. This may prevent 
interviewing persons who do not have the qualifications for this work. If 
insufficient or inappropriate applications have been made, a decision for further 
advertising may be made at this time. 
 

PROCEDURE: 
 

Prior to interviewing, the hiring committee should determine who will chair the 
session, which questions should be asked, and how to judge responses fairly 
according to Interview Process. (See Appendix B) 
 
The committee shall conduct all interviews and reference checks.   

* *****  
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POLICY: 
 

Staff are required to have a Criminal Record check completed prior to the 
commencement of employment.  A Child Abuse Registry is to be signed and mailed 
prior to the commencement of employment. 

 

GUIDELINES: 
 

The board and executive director are accountable for making informed hiring 
decisions based on appropriate background information concerning candidates for 
employment.  

 

PROCEDURE: 
 

·  The following background checks will be completed on successful candidates:  
Criminal Record, Child AbuseRegistry record, academic transcript, 
employment and community references  

·  Any expenses incurred are the responsibility of the candidate. The record 
check is the property of the candidate and is only provided to the hiring 
committee at the written consent of the candidate (See Consent to Obtain 
Background Information –Appendix C) 

·  In cases where background checks cannot be undertaken before an offer is 
made, the hiring committee will inform the candidate in writing that the offer  
of employment is conditional upon conclusion and results of background 
checks 

 
 
 
 

* *****  
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POLICY: 
 

All staff shall receive a period of orientation applicable to the position and/or job 
requirements, along with an orientation package. 
 

If new staff needs special training to perform his/her duties a plan should be 
developed with the executive director. 
 

PROCEDURES: 
 

·  the executive director is responsible for the management of staff orientation  
·  orientation time is charged to salary and should be provided to staff during the 

first weeks of employment  
·  all employees will be provided with a current, accurate job description that will 

be reviewed at the start of employment 
·  immediately upon commencement of employment, employees will read and 

sign the Early Intervention Code of Conduct (see Chapter 2) and the Statement 
of Confidentiality  (see Appendix D) as a condition of employment 

·  training of new staff is carried out by the executive director and/or program 
staff 

 
 
 
 

* *****  
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POLICY: 
 

There will be a six-month probationary period for all staff.  
 

PROCEDURES: 
 

·  during the initial three months of the six-month probationary period, staff shall 
have the opportunity to demonstrate their ability and personal suitability  

·  at the end of three months, the employee will receive a written evaluation, 
which will indicate the employee’s strength and/or weakness in their 
performance  

·  the supervisor and / or Executive Director will meet monthly with new staff 
during the probationary period  

·  staff training will be arranged as needed with access to relevant journals, books, 
tapes, etc. on topics related to their work  

·  at the end of the probationary period, a confidential written review will be 
prepared and discussed with the staff member. Changes in the review, as a 
result of that discussion, will be incorporated into the report. The employee will 
sign this review along with the chair of the personnel committee and the 
executive director. The report will be placed in the employee’s personnel file 

·  staff members are given the second three-month period for change based on the 
above review  

·  the personnel committee, or the executive director, may extend the probationary 
period for further periods of three months with the total not exceeding 12 
months. At the conclusion of the probationary period, the employee’s 
employment must become permanent or be terminated  

 
* *****  
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POLICY: 
 

      The Division of Early Childhood of the Council for Exceptional Children (DEC) 
      Code of Ethics is a statement of the principles of professional ethics that employees 
      are expected to follow.  
 

GUIDELINES: 
 

      Employees must recognize that in their professional conduct, they are faced with 
      choices that require a determination of right from wrong. Other choices, however, 
      are not nearly as clear, requiring a choice between competing priorities and 
      acknowleging the moral ambiguity of life. 
 

Conscience plays a critical role not merely in preventing wrong but in choosing 
among courses of action in order to act in the best interests of young children with 
special needs and their families and to support professional colleagues. 
 

Some specific regulations must be instituted in order that the employer’s funds, 
equipment and reputation are protected at all times. The closest adherence to these 
rules by all employees is essential.  
 

Code of Ethics: 
 

Employees will acknowledge the responsibility to abide by high standards of 
performance and ethical conduct and commit to: 
 

Demonstrate the highest standards of personal integrity, truthfulness and honesty in 
all professional activities in order to inspire the confidence and trust of the public 
and those with whom we work; 
 

Demonstrate respect and concern for children and families, colleagues and others 
with whom we work, honoring their beliefs, values, customs and culture; 
 

Demonstrate respect for families in their task of nurturing their children and support 
them in achieving the outcomes they desire for themselves and their children; 
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Demonstrate, in our behavior and language, that we respect and appreciate the 
unique value and human potential of each child; 
 

Demonstrate an understanding of the professional boundaries which distinguish the 
role of the Early Interventionist - one who supports families to utilize available 
resources in reaching goals; 
 

Strive for personal professional excellence, seeking new information, using new 
information and ideas and responding openly to the suggestions of others; 
 

Encourage the professional development of our colleagues and those seeking to 
enter fields related to early childhood special education, early intervention and 
personnel preparation, offering guidance, assistance, support and mentorship to 
others without the burden of professional competition; 

 
Ensure that programs and services we provide are based on law as well as a current 
knowledge of and recommended practice in early childhood special education, early 
intervention and personnel preparation; 
 

Serve as an advocate for children with special needs and their families and for the 
professionals who serve them in our communities, working with those who make 
the policy and programmatic decisions that enhance or depreciate the quality of 
their lives; 

 

Oppose any discrimination because of race, color, religion, sex, sexual orientation, 
national origin, political affiliation, disability, age, or marital status in all aspects of 
personnel action and service delivery; 
 
Protect the privacy and confidentiality of information regarding children, families, 
colleagues, and students; and 
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Reflect our commitment to EINS and to its adopted policies and positions. 
 
EINS acknowledges with appreciation permission to use The Division for  Ear ly 
Childhood of the Council for  Exceptional Children, Code of Ethics. 

 
PROCEDURE: 

·  a review of the DEC Code of Ethics will be included in all staff orientation 
·  all employees shall sign a Statement of Confidentiality (see Appendix D) at the 

commencement of their employment 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* *****  
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POLICY: 
 

Employees must maintain the highest standard of conduct in the performance of their 
duties. 

 

GUIDELINES: 
 

Failure to comply with the Code of Ethics (see Chapter 4) may constitute the basis for 
suspension or dismissal.    
 

Causes for dismissal after recorded warning include: 
 

·  failure to be at work on time 
·  failure of an employee to report for work or to notify management 

promptly, stating reason for absence 
·  failure to use reasonable care in protecting equipment, property or 

merchandise 
·  inefficient performance of duties 
·  deliberate loitering on the job 
·  abuse of sick leave 

 

PROCEDURE: 
 

·  failure to comply with the Code of Ethics and/or Statement of Confidentiality 
(see Appendix D) may constitute the basis for suspension or dismissal 

 
o if the board chair or executive director has any concerns regarding a 

person’s performance, he/she will discuss it with the personnel committee 
o depending on what has happened, a probationary period to give the 

employee a second chance may be allowed, or suspension will take place 
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o the length of the suspension will depend on the infraction and will be 

decided on by the Board of Directors 
o the people involved in the incident will have the opportunity to investigate 

the situation with the executive director and personnel committee 
 

·  Causes for immediate suspension pending investigation: 
 

o the willful neglect, physical, sexual, emotional or verbal abuse of a family 
or child 

o falsifying information to obtain employment, additional pay, other 
compensations, transactions or records in any way 

o theft or the collaboration to commit such an offense 
o using profane or abusive language towards fellow employees, children and 

their families 
o unauthorized use of the program’s equipment and/or supplies 
o neglect, willful abuse or destruction of the program’s property 
o misuse of confidential information 
o dishonesty and/or falsification of records 
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o insubordination or willful disobedience of instructions or directions issued 
to employees 

o lack of attention to work or duties assigned 
o failure to adhere to job responsibilities outlined 
o persistent  tardiness or absence 
o reporting for work while under the influence of, or suffering the effects of, 

alcoholic beverages or drugs, or the unauthorized use or consumption of 
same, while on duty 

o using leave for purposes other than reason granted 
o found guilty of a criminal offense 
o loss or suspension of valid Nova Scotia driver’s license for criminal 

offenses (under the Criminal Code of Canada) 
 

 
 
 
 
 
 
 
 
 

 
* *****  
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POLICY: 
 

All employees are eligible to advance and develop in terms of career, job level and 
wage. 

 

GUIDELINES:  
 

The following conditions will apply for changes in job title and/or responsibility: 
 

·  employee or employer initiated 
·  for career development or personal reasons 
·  employer initiated due to: enhancement to programs, the organization of 

work, work shortage, training, and/or skill shortage in a certain area 
·  due to a change in employee status with part-time or casual staff 

becoming full-time staff or the reverse 
 

        To be eligible to apply for transfer, employees must have completed the  
        probationary period successfully. 
 

        At the initiation of the employer or an employee, a person may be transferred to a 
        different position of lesser pay permanently for any of a variety of reasons: 

 

·  medical condition 
·  job performance not according to standards 
·  reduction of hours 
·  demotion 
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          Temporary assignments of more than three months will be subject to the same 
          selection criteria and process as for promotions. 

 

          Maximum length of a temporary assignment will be 12 months. 
 

When a temporary assignment lasts for more than three months, a signed 
agreement will enable the employee to receive a higher rate of pay if applicable 
and will be required to assume the additional responsibilities of the temporary 
position. 

 
 

PROCEDURES: 
 

·  at the end of a temporary assignment, the employee will return to the position 
she/he held before the assignment and to the applicable rate of pay in that job  

·  on return from temporary assignment, the employee will be entitled to receive 
any and all salary increments earned in their original position during their 
temporary assignment 

·  if a change in duties, responsibilities, or pay could be viewed as a substantial 
detriment to the person’s employment, no transfer or temporary assignment of 
more than three months will be made unless it is a demotion due to job 
performance or the employee agrees with the change 
 
 
 
 
 

* *****  
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POLICY: 
 

The Board in conjunction with the executive director will be responsible for 
managing the re-training of employees to deal with and adjust to the effects of 
organizational and technological change. 

