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[bookmark: _Hlk52641621]Regular Employee: A person who:
Works on a fixed schedule for a minimum of eight (8) consecutive months per year; and
Is not an MSU member, as outlined in Bylaw 2 – Membership.
[bookmark: _Hlk52641628]Full-Time Employee: A Regular Employee who works:
On a fixed schedule of at least thirty (30) hours; or 
Over according to Section 4.3 of this Employment Policy.
Permanent Part-Time Employee: A Regular Employee who works;
On a fixed schedule for less than thirty (30) hours.
[bookmark: _Hlk52641661]Supervisor: The person to whom an employee reports;
[bookmark: _Hlk52641715]Student Opportunity Position (SOP)/Internship: An employee who:
Fills one (1) of the roles defined in Sections 2.6–2.7 of this Employment Policy;
Shall be hired to work for a period not exceeding fifty-two (52) weeks; 
May be completing a co-op or internship within the MSU for the completion of their degree at McMaster University; 
Must complete a minimum of thirty-five (35) hours of training and transition before the commencement of their employment, for which they shall be compensated; 
Should the incumbent hold the same SOP role for two (2) years, they shall not be granted this paid training and transition period.
Is an MSU member within twelve (12) months of the position’s application date;
If the incumbent’s direct Supervisor is satisfied with the employee’s performance in their role, the incumbent may reapply for an additional fifty-two (52) weeks;
Should the incumbent confirm interest in returning to the role by the application deadline, they shall be fast-tracked to the interview stage;
An incumbent may only hold an SOP role for a maximum of two (2) times total.
If an MSU member or the incumbent cannot be hired for an SOP that meets the basic criteria for the role, the role shall be opened to the general public.
[bookmark: _Toc55388914][bookmark: _Toc55390009][bookmark: _Toc55390759][bookmark: _Toc55391501][bookmark: _Toc55392434][bookmark: _Toc55394502][bookmark: _Toc55388915][bookmark: _Toc55390010][bookmark: _Toc55390760][bookmark: _Toc55391502][bookmark: _Toc55392435][bookmark: _Toc55394503][bookmark: _Toc55388917][bookmark: _Toc55390012][bookmark: _Toc55390762][bookmark: _Toc55391504][bookmark: _Toc55392437][bookmark: _Toc55394505]Workspace: The location at which the employee performs the majority of their duties;
[bookmark: _Hlk52641736]Regular Work Schedule: A fixed schedule which is mutually agreed upon by the employee and their immediate Supervisor;
Overtime: Authorized, measurable, and verifiable time worked in excess of the regular work schedule for a specific period or event.
Lieu Time/Time Off in Lieu: Any Overtime hours representing banked time that may be used, upon approval, to take paid time-off from work within a regular work schedule equal to the Overtime hours earned.
[bookmark: _Toc55388922][bookmark: _Toc55389659][bookmark: _Toc55389817][bookmark: _Toc55390017][bookmark: _Toc55390767][bookmark: _Toc55391509][bookmark: _Toc55392221][bookmark: _Toc55392442][bookmark: _Toc55393177][bookmark: _Toc55393366][bookmark: _Toc55393549][bookmark: _Toc55393921][bookmark: _Toc55394106][bookmark: _Toc55394510][bookmark: _Toc55395245][bookmark: _Toc66010687][bookmark: _Toc55389660][bookmark: _Toc55389818][bookmark: _Toc55390018][bookmark: _Toc55390768][bookmark: _Toc55391510][bookmark: _Toc55392222][bookmark: _Toc55392443][bookmark: _Toc55393178][bookmark: _Toc55393367][bookmark: _Toc55393550][bookmark: _Toc55393922][bookmark: _Toc55394107][bookmark: _Toc55394511][bookmark: _Toc55395246][bookmark: _Toc66010688][bookmark: _Toc55388924][bookmark: _Toc55389661][bookmark: _Toc55389819][bookmark: _Toc55390019][bookmark: _Toc55390769][bookmark: _Toc55391511][bookmark: _Toc55392223][bookmark: _Toc55392444][bookmark: _Toc55393179][bookmark: _Toc55393368][bookmark: _Toc55393551][bookmark: _Toc55393923][bookmark: _Toc55394108][bookmark: _Toc55394512][bookmark: _Toc55395247][bookmark: _Toc66010689][bookmark: _Toc55388925][bookmark: _Toc55389662][bookmark: _Toc55389820][bookmark: _Toc55390020][bookmark: _Toc55390770][bookmark: _Toc55391512][bookmark: _Toc55392224][bookmark: _Toc55392445][bookmark: _Toc55393180][bookmark: _Toc55393369][bookmark: _Toc55393552][bookmark: _Toc55393924][bookmark: _Toc55394109][bookmark: _Toc55394513][bookmark: _Toc55395248][bookmark: _Toc66010690][bookmark: _Toc55388926][bookmark: _Toc55389663][bookmark: _Toc55389821][bookmark: _Toc55390021][bookmark: _Toc55390771][bookmark: _Toc55391513][bookmark: _Toc55392225][bookmark: _Toc55392446][bookmark: _Toc55393181][bookmark: _Toc55393370][bookmark: _Toc55393553][bookmark: _Toc55393925][bookmark: _Toc55394110][bookmark: _Toc55394514][bookmark: _Toc55395249][bookmark: _Toc66010691][bookmark: _Toc55388927][bookmark: _Toc55389664][bookmark: _Toc55389822][bookmark: _Toc55390022][bookmark: _Toc55390772][bookmark: _Toc55391514][bookmark: _Toc55392226][bookmark: _Toc55392447][bookmark: _Toc55393182][bookmark: _Toc55393371][bookmark: _Toc55393554][bookmark: _Toc55393926][bookmark: _Toc55394111][bookmark: _Toc55394515][bookmark: _Toc55395250][bookmark: _Toc66010692][bookmark: _Toc55389825][bookmark: _Toc55392229][bookmark: _Toc55393929][bookmark: _Toc55394114][bookmark: _Toc66010695]Employee Classifications
[bookmark: _Hlk52642515]For the purposes of this Employment Policy, Regular Employees of the MSU shall be placed in one (1) of the following classifications:
[bookmark: _Toc55388933][bookmark: _Toc55390028][bookmark: _Toc55390778][bookmark: _Toc55391520][bookmark: _Toc55392453][bookmark: _Toc55394521]Child Care Staff;
Non-Supervisory Staff;
Supervisory Staff;
SOPs/Internships;
Commissioned Sales Staff.
The following positions shall be considered Child Care Staff:
Cook/Housekeeper;
Registered Early Childhood Educator;
Teachers’ Assistant;
Other positions as determined by the Board of Directors.
The following positions shall be considered Non-Supervisory Permanent Staff:
Administrative Services Coordinator;
CFMU & Silhouette Digital Media Specialist;
[bookmark: _Toc55388944][bookmark: _Toc55390040][bookmark: _Toc55390790][bookmark: _Toc55391532][bookmark: _Toc55392465][bookmark: _Toc55394533][bookmark: _Toc55388946][bookmark: _Toc55390042][bookmark: _Toc55390792][bookmark: _Toc55391534][bookmark: _Toc55392467][bookmark: _Toc55394535]Underground Media & Design Designer;
Underground Media & Design Senior Designer;
[bookmark: _Toc55388950][bookmark: _Toc55390046][bookmark: _Toc55390796][bookmark: _Toc55391538][bookmark: _Toc55392471][bookmark: _Toc55394539][bookmark: _Toc55388951][bookmark: _Toc55390047][bookmark: _Toc55390797][bookmark: _Toc55391539][bookmark: _Toc55392472][bookmark: _Toc55394540][bookmark: _Toc55388952][bookmark: _Toc55390048][bookmark: _Toc55390798][bookmark: _Toc55391540][bookmark: _Toc55392473][bookmark: _Toc55394541][bookmark: _Toc55388953][bookmark: _Toc55390049][bookmark: _Toc55390799][bookmark: _Toc55391541][bookmark: _Toc55392474][bookmark: _Toc55394542][bookmark: _Toc55388954][bookmark: _Toc55390050][bookmark: _Toc55390800][bookmark: _Toc55391542][bookmark: _Toc55392475][bookmark: _Toc55394543][bookmark: _Toc55388955][bookmark: _Toc55390051][bookmark: _Toc55390801][bookmark: _Toc55391543][bookmark: _Toc55392476][bookmark: _Toc55394544][bookmark: _Toc55388956][bookmark: _Toc55390052][bookmark: _Toc55390802][bookmark: _Toc55391544][bookmark: _Toc55392477][bookmark: _Toc55394545][bookmark: _Toc55388957][bookmark: _Toc55390053][bookmark: _Toc55390803][bookmark: _Toc55391545][bookmark: _Toc55392478][bookmark: _Toc55394546]Other positions as determined by the Board of Directors.