 

PROCEDURES: 
 

·  staff will be informed of any organizational change being implemented. The 
implications of that change will be outlined to staff with explanation of the 
specific impact on their individual area of responsibility 

·  as new technology is introduced to the program, orientation and training will be 
planned and provided to staff, as required 

·  employees displaced from a job due to organizational and technological change 
will be considered for other available jobs for which they are qualified 

 
 
 
 
 
 
 
 

     * *****  
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POLICY: 
 

Each job classification shall have a designated status of: full time, permanent, 
temporary, casual, part-time, contract.  
 

GUIDELINES: 
 

The following shall be used to define the employee status and classification: 
 

a)  Permanent status 
 

           An employee who has successfully competed for a permanent position will 
           be assigned that status after successful completion of the probationary period 
           and on the terms and conditions specified in the letter of offer. 
 

Permanent positions are not time limited, but are always contingent on:  
 

·  successful yearly evaluations or other evaluations as may be 
 required from time to time by the executive director or board chair 

·  the ability of the program to continue to finance and maintain such a 
position 

·  the continuing need for the specific position as may be determined 
from time to time by the Board of Directors 

      b) Temporary status 
 

Temporary status refers to employment for a limited period of time.  
 

The purpose of the temporary employment may be to provide additional 
staff resources in a time of need or to work on a time limited project or 
program.  
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Persons designated as temporary will be required to complete the 
probationary period as outlined previously and continued employment will 
be contingent on successful yearly or other evaluation. One copy of the 
contract will be kept on file and one copy will be given to the employee. 

 

      c)   Casual status 
 

This is a non-permanent status to be used for non-permanent appointments 
which are expected to be of short duration.   
 

These employees are on-call, have no guaranteed hours and are not 
employed for any specific period of time. Such staff earns legislative 
benefits only where applicable. One copy of the contract will be kept on file 
and one copy will be given to the employee.  
 

d) Par t-time status 
 

Part-time employment will be for a specified number of hours and/or days  
and may be permanent or temporary in nature.  
 

Part-time employees are normally scheduled to work less than a work week 
of 35 to 37.5 hours of work.  Their pay is pro-rated according to hours of 
work. Sick leave and holidays are accumulated on a pro-rated basis, 
according to hours worked. The specifications of their position shall be 
clearly outlined in the letter of offer. One copy of the contract will be kept 
on file and one copy will be given to the employee. 
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 e) Contract status 
 

People working under contract to the organization are not regular 
employees.  
 

They are contracted to undertake specific responsibilities and tasks on a fee-
for-service basis.  
 

Contract employees may set their own hours and place of work. They are 
responsible for paying any legislatively required taxation and benefits.  
 

Conditions of the relationship with the organization will be outlined in the 
contract which will be kept on file and a copy given to the employee. 
  
 

 
 
 
 

 
 
 
 
 
 
 
 
 

* *****  
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POLICY: 
 

Students or volunteers are required to follow existing program policies. 
 

PROCEDURES: 
 

·  any students or volunteers involved with early intervention programs will be 
provided with an orientation manual, training and a shortened probationary 
period 

·  the following background checks will be completed: criminal record, Child 
Abuse Registry record, academic transcript (where applicable), employment and 
community references 

·  all students and volunteers must sign a Statement of Confidentiality (see 
Appendix D) 

 
 

 
 
 
 
 
 
 
 

******  
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POLICY: 
 

Employee files will include documentation, correspondence and information for 
each employee. The executive director maintains personnel files indefinitely in a 
fireproof cabinet. 
 

GUIDELINES: 
 

·  Staff may request to see their personnel file in the executive director’s office. 
·  The program maintains personnel records for all employees. The board 

provides reasonable assurance that all personnel records are secured against 
loss, destruction and unauthorized access.  

·  All personnel records will include specific documentation related to:  
 

o resume or application for employment  
o address, social insurance number (SIN), telephone number 
o Criminal Record Check 
o letter of acceptance  
o employment contract  
o job description  
o health verification where required  
o verification of education transcripts   
o emergency contacts  
o written performance evaluation 
o letters of reference submitted and requested 
o signed Statement of Confidentiality (see Appendix D) 
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o details of all wage changes and job moves, leaves, vacation, 
o performance evaluations, employee profile 
o disciplinary notices, letters of commendation and other 

administrative details as required 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
* *****  
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POLICY: 
 

Full-time employees of early intervention programs will work regular hours each 
week with daily time allowance for a meal and breaks.  
 

GUIDELINES: 
 

Regular hours will be a thirty-seven and a half (37.5) hour work week. The standard 
work week shall regularly consist of five (5) consecutive days, Monday through 
Friday, inclusive. Regular work hours will be established and published. Program 
staff may be required to work occasional evenings and weekends. 
 

Part-time staff will work a minimum of 20 hours per week but less than 37.5 hours 
per week. 

      
A full-time employee may be required to work in excess of the 37.5 hours from 
time to time, depending on the routine of the employee’s work. 
 

Flexible Hours 
 

The executive director may vary the work schedule for employees, depending on 
the operational requirements of the program. 
 

Experiments with flexible work hours should take place only in those situations 
where operational requirements and efficiency permit and where the executive 
director is satisfied that a sufficient number of employees have requested and wish 
to participate in such an experiment. 
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CHAPTER:  Terms &  Conditions  
                       of Employment 

NUMBER:  3.130 

 

SUBJECT:  Hours of Work      PAGE:      2 of 2 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

Job Shar ing 
 

Individuals may approach the executive director with request to share one position. 
The request may be granted, provided it causes no detriment to the organization. 

Employees who job share are responsible to manage their assigned workload between 
them. The details of the job share will be formalized with a Terms of Employment 
(see Appendix E) signed by the employees and the employer. 

A job share agreement may be terminated with 30 days notice if the needs of the 
agency or one of the employees change. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* *****  
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                       of Employment 

NUMBER:  3.140 

 

SUBJECT:  Over time   PAGE:      1 of 2 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Overtime is defined as authorized work in excess of an employee’s regular workday 
or regular workweek. It is time worked for exceptional or unforeseen circumstances 
only. 
 

GUIDELINES: 
 

It is the responsibility of the executive director to ensure that overtime is properly 
authorized in accordance with program procedures in order for employees to qualify 
for compensation. 
 

Consideration of offering optimum service to children and families is to remain 
foremost in considering work schedules. 
 

Where possible, employees are asked to adjust their workday to accommodate for 
evening visits or required meetings so as to remain within their scheduled hours. 

 

It is understood that at times it may not be possible to reschedule the work day, 
requiring the employee to work overtime. 

 

Meeting time beyond an employee’s regular workday will be considered time 
worked if the meeting is a requirement of the employee’s position. 
 

Employees will take accumulated overtime in time off prior to the beginning of 
each new fiscal year. Overtime will not be carried from one fiscal year to the next.  
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Personnel will not be permitted to collect additional pay for overtime.  
 

Monetary compensation is not available for overtime work for part-time employees. 
 
PROCEDURES: 

 

·  If overtime is necessary, compensation will be made in the form of time off 
(time in lieu) 

·  all time in lieu shall be taken within three months of it being earned  
·  staff members are required to document overtime hours on a monthly statistical 

form. If a staff member is using time in lieu, they must maintain a record of 
additional time worked and the activities engaged in during that time. This form 
will be maintained in an ‘Overtime Binder’  and kept in the early intervention 
program office  

·  travel time to and from out of town work-related business will be considered 
time worked if travel extends more than half an hour before or past a regular 
workday 

 
 
 
 
 
 
 
 

* *****  
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CHAPTER:  Terms and Conditions 
        of Employment     

NUMBER:  3.150 

 

SUBJECT: Expenses                   PAGE:     1 of 2 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Employees will be reimbursed for essential work travel as well as meals and 
accommodations at the provincial rate of reimbursement. 

 

GUIDELINES: 
 

Mileage 
 

·  where employees are required to travel to carry out their responsibilities, they 
are entitled to a mileage allowance at a rate to be set by the board on an annual 
basis  

·  in the event that an employee is traveling outside the region on program 
business and expecting to incur significant expenses, a cash advance may be 
requested 

·  mileage will be calculated starting from the early intervention office to the first 
appointment, except when the distance from the employee’s home to the first 
appointment is less than the distance from the office 

·  travel to and from approved workshops and seminars will be covered at the 
approved rate 

·  when possible, staff and/or parents will travel together and share costs 
 

Meal Allowance and Accommodation 
 

·  a daily meal allowance for program business hours, will be outlined and 
reimbursement for those expenses will be provided to the employee   

·  where employees incur accommodation expenses, they shall be reimbursed 
based upon actual expenses, up to a maximum amount as approved by the board 
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·  receipts are not required when the daily meal expenses does not exceed the 

approved daily allowance  
·  when travel on program business results in meal expenses that exceed the daily 

allowance, receipts must accompany expense claims for reimbursement.   
·  the policy on meal allowance is to be reviewed annually by the Board of 

Directors. 
·  if employees are attending a conference or seminar, all meals not included in 

registration fees will be reimbursed by the program at the approved rates.  
·  if employees are gone for only half a day, they will be reimbursed for the meal 

that falls within that timeframe 
 

PROCEDURES: 
 

·  each employee will maintain a travel log 
·  original copies of mileage and parking receipts should be submitted monthly to 

the executive director with a record maintained in the employee’s file 
·  expense forms are to be signed and submitted to executive director for work 

related expenditures  
·  an expense claim must be submitted monthly, receipts required by the board 

should accompany claim 
 

******  
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CHAPTER:  Terms and Conditions 
       of Employment       

NUMBER:  3.160 

 

SUBJECT: Guidelines for  Winter  
                    Dr iving                     

PAGE:     1 of 2 

 

APPROVED: NOVEMBER 26, 2005 REVISED: 
 

POLICY: 
 

Home visits shall not be made in adverse weather conditions. 
 
GUIDELINES: 
 

      If the visibility factor is poor, highway travel is not recommended. 
       
      If weather conditions improve during the day, employees will be expected to use 
      their judgment regarding rearranging schedules. 

 

A list of staff vehicles and license plate numbers shall be kept up to date and posted 
with the program. 
 

Survival gear, an emergency kit and cell phone are recommended for personal 
vehicles. 

 

PROCEDURES: 
 

·  check internet, radio/TV or phone line for information regarding highway    
      conditions 
·   phone the family you plan on visiting for information regarding their  
       road/highway conditions 
·  in the event of travel during very cold weather or adverse conditions the   
      following stipulations shall be followed 
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o before leaving the office/home base, tell a contact person the destination,   
      the appropriate phone number, the estimated time of arrival and the route 

            you plan to take 
o once you have arrived at the destination, notify the contact person. If  

   this does not occur within 30 minutes of the estimated arrival time, the 
   family will be telephoned to check on your arrival. If not there, the  
   Police/RCMP will be notified 

o when leaving the home visit, phone the contact person to notify them 
    of the intended route back 

 
 
 
 
 
 
 
 
 
 
 

 
 

* *****  
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CHAPTER:  Terms and Conditions 
       of Employment       

NUMBER:  3.170 

 

SUBJECT: Attendance, Lateness,  
                    Absenteeism                  

PAGE:     1 of 2 

 

APPROVED: NOVEMBER 26, 2005 REVISED: 
 

POLICY: 
 

The early intervention program strives to maintain maximum effectiveness and 
quality service through full employee participation. 
 

GUIDELINES: 
 

Information as to the presence or absence of staff is necessary for efficient 
operation and is centralized with the executive director or his/her appointee. 
 

When, in the opinion of the executive director, an employee’s punctuality or 
attendance is unnecessarily reducing productivity, the executive director is 
responsible for taking corrective action. 

 

      If, for unforeseen circumstances, an employee is unable to maintain regular duties, 
      the personnel committee will review the situation.  

 

PROCEDURES: 
 

·  employees are responsible for filling out attendance records, these records are  
      filled out on a monthly basis and submitted to the executive director 
·  the executive director shall keep attendance records for staff re: vacation, sick    
      leave and overtime 
·  these records shall be kept in the employee’s personnel file 
·  each employee is responsible for reporting to work as scheduled, unless granted  
      time off or leave by the executive director 
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APPROVED: NOVEMBER 26, 2005 REVISED: 
 

·  when an employee is unable to fulfill obligations to report for work as 
expected, he/she is responsible for ensuring that the executive director is 
informed as much in advance as possible 

·  an estimate of when he/she expects to return to work should be given along 
with the reason for not reporting to work and in addition, where he/she can 
be reached 

·  payment will not be made for time lost due to unauthorized absences, in 
addition, disciplinary action may be taken 

 
 
 
 
 
 

 
 

 
 
 
 
 
 

* *****  
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CHAPTER:  Terms &  Conditions  
                       of Employment 

NUMBER:  3.180 

 

SUBJECT:  Confidentiality and  
                     Release of Information 

PAGE:     1 of 2 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Each early intervention employee will be required to sign a Statement of 
Confidentiality (see Appendix D) prior to commencing employment. 
 

GUIDELINES: 
 

Examples of confidential information include medical, financial, family, personnel, 
and job performance. 
 

Staff, students, and volunteers are entrusted with knowledge of the personal and 
private affairs of certain persons and agencies. They are required not to divulge any 
of this knowledge, nor to discuss it at any time, or any place, or with any 
unauthorized person, except in the course of their responsibilities. 
 

PROCEDURES: 
 

·  during the orientation of a new employee in the program, a board member or the 
executive director shall complete the Statement of Confidentiality with the 
employee, this document shall be placed in the employee’s personnel file  

·  all requests for child/family information necessary for carrying out employee 
duties must be accompanied by a signed release of information  

·  employees should consult with the executive director if they feel uncomfortable 
about the treatment of information, or if they have specific concerns  
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·  in the case of a breach of confidentiality, disciplinary action will be taken, 
consideration will be given to the seriousness of the offence, the length of 
employment and the employee’s record, action may consist of a verbal warning, 
written warning, suspension or termination of employment 

 

·  in the case of a letter of reprimand, the material facts shall be stated, the 
obligation that has been violated, dates of any reprimands, and a statement that 
if an employee fails to correct his/her conduct further disciplinary action will be 
taken, this letter is to be filed in the employee’s personnel file  

 

Release of Information 
 

POLICY: 
 

There are limits to confidentiality. In the event of perceived harm to self or others 
i.e. child abuse or neglect, personnel are obligated by law to disclose this 
information to the Department of Community Services. 

 

PROCEDURE: 
 

·  employees will follow the Child Abuse/Neglect Prevention Policy as outlined 
under the Nova Scotia Children and Family Services Act (See Appendix F) 

 
 
 
 

* *****  
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CHAPTER:  Terms &  Conditions  
                       of Employment 

NUMBER:  3.190 

 

SUBJECT:  Use and Safeguarding 
                     of Organizational Assets 

PAGE:     1 of 1 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Employees are expected to exercise care and caution with the program’s property and 
equipment. 
 

GUIDELINES: 
 

‘Employee theft’  is the unauthorized removal or use of the program’s assets and 
property, or the property of others, by an employee. 
 

PROCEDURES: 

·  allegations of theft or damage of property will be reported to the executive 
director and the personnel committee for follow up and investigation 

·  restitution will be sought 

·  misuse of, or damage to, the program’s assets may result in disciplinary action 
including dismissal, depending on the circumstance 

·  ‘employee theft’  will result in immediate dismissal without warning and possible 
legal action 

 
 
 

* *****  
 

 



December 2005 49 

14 Cour t St, Suite 200, Unit 129 
Truro, Nova Scotia B2N 3H7 

www.ear lyintervention.net 
 

 

PERSONNEL POLICY  
3.200 Professional Development 

 

CHAPTER:  Terms &  Conditions  
                       of Employment 

NUMBER:  3.200 

 

SUBJECT:  Professional Development PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

The early intervention program will encourage and enable employees to improve 
and develop their professional skills through professional development. 
 

GUIDELINES: 
 

Professional development plans of staff will be developed to reflect the needs of the 
program and the individuals involved 
 

PROCEDURES: 
 

·  overall professional development goals will be identified for each program 
·  the executive director will develop professional development with all staff 
·  employees will work with each staff member to set individual professional 

development goals  
 
 
 
 
 
 
 

* *****  
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                       of Employment 

NUMBER:  3.210 
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PAGE:     1 of 1 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Current budget provisions shall govern the number of professional development 
days per year.  
 

GUIDELINES: 
 

Board approval must be granted for professional development days costing more 
      than $100.  
      
      The executive director shall have authority to approve costs under $100. 
 

 

PROCEDURES: 
 

·  the executive director will develop a professional development plan with the 
personnel committee 

·  the amount of funding available for professional development programs will be 
designated yearly in the budget 

  
 
 
 
 
 
 
 

* *****  
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CHAPTER:  Terms &  Conditions  
                       of Employment 

NUMBER:  3.220 

 

SUBJECT:  Work Planning PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

A yearly work planning session for the program involving the executive director 
and staff. 

 

GUIDELINES: 
 

One day each year will be designated for a work planning session.  
 

All staff are expected to attend. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

* *****  
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                       of Employment 
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PAGE:     1 of 1 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

All employees who transport children from an early intervention program, in their 
vehicles, must have the appropriate insurance coverage through their own personal 
insurance for such circumstances. 

 

GUIDELINES: 
 

An employee must have a current Nova Scotia driver’s license and have access to a 
reliable vehicle.  
 

Employees are responsible for ensuring their personal insurance carries a rider 
covering themselves and any passengers in the event of an accident.  
 

The minimum coverage should be two million dollars.  
 

 
 
 
 
 
 
 
 

* *****  
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APPROVED: NOVEMBER 26, 2005   REVISED: 
 

Employee Concern Resolution Process 
 

POLICY:  
 

Employees are encouraged to utilize the Employee Concern Resolution Process to 
address concerns with other employees in the program. 

 

GUIDELINE: 
 

The Employee Concern Resolution Process is a progressive, step-by-step approach 
encouraging the resolution of a concern by those involved. It is a process that can be 
used to address concerns of all types and levels of seriousness.   

 

PROCEDURES: 
 

·  a concern or problem brought forward by an employee must go through the 
proper channels, beginning with the executive director 

·  if the employee feels that she/he cannot talk to the executive director about the 
concern, then she/he may then go to the chair of the personnel committee 

·  the employee, supervisor (as stated in your job description) or executive 
director, can at any time access the personnel committee for input 

·  the employee or executive director can access the chair of the personnel 
committee for input 
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APPROVED: NOVEMBER 26, 2005   REVISED: 
 

Appeal Process 
 

POLICY: 
 

  All employees have a right to appeal if they feel that they have been treated unfairly. 
 