[bookmark: _Toc55388960][bookmark: _Toc55390056][bookmark: _Toc55390806][bookmark: _Toc55391548][bookmark: _Toc55392481][bookmark: _Toc55394549][bookmark: _Toc55388963][bookmark: _Toc55390059][bookmark: _Toc55390809][bookmark: _Toc55391551][bookmark: _Toc55392484][bookmark: _Toc55394552]The following positions shall be considered Supervisory Permanent Staff:
Accounts Payable & Payroll Supervisor;
Accounts Receivable & Cash Supervisor;
Campus Events Director;
AVTek Technical Manager; 
CFMU Administrative Director;
CFMU Program Director;
Child Care Centre Director;
Compass Information Centre Manager;
Director of Finance;
Director of Information Technology;
Executive Assistant;
Food & Beverage Manager;
General Manager;
Human Resources Generalist & Clubs Support;
Marketing & Communications Director; 
Senior Information Technology Technician;
TwelvEighty Assistant Kitchen Manager;
TwelvEighty Kitchen Manager;
TwelvEighty Restaurant Manager;
Underground Creative Director & Manager;
Underground Service Manager;
[bookmark: _Toc55388991][bookmark: _Toc55390087][bookmark: _Toc55390837][bookmark: _Toc55391579][bookmark: _Toc55392512][bookmark: _Toc55394580][bookmark: _Toc55388992][bookmark: _Toc55390088][bookmark: _Toc55390838][bookmark: _Toc55391580][bookmark: _Toc55392513][bookmark: _Toc55394581][bookmark: _Toc55388993][bookmark: _Toc55390089][bookmark: _Toc55390839][bookmark: _Toc55391581][bookmark: _Toc55392514][bookmark: _Toc55394582][bookmark: _Toc55388994][bookmark: _Toc55390090][bookmark: _Toc55390840][bookmark: _Toc55391582][bookmark: _Toc55392515][bookmark: _Toc55394583][bookmark: _Toc55388995][bookmark: _Toc55390091][bookmark: _Toc55390841][bookmark: _Toc55391583][bookmark: _Toc55392516][bookmark: _Toc55394584][bookmark: _Toc55388996][bookmark: _Toc55390092][bookmark: _Toc55390842][bookmark: _Toc55391584][bookmark: _Toc55392517][bookmark: _Toc55394585][bookmark: _Toc55388997][bookmark: _Toc55390093][bookmark: _Toc55390843][bookmark: _Toc55391585][bookmark: _Toc55392518][bookmark: _Toc55394586][bookmark: _Toc55388998][bookmark: _Toc55390094][bookmark: _Toc55390844][bookmark: _Toc55391586][bookmark: _Toc55392519][bookmark: _Toc55394587][bookmark: _Toc55388999][bookmark: _Toc55390095][bookmark: _Toc55390845][bookmark: _Toc55391587][bookmark: _Toc55392520][bookmark: _Toc55394588][bookmark: _Toc55389000][bookmark: _Toc55390096][bookmark: _Toc55390846][bookmark: _Toc55391588][bookmark: _Toc55392521][bookmark: _Toc55394589][bookmark: _Toc55389001][bookmark: _Toc55390097][bookmark: _Toc55390847][bookmark: _Toc55391589][bookmark: _Toc55392522][bookmark: _Toc55394590][bookmark: _Toc55389002][bookmark: _Toc55390098][bookmark: _Toc55390848][bookmark: _Toc55391590][bookmark: _Toc55392523][bookmark: _Toc55394591][bookmark: _Toc55389003][bookmark: _Toc55390099][bookmark: _Toc55390849][bookmark: _Toc55391591][bookmark: _Toc55392524][bookmark: _Toc55394592][bookmark: _Toc55389004][bookmark: _Toc55390100][bookmark: _Toc55390850][bookmark: _Toc55391592][bookmark: _Toc55392525][bookmark: _Toc55394593][bookmark: _Toc55389005][bookmark: _Toc55390101][bookmark: _Toc55390851][bookmark: _Toc55391593][bookmark: _Toc55392526][bookmark: _Toc55394594][bookmark: _Toc55389006][bookmark: _Toc55390102][bookmark: _Toc55390852][bookmark: _Toc55391594][bookmark: _Toc55392527][bookmark: _Toc55394595][bookmark: _Toc55389007][bookmark: _Toc55390103][bookmark: _Toc55390853][bookmark: _Toc55391595][bookmark: _Toc55392528][bookmark: _Toc55394596][bookmark: _Toc55389008][bookmark: _Toc55390104][bookmark: _Toc55390854][bookmark: _Toc55391596][bookmark: _Toc55392529][bookmark: _Toc55394597]Other positions as determined by the Board of Directors.