PROCEDURES: 
 

·  any employee who feels unjustly treated or considers himself/herself aggrieved by 
any action or lack of action by the employer shall follow the steps outlined below 
no later than seven working days after the date on which the employee became 
aware of the action or circumstance 
 

·  for the executive director 
 

o details of the action will be given to the chair of the personnel committee                                    
o at the discretion of the personnel committee, or at the request of the executive 

director, it may be taken to the board for a closed meeting 
o decisions are to be presented to the executive director in written form for 

his/her response within seven working days of receipt of the appeal 
o a copy, signed by both the board chair and the executive director, will be 

retained in the appropriate personnel file 
 

·  for early interventionists and administrative staff 
 

o appeals prepared in writing are taken to the executive director for a hearing 
within seven working days of filing 

o a copy of the appeal is supplied to the chair of the board and chair of the 
    personnel committee 
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o if satisfaction is received, both executive director and employee sign and date 
a statement showing problem and resolution, and place it in the appropriate 
personnel file 

o if the employee is not satisfied, the appeal goes to the chair of the personnel 
committee who meets with the executive director to review the grievance 

o if the employee is satisfied with the solution at this stage, all three sign the 
statement for the personnel file 

o the final level for the decision is the Board of Directors. The Board of 
Directors will make a decision within thirty calendar days of the personnel 
committee’s decision 

 
 

 
 
 
 
 
 
 
 
 
 

* *****  
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APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

All permanent employees shall be provided with a confidential formal performance 
evaluation prepared by the executive director, at least once per year. 
  

GUIDELINES: 
 

Annual reviews are designed to assist early intervention staff in improving their 
service to families.  
 

PROCEDURES: 
 

·  a review should be administered first during the probationary period and annually 
thereafter 

·  the review will be discussed with the employee and changes in the evaluation 
based on the discussion may be incorporated into the report 

·  the report shall be signed by the employee and the executive director and placed 
in the employee’s personnel file 

·  if at the end of the probationary period, reviews indicate that the employee’s 
performance is not satisfactory, the committee may recommend to the board that 
the probationary period be extended  

·  the board may extend the probationary period for four additional three-month 
periods 

 
******  
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POLICY: 
 

Performance improvement plans will be initiated when an employee’s behavior or 
performance is unacceptable. 
 

GUIDELINES: 
 

The employer will document guidelines for unsatisfactory performance including: 
 

·  performance deficiencies in measurable terms 
·  detailed history of corrective steps 
·  details of assistance provided to the employee 
·  results achieved 
·  improvement or corrective action expected 
·  recommended outcome 
·  disciplinary measures taken (verbal, written) 
·  final warning to employee that he/she may be terminated and the performance 

related reasons for termination 
 
 
 
 
 
 

* *****  
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APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Early intervention programs endorse the concept of progressive corrective discipline. 
 

GUIDELINES: 
  
The objective of progressive corrective discipline is to encourage and guide employees to 
correct unsatisfactory performance with termination as a last resort. 
  
The following are the requirements of discipline:  

 

·  the standard of performance must be reasonable and must be known to the 
employee concerned 

·  the standard must be objectively and consistently enforced 
·  there must be proof that the employee did not meet the standard 
·  the employee must be told that their performance is not acceptable and does not 

achieve the appropriate standard, areas of concern must be specified 
·  before any action is taken, the employee must be provided with an opportunity 

to offer an explanation 
·  if need be, corrective action should take place as soon after the incident as 

possible, while respecting the employee’s privacy 
·  any disciplinary action to be administered must take into account the 

seriousness of the incident, the employee’s performance record and the 
employee’s explanation 

·  the levels of progressive corrective discipline available in order of seriousness 
are verbal warning, written warning, suspension without pay and termination 
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·  the personnel committee may administer verbal warnings, written warnings, 
loss of pay or termination as deemed necessary  

·  a warning does not result in loss of pay or termination 
 

PROCEDURES: 
 

·  the employee is given an opportunity to explain his/her actions 
·  disciplinary action outlined is in line with incident 
·  written documentation of the meeting proceedings and disciplinary action are 

kept on file and a copy is provided to the employee 
·  progress in addressing the concerns will be noted in writing 
·  in the event that an employee is dissatisfied with, or objects to, any discipline 

administered, including the severity of the punishment, they shall be entitled to 
appeal to the personnel committee   

·  the employee may appeal by providing written notice of his/her desire, to do so 
to the chair within seven working days of the administration of the discipline   

·  in this event, the personnel committee shall convene a hearing within thirty 
calendar days of the notice to allow the employee a full opportunity to state 
his/her case 

·  neither the executive director nor the Board of Directors shall make a decision 
to discipline an employee without providing that employee with an adequate 
opportunity to know the allegations against him/her and to respond 

 
 
 
 

* *****  
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POLICY: 
 

The early intervention program will provide a workplace free of discrimination 
regarding employment or any term or condition of employment because of race, 
religious beliefs, colour, gender, mental or physical disability, marital status, age, 
ancestry, place of origin, family status, source of income, or sexual orientation.  
 

GUIDELINES: 
 

       A workplace free of discrimination applies to recruiting, hiring, assigning of work, 
       rates of payment, training opportunities for advancement or conditions of 
       employment provided the candidates are qualified and meet the physical 
       requirements established for the position. 
 

PROCEDURE: 
 

·  the employer and employees will be familiar with the steps involved in the 
Complaint procedure: assessment, investigation, settlement and Board of 
Inquiry, as outlined in the Nova Scotia Human Rights Act (see Appendix G) 

 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
4.20 Sexual Harassment 

 

CHAPTER:  Human Rights in the 
                       Workplace 

NUMBER:  4.20 

 

SUBJECT:   Sexual Harassment             PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

The early intervention program is committed to a work environment that respects 
the worth and dignity of all employees and is free of sexual harassment. 
 

GUIDELINE: 
 

      Sexual harassment is prohibited in the workplace and elsewhere in the course of  
      employment responsibilities or working relationships i.e. at work-related 
      social events, work-related conferences or training events, or during work-related 
      travel. 
 

Under the Nova Scotia’s Human Rights Act (see Appendix G), sexual harassment is 
illegal in all areas of public life.  

 

PROCEDURES: 
 

·  sexual harassment will not be tolerated, individuals who engage in such 
behavior will be subject to disciplinary action up to and including, termination  

·  management is responsible to take reasonable measures to ensure that the work 
environment is free from sexual harassment 

·  all sexual harassment complaints and responses shall be treated as confidential 
matters subject to the requirements of this policy.  

·  the employer and employees will be familiar with the definition of sexual 
harassment and the procedure to deal with a complaint of this nature 

 
******  
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PERSONNEL POLICY  
6.10 Vacations 

 

CHAPTER:  Compensation: Benefits NUMBER:  5.10 
 

SUBJECT:   Vacations         PAGE:     1 of 3 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

The employer recognizes the employees’  need for rest and recreation from work 
and expects them to schedule vacation time. 
 

GUIDELINES: 
 

Vacation credits are accrued to employees and the basis for vacation entitlement is 
length of service. 

 

      The vacation year is defined by April 1-March 31 of the following year, inclusive. 
 

      All vacation must be approved by the executive director. 
 

      One week of vacation time may be carried over for one year, with approval of the 
      personnel committee.  
 

      Should a designated holiday occur during an employee’s vacation period, an       
additional day will be granted as part of the vacation or at another time. 

  
       Vacation is taken after it is earned or vacation may be taken before time has been  
       accrued, only on the approval of  the executive director. 
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PERSONNEL POLICY  
 Vacations 

 

CHAPTER:  Compensation: Benefits NUMBER:  5.10 
 

SUBJECT:   Vacations         PAGE:     2 of 3 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

Employees’  requests, as well as the operational demands of the organization, the 
      responsibilities of employees and co-workers’  vacation wishes will be considered 
      when scheduling vacations. 
 

      When a conflict exists between dates requested for vacation and no compromise can 
       be reached, length of service will be the determinant in the first year. If, in the 
       second year such a conflict exists, the next longest continuous serving employee 
       will receive first preference. 
 
       If the vacation period cannot be agreed upon between an employee and the  

 executive director, the executive director will finalize the decision and give the 
 employee at least two weeks written notice of the date on which his/her vacation  
 is to start. 

 

      When the death of an immediate family member occurs, or an employee becomes 
       ill, disabled or requiring hospitalization during vacation, their vacation may be 
       rescheduled if the employee provides a medical certificate or other appropriate 
       documentation. 
 
      All full-time employees will be entitled to one week for every four months of work: 
      pro-rated for the year (1.25 days per month ) 

�  three weeks vacation  after one year of service  
�  four weeks after five years  
�  five weeks after 10 years or more of service  
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PERSONNEL POLICY  
 Vacations 

 

CHAPTER:  Compensation: Benefits NUMBER:  5.10 
 

SUBJECT:   Vacations         PAGE:     3 of 3 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

PROCEDURES: 
 

·  all vacation leave requests are to be submitted to the executive director at least 
two months in advance of the beginning of the vacation  

·  part-time employees shall receive pro-rated vacation based on the number of 
days worked and shall take vacation one calendar week at a time  

·  when employment is terminated before all earned vacation time has been taken, 
all outstanding vacation will be paid including a percentage of the current year 
to date earnings 

·  similarly, unearned vacation taken prior to employment termination will be 
adjusted on the employee’s final salary cheque  

·  upon termination of employment, employees will be paid the amount of 
vacation pay owing to them within 14 days after the last day of employment 

·  vacation pay will be paid on regularly scheduled paydays 
 
 
 
 
 
 
 
 
 
 

 
* *****  
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PERSONNEL POLICY  
5.20 General Holidays 

 

CHAPTER:  Compensation: Benefits NUMBER:  5.20 
 

SUBJECT:   General Holidays         PAGE:     1 of 2 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY 
 

Employees are entitled to benefits as outlined below for holidays.  
 

GUIDELINES: 
 

The following are designated holidays with pay: 
 

1. New Year’s Day     6.Victoria Day 
2. Good Friday   7. Easter Monday 
3. Canada Day   8. August Civic Holiday 
4. Labour Day   9. Thanksgiving  
5. Christmas Day            10. Remembrance Day 

          11. Boxing Day 
 

Employees who work more than 20 hours per week are entitled to take designated  
      holidays off with pay. If the holiday falls during a normally scheduled day off or  
      during vacation, the employee is entitled to substitute another day off with pay. 
 

      Employees who work more than 20 hours per week who are required to work on   
      holidays, will be granted another day off with pay, to be arranged at a time    
      mutually agreeable with the executive director. 
 

Employees who work less than 20 hours per week are entitled to take holidays off 
      without pay. 
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PERSONNEL POLICY  
 General Holidays 

 

CHAPTER:  Compensation: Benefits        NUMBER:  5.20 
 

SUBJECT:   General Holidays         PAGE:     2 of 2 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

Part-time employees are entitled to the holiday if it falls on their day to work. 
 

      In order to qualify for holidays with pay, employees must: (1) be entitled to 
      receive pay for at least 15 of the 30 calendar days before the holiday; and (2) have 
      worked their last scheduled day before the holiday and the first scheduled day after 
      the holiday. 

 

      The program is sensitive to the cultural and religious differences among its staff.  
      Employees are encouraged to make personal arrangements with the executive 
      director to observe any cultural and/or religious holidays not covered in the list 
      of holidays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* *****  
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5.30 Group Insurance Benefits, Pension Plans 

 

CHAPTER:  Compensation: Benefits        NUMBER:  5.30 
 

SUBJECT:  Group Insurance  
                      Benefits, Pension Plans 

PAGE:     1 of 1 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

To be determined 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
5.40 Sick Leave 

 

CHAPTER:  Compensation: Benefits        NUMBER:  5.40 
 

SUBJECT:  Sick Leave PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

       Employees are entitled to sick leave as outlined below. 
 

GUIDELINES: 
 

Reasons for sick leave include: illness, accident, injury and medical/dental 
appointments. 
 

Sick leave is accumulated at the rate of one day a month.  
 

Sick leave for part-time staff is prorated based on actual hours worked. 
  
Sick days may accumulate up to a maximum of 12 days a year. 
 

Sick leave entitlement may not be taken in advance of earning it. 
 

PROCEDURE: 
 

·  all sick leave absences must be reported monthly to the executive director with 
a record maintained in the employee’s file  

·  employees will provide a medical certificate for sick leave in excess of three 
consecutive days 

·  after accumulated sick leave is used, a lapse of payment qualifies an employee 
for employment insurance  

 
 
 

* *****  
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PERSONNEL POLICY  
6.10 Bereavement Leave 

 

CHAPTER:  Leave of Absence with  
                       Pay        

NUMBER:  6.10 

 

SUBJECT:  Bereavement Leave PAGE:     1 of 2 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
     
      Employees are entitled to Bereavement Leave. 
 

GUIDELINES: 
 

In the event of the death of an employee’s immediate family member, the employee 
may be granted up to five days paid time, or more at the discretion of the Executive 
Director. 
 

      Immediate family member here is defined as: child or the child of a spouse or 
common-law partner, spouse or common-law partner, father/mother, spouse or 
common-law partner’s mother’s/father’s spouse or common-law partner, common-
law partner of your father/mother, sibling, ward of the employee, grandparent, 
grandchild, son/daughter-in-law, or at the discretion of the Executive Director. 

      
With consideration to traveling time and the complexity of the situation, further 
 paid leave may be granted upon approval in writing by the executive director. 

  
       Bereavement leave for attendance at the funeral of an individual outside the 
       definition of immediate family member, may be considered for a paid bereavement 
       leave of up to 1 day, at the discretion of the executive director.  
 

In the case where executive director requests a leave, he/she would make the 
request to the chair of the personnel committee 
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PERSONNEL POLICY  
Bereavement Leave  

 

CHAPTER:  Leave of Absence with  
                       Pay        

NUMBER:  6.10 

 

SUBJECT:  Bereavement Leave PAGE:     2 of 2 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

PROCEDURE: 
 

·  the request for a leave is to be in writing to the executive director including the 
reason for the leave, the type of leave requested and the expected length of the 
leave 

·  the executive director or the chair of the personnel committee must approve a 
request for Bereavement Leave 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
6.20 Emergency Leave 

 

CHAPTER:  Leave of Absence with  
                       Pay        

NUMBER:  6.20 

 

SUBJECT:  Emergency Leave PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

     Employees are entitled to a leave of absence with pay for emergency reasons. 
 

GUIDELINES: 
 

In the event of a serious illness or serious accident requiring hospitalization of an 
immediate family member, an employee may be granted up to two working days 
paid leave.  
 

Immediate family member here is defined as: child or the child of a spouse or 
common-law partner, spouse or common-law partner, father/mother, spouse or 
common-law partner’s mother’s/father’s spouse or common-law partner, common-
law partner of your father/mother, sibling, ward of the employee, grandparent, 
grandchild, son/daughter-in-law. 

  
     Additional time may be granted in extenuating circumstances upon the approval of 
     the executive director.  
 

PROCEDURE: 
 

·  the request for a leave is to be in writing to the executive director including the 
reason for the leave, the type of leave requested and the expected length of the 
leave 

·  the executive director must approve a request for Emergency Leave  
·  a request of  over two days must be approved by the personnel committee 

 
******  
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PERSONNEL POLICY  
6.30 Compassionate Care 

 

CHAPTER:  Leave of Absence with  
                       Pay        

NUMBER:  6.30 

 

SUBJECT:  Compassionate Care PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

     Employees who are eligible for employment insurance are entitled to compassionate 
     care benefits. 
      
GUIDELINES: 
 

Employees who must be absent from work to provide care or support to a child or 
the child of a spouse or common-law partner, spouse or common-law partner, 
father/mother, spouse or common-law partner’s mother’s/father’s spouse or 
common-law partner, common-law partner of your father/mother, sibling, ward of 
the employee, grandparent, grandchild, son/daughter-in-law who has a serious 
medical condition with a significant risk of death, are entitled to six weeks of 
benefits. 
  
The six weeks of leave is available within a 26-week time frame. 

      
PROCEDURE: 
 

·  the employee will notify the executive director in writing, of his/her plans to  
      take compassionate care leave 
·  in the case of a request from the executive director, the notification will be to 

the chair of the personnel committee 
 
 
 
 
 
 
 
 

* *****  
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6.40 Medical and Dental Appointments 

 

CHAPTER:  Leave of Absence with  
                       Pay        

NUMBER:  6.40 

 

SUBJECT:  Medical and Dental 
                     Appointments 

PAGE:     1 of 1 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

     Employees are expected to arrange their personal appointments outside scheduled 
     hours. 

 

GUIDELINES: 
 

     If it is not possible to arrange medical and dental appointments outside scheduled  
     hours of work, employees can leave for these appointments and time will be 
     deducted from their accumulated sick time. This includes appointments for immediate 
     family members. 

 

PROCEDURES: 
 

·  notification must be given to the executive director or chair of the personnel 
committee, to indicate time needed and the purpose 

·  the executive director or chair of the personnel committee must acknowledge the 
reason for leave to attend personal medical or dental appointments  

·  a request of over two days must be approved by the personnel committee 
 
 
 
 
 
 

* *****  
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6.50 Jury/Witness Duty 

 

CHAPTER:  Leave of Absence with  
                       Pay        

NUMBER:  6.50 

 

SUBJECT:  Jury/Witness Duty PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

       Employees are entitled to a leave of absence with pay for jury/witness duty. 
 

GUIDELINE: 
 

       In the event of an employee being called for jury duty or to serve as a witness in a 
       court proceeding, a leave with pay at the employee’s regular rate of pay for time 
       absent from scheduled work will be provided. 
 

       Employees must remit all fees they receive as a juror or as a subpoenaed witness 
       to the early intervention program minus any amount received for travel and meal 
       expenses. 

 

       Employees are expected to report for work when not actually required for jury duty 
       or as a witness. 
 

PROCEDURES: 
 

·  the executive director must be informed that the employee has been requested to 
serve jury duty or as a witness  

·   the executive director or chair of the personnel committee must acknowledge the 
notification for leave for jury/witness duty 

·  the employee should notify the executive director of the time lines given by the 
Crown 

 
 

* *****  
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PERSONNEL POLICY  
7.10 Maternity Leave 

 

CHAPTER:  Leave of Absence  
                       without Pay        

NUMBER:  7.10 

 

SUBJECT:  Maternity Leave PAGE:     1 of 2 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Employees are entitled to receive maternity benefits under the provisions of the 
Federal Employment Insurance Program. 

 

GUIDELINES: 
 

      The administration of this policy is in accordance with the Labour Standards Act 
      and the Federal Employment Insurance Program.  
 

Maternity leaves are granted through the negotiation with the executive director and    
the Board of Directors.  

 

The employee can start the leave up to16 weeks before the expected date of 
delivery. She must also take at least one week after the date of delivery. Employees 
who have worked at least one year may qualify for this leave. 

 

Staff may be granted a leave of absence without pay for up to 12 months and the 
principles of employment insurance regulations for maternity benefits shall apply.  

 

An employee who is granted maternity leave is guaranteed re-employment in the 
same or a comparable position to the one held at the time the leave began, the same 
salary and benefits as well as the same seniority. 
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PERSONNEL POLICY  
 Maternity Leave 

 

CHAPTER:  Leave of Absence  
                       without Pay        

NUMBER:  7.10 

 

SUBJECT:  Maternity Leave PAGE:     2 of 2 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

PROCEDURE: 
 

·  an employee shall forward a written request for maternity leave to the board at 
least three months prior to the anticipated birth of her child   
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PERSONNEL POLICY  
7.20 Parental/Adoption Leave 

 

CHAPTER:  Leave of Absence  
                       without Pay        

NUMBER:  7.20 

 

SUBJECT:  Parental/Adoption Leave PAGE:     1 of 3 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Employees are entitled to parental leave which may be taken by either parent or 
shared. 
 

GUIDELINES: 
 

The administration of this policy is in accordance with the Labour Standards Act 
and the Federal Employment Insurance Program. 

 

         Parental/Adoption leave is granted in negotiation with the executive director and 
         the Board of Directors.  
          
         An employee who is granted parental leave is guaranteed re-employment in the 
         same or a comparable position to the one held at the time the leave began, the 
         same salary and benefits, as well as the same seniority.  

     
         To qualify for the leave an employee must have worked for the employer for at 
         least one year and must have become a parent to the child as a result of his/her 
         birth or adoption. 
 

         Parents are permitted to take parental leave to care for their newborn or newly 
         adopted children. This unpaid leave is 52 weeks and is available to 
         every parent who qualifies for it. 

 

If proof of the employee being qualified for parental leave is necessary, a  
certificate from a doctor or adoption worker will suffice. 
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PERSONNEL POLICY  
Parental/Adoption Leave 

 

CHAPTER:  Leave of Absence  
                       without Pay        

NUMBER:  7.20 

 

SUBJECT:  Parental/Adoption Leave PAGE:     2 of 3 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

If an employee is taking maternity and parental leaves concurrently, she must 
take them one immediately after the other and not go back to work between the 
two leaves. In this case, she can take up to 52 weeks of leave. 

If an employee is taking parental leave but not pregnancy leave, he/she can take 
up to 52 weeks of leave in the time after the child is born or arrives in the home. 

The employee loses this right if he/she does not take the leave within 12 months 
after the child arrives.  

Employees who do not take maternity leave, but who do take parental leave, 
include fathers and adoptive mothers and fathers. 

If a newly arrived child must go into hospital for more than one week, the 
employee can return to work and use the rest of the parental leave after the child 
comes out of hospital. 

During maternity and parental leave, an employer must let the employee keep 
up, at his/ her own expense, any benefits plan in which he/she belongs. The 
employer must give 10 days written notice before his/her option to keep the 
benefits is no longer in effect. 

When an employee returns from parental/adoption leave he/she must be 
accepted back to the same position or a comparable one with no loss of seniority 
or benefits. 
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Parental/Adoption Leave 

 

CHAPTER:  Leave of Absence  
                       without Pay        

NUMBER:  7.20 

 

SUBJECT:  Parental/Adoption Leave PAGE:     3 of 3 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

PROCEDURES: 
 

·  to take parental/adoption leave, an employee must give his/her employer at least 
four weeks notice of both the date on which he/she will be going on leave and the 
date he/she plans to return to work if he/she plans to return early 

·  if the employee cannot give four weeks notice of his/her leave because the baby is 
born early, because of the baby’s medical condition, or because of an unexpected 
adoption placement, then the employee must give as much notice as possible 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
* *****  
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PERSONNEL POLICY  
7.30 Family Care Leave 

 

CHAPTER:  Leave of Absence  
                       without Pay        

NUMBER:  7.30 

 

SUBJECT:  Family Care Leave PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

     Employees are entitled to Family Care Leave. 
 

 GUIDELINES: 
 

The employer recognizes situations may arise requiring unplanned time away from 
work to attend the needs of an immediate family member which includes: parent, 
child or the child of a spouse or common-law partner, wife/husband or common-law 
partner, father/mother, father’s wife/mother’s husband, common-law partner of your 
father/mother, sibling, ward of the employee, grandparent, grandchild, son/daughter-
in-law. 
 

      An employee is entitled to take up to 8 weeks of unpaid leave during each 
employment year to meet responsibilities related to the care, health or education of 
a child in their care or any other member of their immediate family.  

 

      Family Care leave is granted through the negotiation with the executive director and 
the Board of Directors. 

       
PROCEDURE: 
 

·  an employee will submit a request in writing to the executive director for a 
leave to attend to the needs of an immediate family member 

 
 

 
* *****  
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7.40 Special/Personal/Educational Leave 

 

CHAPTER:  Leave of Absence  
                       without Pay        

NUMBER:  7.40 

 

SUBJECT:  Special/Personal/ 
                     Educational Leave 

PAGE:     1 of 1 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 

Employees are entitled to request an unpaid leave from work for special 
circumstances. 

GUIDELINES: 

Reasons for a special leave may be for educational, personal, or recreational travel 
purposes. 

Length of leave may extend a period of up to six months. 

PROCEDURES: 

·  an employee will submit a request in writing to the executive director 
·  applications will be considered on an individual basis 
 
 
 
 
 
 
 
 
 
 
 

 
* *****  
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PERSONNEL POLICY  
8.10 Health and Safety Committee/Representative 

 

CHAPTER:  Occupational Health 
                       and Safety        

NUMBER:  8.10 

 

SUBJECT:  Health and Safety 
                   Committee/ Representative 

PAGE:     1 of 2 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

The personal safety of employees is a priority of the employer and measures will be 
instituted to address that priority. 
 

GUIDELINES: 
 

Personal safety is a concern for both men and women in the workplace.  
 

Employees sometimes find themselves in situations that can be frightening, 
threatening or are potentially dangerous or violent.  
 

Employees can reduce the risk of violence in the workplace by increasing personal 
awareness and planning responses to threatening situations.  
 

PROCEDURE: 
 

·  the early intervention program shall establish an Occupational Health and 
Safety committee (OHS) comprised of employee and board representatives to 
deal with health and safety issues in the work environment 

·  at least half of the committee’s members will be representatives of the 
employees of the program 

·  duties of the committee include:   
o identifying situations which may be unhealthy or unsafe within the work 

environment 
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 Health and Safety Committee/Representative 

 

CHAPTER:  Occupational Health 
                       and Safety         

NUMBER:  8.10 

 

SUBJECT:  Health and Safety 
                   Committee/ Representative 

PAGE:     2 of 2 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

o making recommendations for the improvement of the health and safety 
of employees of the program 

o establishing and maintaining educational programs regarding the health 
and safety of employees of the program 

o carrying out those duties and functions which are prescribed by the 
regulations of the Occupational Health and Safety Act 

o holding meetings and carrying out responsibilities during work hours 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* *****  
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CHAPTER:  Occupational Health 
                       and Safety       

NUMBER:  8.20 

 

SUBJECT:  Employer ’s 
Responsibilities 

PAGE:     1 of 2 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

The employer has the responsibility to provide a safe working environment. 
 

GUIDELINE: 
 

 Employees will be expected to report a legitimate health or safety concern and to  
 refuse to perform any work which they have reasonable grounds to believe is an  
‘ imminent danger’  to themselves or anyone else at the workplace. 

 

PROCEDURE: 
 

·  the executive director, on behalf of the Board of Directors, will establish 
measures  to: 

o ensure employees and volunteers are aware of their responsibilities 
and duties with regard to the Occupational Health and Safety Act and 
its regulations 

o cooperate/comply with safe work procedures and to actively 
participate in making the work environment safe and productive 

o report accidents involving employees, individuals, volunteers, 
visitors and equipment immediately 

o support and participate in safety programs and training which is 
available 

o make information on safety training and safety standards and 
procedures  available for employees 
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                       and Safety       
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SUBJECT:   
Employer ’s Responsibilities 

PAGE:     1 of 2 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

o prevent accidents whenever possible by providing proper equipment,  
through equipment inspections, and safe work habits 

o take action to correct actual or potential hazards to the employees 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
8.30 General Safety Information/Personal Safety 

 

CHAPTER:  Occupational Health 
                       and Safety       

NUMBER:  8.30 

 

SUBJECT:  General Safety  
               Information/Personal Safety 

PAGE:     1 of 1 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY : 
 

Early intervention staff must be cognizant of the issues relevant to their personal 
safety in the variety of worksites where they carry out their responsibilities. 
 

GUIDELINES: 
  
Care and attention must be directed towards safety whether it be in: 

·  the office 
·  family homes 
·  early childhood educational settings 
·  clinics 
·  motor vehicle 

 

  PROCEDURES: 
        

·  the executive director will work in conjunction with staff to implement   
      general safety guidelines in the workplace   
 
 
  
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
8.40 Accident Repor ting 

 

CHAPTER:  Occupational Health 
                       and Safety       

NUMBER:  8.40 

 

SUBJECT:  Accident Reporting          PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

      Employees will give immediate attention to the reporting of all accidents.  
           
 PROCEDURES: 

 

·  all accidents/incidents involving early intervention employees, individuals, 
volunteers, visitors and equipment need to be reported immediately in 
writing to the executive director 

·  the employer will ensure the necessary comfort and safety of employees, 
individuals, volunteers and visitors involved in accidents 

·  the Occupational Health and Safety Committee (OHS) will investigate all 
accidents and incidents to identify causes and implement action to prevent 
reoccurrence when needed 

·  if an employee is injured at work, a report must be completed the same day 
in case a claim needs to be made to Workers Compensation 

·   all injuries, even those which seem minor, must be reported to the executive 
director 

·  an employee who is injured at work and leaves for treatment or because of 
the injury, will be paid for the remainder of the workday 

 
 
  
 
 
 
 

* *****  
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PERSONNEL POLICY  
8.50 First Responders 

 

CHAPTER:  Occupational Health 
                       and Safety       

NUMBER:  8.50 

 

SUBJECT:  First Responders          PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

       Mental health counselors will be available to early intervention program staff 
       to offer assistance in dealing with different types of crises that may arise in their  
       work with families.  
 

GUIDELINE: 
 

       Due to their close working relationships with families, early interventionists could 
       potentially be the first contact parents make in times of crisis. 
 

PROCEDURE: 
 

·  each board should ensure that mental health counsellors are available for staff 
·  following a crisis, employee should meet with the executive director to discuss 

the event  
·  if the executive director deems necessary, all should meet with the chair of the 

personnel committee to plan a response to the crisis including the role for the 
counselors 

 
  
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
8.60 Storm Days 

 

CHAPTER:  Occupational Health 
                       and Safety       

NUMBER:  8.60 

 

SUBJECT:  Storm Days        PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Employees should not put themselves at risk traveling during stormy weather 
conditions. 
  

GUIDELINES: 
 

The executive director will permit staff to go home for the day if a storm should 
develop during work hours.  
 

On days when school is cancelled due to inclement weather or hazardous road 
conditions, employees are expected to work in the office unless otherwise advised 
by the executive director. 
 

If it is not possible for an employee to safely travel to the office, he/she is expected 
to work from home.  

 

PROCEDURE: 
 

·  in the event of a snowstorm at the beginning of the work day, staff should phone 
the executive director at home to discuss the plan for the day 

·  in the event of program closure, each early interventionist is responsible for 
contacting families and re-scheduling appointments  

 
 
 

* *****  
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PERSONNEL POLICY  
9.10 Goals of Disability Prevention and Management 

 

CHAPTER:  Disability Management       NUMBER:  9.10 
 

SUBJECT:  Goals of Disability 
Prevention and Management 

PAGE:     1 of 1 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

The employer encourages and assists employees who have been ill or disabled to 
return to productive work in a timely manner. 

 

GUIDELINE: 
 

The goals of disability prevention and management are:  
·  to prevent disability through safety training   
·  to minimize the impact and cost of disability to employees and the early 

intervention program 
 

  
 
 
 
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
9.20 Reporting 

 

CHAPTER:  Disability Management       NUMBER:  9.20 
 

SUBJECT:  Reporting Absences PAGE:     1 of 2 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

      Employees are required to keep the executive director informed on a regular basis  
      of the status of any absence from work. 
 

PROCEDURES: 
 

·  employees are required to notify the executive director as early as possible 
before the start of their shift on the first day of absence and each day 
thereafter 

·  if the illness or injury requires the employee to be absent for five days or 
more, the executive director will contact the employee at least once a week 
to monitor and encourage recovery 

·  if employees have, or receive, any information concerning their illness, 
injury or recovery, employees must contact the executive director within 24 
hours of receiving that information 

·  a medical report from the employee’s doctor is required for health absences 
of three days or more 

·  if employees are injured at work, they must notify the executive director 
immediately 

·   an incident report will be completed on an injury at work with the details of 
the incident including: 

o date, time and location of incident 
o what happened 
o witnesses 
o first aid, medical attention administered 
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PERSONNEL POLICY  
 Reporting 

 

CHAPTER:  Disability Management       NUMBER:  9.20 
 

SUBJECT:  Reporting Absences PAGE:     1 of 2 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

·  if the illness or injury is work-related, the employee must be seen by a 
doctor within two days 

·  work attendance will be monitored and assessed as part of the employee’s 
performance evaluation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
9.30 Rehabilitation and Recovery 

 

CHAPTER:  Disability Management       NUMBER:  9.30 
 

SUBJECT:  Rehabilitation and 
                     Recovery 

PAGE:     1 of 1 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 

       Employees will be active participants in rehabilitation and recovery. 

PROCEDURE: 

·  rehabilitation and recovery will be monitored through the following: medical 
information, medical assessments, counseling and program assessments of the 
employee’s work abilities with consideration to job descriptions 

·  employees may be required to authorize the release of  medical information, 
necessary for assessment completion and the monitoring of their recovery, to 
the executive director 

 
 
 
 
 
 
 
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
9.40 Return to Work 

 

CHAPTER:  Disability Management       NUMBER:  9.40 
 

SUBJECT:  Return to Work PAGE:     1 of 2 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

The employer strongly endorses effective return-to-work strategies in the 
rehabilitation of employees who have been ill or disabled. 

 

GUIDELINES: 
 

Employees have an obligation to cooperate with the terms and conditions of their 
rehabilitation and return to work. 
 

Every effort will be made to respect the confidentiality of the employee who has 
been ill or disabled. 
 

PROCEDURE: 
 

·  if employees become ill or disabled creating an unreasonable interference with 
performance of their duties, where possible, modifications will be made to their  
duties or a reassignment to another job 

·  an assessment of the employee’s needs and abilities will be conducted to 
determine appropriate return-to-work strategies:  

o these may include job accommodations and modifications, 
transitional work, alternative job options and training 

o training may include job training for the employee who has been  
      ill or disabled as well as awareness training for co-workers 

·  the decision that the employee is ready to return to work is made after 
considering medical information, abilities assessments, employee input and any 
other relevant information 

·  if possible, the employee will be returned to their regular job 
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PERSONNEL POLICY  
9.40 Return to Work 

 

CHAPTER:  Occupational Health 
                       and Safety       

NUMBER:  9.40 

 

SUBJECT:  Return to Work PAGE:     2 of 2 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

·  if the employee is not able to perform all of their regular duties, if possible, 
modifications to those duties may be made in order to assist in rehabilitation and 
recovery 

·  if modified duties are not possible, then the employee may be temporarily 
placed in a job appropriate for their abilities, if such a position is available 

·  if such a position is not available, employment may be terminated 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
10.10 Notice of Resignation 

 

CHAPTER:  Resignation/Termination 
                       of Employment 

NUMBER:  10.10 

 

SUBJECT:  Notice of Resignation PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Employees wishing to resign must provide written notice to the personnel 
committee prior to doing so.  
 

GUIDELINES: 
 

An executive director must provide one full calendar month written notice to the 
personnel committee prior to resigning. 
 

At least one week of the executive director’s notice shall be spent acquainting the 
new executive director with the job requirements. 
 

All other staff must provide two weeks notice. 
 
 
 
 
 
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
10.20 Termination of Employment 

 

CHAPTER:  Resignation/Termination 
                       of Employment 

NUMBER:  10.20 

 

SUBJECT:  Termination of  
                      Employment 

PAGE:     1 of 2 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Termination of employment may take place at any time where an employee does 
not meet program standards. Separation and termination procedures are consistent 
with the Labour Standards Act. 
 

PROCEDURES: 
 

·  the employer shall not discharge, suspend or lay off an employee, unless the 
employee has been found guilty of willful misconduct or disobedience or neglect 
of duty that has not been condoned by the program, without having given at least: 

 

·  the following conditions will be met for termination: 
o notice of termination will be given in an interview followed by a written 

statement identifying reasons for dismissal; this will be signed by the 
executive director and chair of the board  

o one week notice in writing, or one week pay in lieu of notice to the 
person if the period of employment is three months or more, but less 

      than two years 
o two weeks notice in writing or two weeks pay in lieu of notice to the 

person if the period of employment is two years or more, but less than 
five years 

o four weeks notice in writing or four weeks pay in lieu of notice to the 
person if the period of employment is five years or more, but less than 
ten years 

o eight weeks notice in writing or eight weeks pay in lieu of notice to the 
person if the period of employment is ten years or more 

o notice of termination will be given in accordance with the terms of 
employment  

o holiday time or pay earned will be given prior to, or at the time of 
termination  

o record of employment will be given before the end of seven working  
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PERSONNEL POLICY  
10.20 Termination of Employment 

 

CHAPTER:  Resignation/Termination 
                       of Employment 

NUMBER:  10.20 

 

SUBJECT:  Termination of  
                      Employment 

PAGE:     2 of 2 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

o days following termination 
o person leaving is responsible for leaving an address for T-4 form 

mailing  
o employer and employee may waive period of notice on mutual agreement 
o there is no remuneration for unused sick leave 

·  staff initiated termination will take effect by written notice given in accordance 
      with the terms of employment  
·  shortened time of notice due to special circumstances may be negotiated with 
      the executive director and chair of the personnel committee 
there are times when an employer can terminate an employee without warning or 
notice.  An employer may be able to prove that she/he had good reasons to do this if, 
for example, the employee has stolen.  See Labour Standards Code of NS 

 
 
 
 
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
10.30 Layoffs 

 

CHAPTER:  Resignation/Termination 
                       of Employment 

NUMBER:  10.30 

 

SUBJECT:  Layoffs PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

A lack of financial resources for wages may necessitate a decision to eliminate a 
designated position.  
 

GUIDELINE: 
 

The delivery of service to children and families should be the primary consideration 
when it is necessary to eliminate a position. 
 

When more than one person is in the same position, the person with the least 
seniority will be laid off first. Rehiring will be in the reverse order. 
 

 
PROCEDURE:   
 
See Resignation /Termination of Employment: Termination of Employment Procedures, 
Number 11.20. 
 
 
 
 

 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
10.40 Retirement 

 

CHAPTER:  Resignation/Termination 
                       of Employment 

NUMBER:  10.40 

 

SUBJECT:  Retirement PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Employees reaching the age of 65 years will retire from employment.  
 

PROCEDURES: 
 

·  a review of the retirement arrangement for senior staff is completed annually by 
the executive director during the employee’s performance evaluation  

·  it is expected that employees will provide the program with as much notice as 
possible to allow time for retirement planning and training of any replacement 
employees 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
10.50 Exit Interviews 

 

CHAPTER:  Resignation/Termination 
                       of Employment 

NUMBER:  10.50 

 

SUBJECT:  Exit Interviews PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY:  
 

Exit interviews will be conducted on all staff at the completion of their employment 
with the program. 

 

GUIDELINE: 
 

Exit interviews are a valuable tool to learn about the employee’s reason for leaving 
employment, where applicable, their overall impressions of the program and 
changes that could be made to improve the program. 

 

PROCEDURES: 
 

·  an employee will be interviewed by the executive director and/or a personnel 
committee member at the completion of a term of employment 

·  summaries of exit interviews may be presented to the  personnel committee for 
the purposes of feedback 

 
 
 
 
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
10.60 References 

 

CHAPTER:  Resignation/Termination 
                       of Employment 

NUMBER:  10.60 

 

SUBJECT:  References PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Former employees may request professional references and authorize the release of 
their employment records. 

 

PROCEDURES: 
 

·  employees wishing to use their employment record as a reference are required 
to give written authority for release of this information 

·  letters of recommendation or reference will be issued and signed by the 
executive director or direct supervisor with a copy to be included in the 
employee’s file 

·  at the end of employment for the executive director, the letters of 
recommendation or reference will be issued and signed by the chair of the 
personnel committee 

 
 
 
 
 
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
10.70 Termination Procedure 

 

CHAPTER:  Resignation/Termination 
                       of Employment 

NUMBER:  10.70 

 

SUBJECT:  Termination Procedure PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

Employers will ensure that when an employee leaves his/her position, termination 
procedures which protect the employee and employer will be instituted. 

 

PROCEDURES: 
 

·  all  early intervention program property in the employee’s possession must be 
returned before the employee’s final day of work 

·  before the last day of employment, a performance evaluation will be prepared 
for the employee by the executive director; in the case of the executive director 
leaving, the performance evaluation  will be prepared by the chair of the 
personnel committee  

·  employees will receive their final pay on the date of termination or within 14 
days after the date of termination 

·  vacation pay owing will be paid 
·  a record of employment will be issued within seven working days of the date of 

termination of employment 
 
 
 
 
 
 
 
 

* *****  
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PERSONNEL POLICY  
11.10 Suggestions for  Change 

 

CHAPTER:   
Employee Acknowledgement of 
Receipt and Understanding of 
Personnel Policy 

NUMBER:  11.10 

 

SUBJECT:  Suggestions for  Change PAGE:     1 of 1 
 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

The Personnel Policy Guidelines will be updated and revised on a regular basis to 
maintain its appropriate application in the day to day operations.  
 

PROCEDURES: 
 

·  this Personnel Policy Guidelines is reviewed and revised on a yearly basis 
·  employee participation in this process is encouraged and appreciated 
·  revisions to this guidelines will be distributed for the attention of all employees 

 
 
 
 
 
 
 
 
 

* *****  

 



December 2005 105 

 
14 Cour t St, Suite 200, Unit 129 

Truro, Nova Scotia B2N 3H7 
www.ear lyintervention.net 

 
 

PERSONNEL POLICY  
11.20 Acknowledgement of Understanding of the Personnel Policy Guidelines 

 

CHAPTER:   
Employee Acknowledgement of 
Receipt and Understanding of 
Personnel Policy 

NUMBER:  11.20 

 

SUBJECT:   
Acknowledgement of Understanding 
 of the Personnel Policy Guidelines 

PAGE:     1 of 1 

 

APPROVED: NOVEMBER 26, 2005   REVISED: 
 

POLICY: 
 

All employees will receive a copy of the Personnel Policy Guidelines to read and 
become knowledgeable on the policies and procedures of employment with the 
program.  
 

PROCEDURES: 
 

·  a review of the Personnel Policy Guidelines will be part of the orientation 
process for all employees and will be conducted during regular work hours 

·  employees will complete the ‘Acknowledgement of Receipt & Understanding of 
the Personnel Policy Guidelines Statement’  (see Appendix A) and the same will 
be placed in the employee’s personnel file 

 
 
 
 
 

* *****  
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Appendix A (Personnel Policy Guidelines for Early Intervention Programs in Nova Scotia) 
 

Acknowledgement of Receiving and Reviewing Documents 
 
 
I, _______________________, as a Board Member / Board of Directors Executive  
 
Committee / Staff Member (circle appropriate), of the Early Intervention Program,  
 
acknowledge that I have received and reviewed the following documents: 
 
(Check appropriate) 
 
 _____ Personnel Policies for Early Interventionist 
 
 _____ Board Member guidelines 
 
 
I have had the opportunity to review the document(s) and discuss any questions or  
 
concerns with the Executive Director.  I feel comfortable in the policies that govern this  
 
organization. 
 
 
_________________________  _________________________ 
Signature     Date 
 
 
_________________________  _________________________ 
Witness     Date 
 
 
 
 
 
Note:  

·  Board of Directors Executive Committee (Chair, Vice Chair, Secretary, Treasurer, Past chair) 
and staff members are responsible for all documents.  Board Members at large only need to 
review the Board Manual. 

·  Use program letterhead. 
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Appendix C (Personnel Policy Guidelines for Early Intervention Programs in Nova Scotia) 

 
Consent to obtain background information 

 
As a precondition to my employment, appointment, or assignment to any position or  
 
activity in the Early Intervention Program, ___________________________________ , 
 
I authorize the hiring authority to confidentially obtain information about me through  
 
criminal record and Child Abuse Registry.  I understand that: 
 

a) Information obtained through criminal record and Child Abuse Registry will be 
disclosed to me if I request it 

 
b) The hiring authority may contact persons identified by me and / or others for 

reference purposes except that my current employer will not be contacted without 
my consent 

 
c) The sources and details of reference information are confidential and will not be 

disclosed to me unless consented to by the source 
 

d) My eligibility for employment, appointment, or assignment to any position or 
activity in the public service may be adversely affected if I refuse to consent to 
obtaining appropriate background information. 

 
 
______________________________  ______________________________ 
Name      Signature 
 
______________________________  ______________________________ 
Date      Witness 
 
Current Employer______________________________________________________ 
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Appendix D - 1 (Personnel Policy Guidelines for Early Intervention Programs in Nova Scotia) 

EARLY INTERVENTION PROGRAM 
 

BOARD OF DIRECTORS 
DECLARATION OF CONFIDENTIALITY 

 
 
 
 

I,                                                            , hereby acknowledge that as a Board of 

Directors/Committee member of the Early Intervention Program, 

_____________________________________, I may be entrusted with knowledge of the 

personal and private affairs of the certain persons and agencies related to the management 

of the agency.  I undertake neither to divulge any of this knowledge nor to discuss it at 

any time, or, any place, or with any unauthorized person, except in the course of my 

responsibilities as a volunteer of the program.  I acknowledge that a break of this 

undertaking may result in my dismissal as a Board/Committee member.                                                                                   

 
 
                                                                                                     
Board Member Signature  Date 
 
 
 
 
                                                                                                     
Witness Signature   Date 
     
 
 
 
Note:               

·  Original kept on file, copy given to Board Member. 
·  Place on program letterhead. 
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Appendix D -2  (Personnel Policy Guidelines for Early Intervention Programs in Nova Scotia) 

EARLY INTERVENTION PROGRAM 
 

VOLUNTEER 
DECLARATION OF CONFIDENTIALITY 

 
 
 
 

I,                                                            , hereby acknowledge that as a volunteer of the 

Early Intervention Program,                                                                  , I may be entrusted 

with knowledge of the personal and private affairs of the certain persons and agencies 

related to my tasks as a volunteer of the agency.  I undertake neither to divulge any of 

this knowledge nor to discuss it at any time, or, any place, or with any unauthorized 

person, except in the course of my responsibilities as a volunteer of the program.  I 

acknowledge that a break of this undertaking may result in my dismissal as a volunteer. 

 
                                                                                                 
 
 
                                                                                                     
Volunteer  Signature  Date 
 
 
 
 
                                                                                                     
Witness Signature   Date 
 
 
 
                                                   
Note:               

·  Original kept on file, copy given to volunteer. 
·  Place on program letterhead. 

 



December 2005 112 

 
 
 
 
 
 

Appendix D - 3 (Personnel Policy Guidelines for Early Intervention Programs in Nova Scotia) 
EARLY INTERVENTION PROGRAM 

 
STAFF MEMBER 

DECLARATION OF CONFIDENTIALITY 
 
 
 

I,                                                            , hereby acknowledge that as a staff member of the 

Early Intervention Program,                                                                  , I will be entrusted 

with knowledge of the personal and private affairs of the certain persons and agencies 

related to the agency.  I undertake neither to divulge any of this knowledge nor to discuss 

it at any time, or, any place, or with any unauthorized person, except in the course of my 

responsibilities as a volunteer of the program.  I acknowledge that a break of this 

undertaking may result in my dismissal as a staff member. 

 
      
                                                                                                     
Staff Member Signature  Date 
 
 
                                                                                                     
Witness Signature   Date 
                                                   
   
 
 
Note:               

·  Original kept on file, copy given to staff member. 
·  Place on program letterhead. 
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Appendix E (Personnel Policy Guidelines for Early Intervention Programs in Nova Scotia) 

TERMS OF EMPLOYMENT 
 
 
 
NAME:                                                                                          HIRE DATE: ____________________                                        

POSITION:                                                                                     STATUS: ______________________                                        

DAYS/HOURS OF WORK:  ___________________________________________________                                        

SALARY:                                                                                                  PAID:  __________________                                        

ORIENTATION DATE/TIME:   _________________________________________________                                        

PROBATIONARY PERIOD:  ___________________________________________________                                        

ANNUAL EVALUATION:  ____________________________________________________                     

BENEFITS:  ______________________________________________________________                                                            

_______________________________________________________________________ 

VACATION: ______________________________________________________________                                         

SICK:                                                                                 PERSONAL DAYS: ____________________                                              

HOLIDAYS: ______________________________________________________________                                         

 
EMPLOYEES ARE RESPONSIBLE TO THE EXECUTIVE DIRECTOR AND THE BOARD OF 

DIRECTORS, AND MUST ADHERE TO THE POLICIES AND PROCEDURES AS OUTLINED BY THE 

BOARD AND AS WRITTEN IN THE PERSONNEL POLICY GUIDELINES. 
 
_________________________________ _________________________________                                                 

EMPLOYEE’S SIGNATURE   EXECUTIVE DIRECTOR’S SIGNATURE 
      
 
______________________________                                                                                         
DATE 
 
 
 
Original kept in employee file, copy provided to employee. 
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Appendix F (Personnel Policy Guidelines for Early Intervention Programs in Nova Scotia) 
 

Reporting & Investigating Allegations of Abuse and Neglect, Protocol for Staff 
Working in Regulated Early Childhood Care Settings and Child Welfare Agencies 

(Revised Nov. 2/01) 
 
-obtained from the Department of Community Services. 
-insert here 
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Appendix G (Personnel Policy Guidelines for Early Intervention Programs in Nova Scotia) 
Nova Scotia Human Rights Act information 