The following positions shall be considered Commissioned Sales Staff:
Underground Media & Design Campus & Commercial Partnerships Coordinator;
Positions as determined by the Board of Directors.
The following positions shall be considered Supervisory SOPs/Interns:
AVTek Technical Coordinator;
[bookmark: _Toc55389018][bookmark: _Toc55390114][bookmark: _Toc55390864][bookmark: _Toc55391606][bookmark: _Toc55392539][bookmark: _Toc55394607]President;
Silhouette Editor-in-Chief;
Union Market Manager;
Vice-President (Administration);
Vice-President (Education);
Vice-President (Finance).
Other positions as determined by the Board of Directors.
The following positions shall be considered Non-Supervisory SOPs/Interns:
Accounting Clerk;
Clubs Accounting & Accounts Receivables Clerk;
AVTek & Campus Events Office Coordinator;
Campus Events Programming Coordinator;
CFMU Community Outreach Coordinator;
Communications Officer;
Junior Information Technology Technician;
Other positions as determined by the Board of Directors.
[bookmark: _Toc55389027][bookmark: _Toc55390123][bookmark: _Toc55390873][bookmark: _Toc55391615][bookmark: _Toc55392548][bookmark: _Toc55394616][bookmark: _Toc55389826][bookmark: _Toc55392230][bookmark: _Toc55393930][bookmark: _Toc55394115][bookmark: _Toc66010696]Conditions of Employment
All Regular Employees will be subject to the same conditions of employment;
There shall be a Probationary Period of three (3) months of time worked for each new employee to allow them to become familiarized with the job, and to give the Supervisor time to assess the suitability of the employee to the position;
At the end of the Probationary Period, provided that the Supervisor has been satisfied with the performance of the new employee, the employee shall continue their employment as a Regular Employee of the MSU;
If the Supervisor feels that more time is required to assess a new employee's performance, the Board of Directors may extend the Probationary Period for a further three (3) months.
All Regular Employees will be required to sign a letter of employment upon their hire, which will outline:
Start date of the employee;
Position offered, with job description attached;
Relevant Employment Policies, with policy document(s) attached;
Relevant Operating Policies and organizational procedures, with document(s) attached;
Starting salary;
Any other specific terms of employment for the position, including, but not limited to:
Confidentiality; and 
Conflict of interest.
Regular Employees will be required to abide by all applicable policies of;
The MSU; 
MSU Incorporated (MSU Inc.); and
CFMU Radio Inc.
All employees have the right to carry out their job duties free from:
Violence, Discrimination, and Harassment, as defined in the MSU Employment Policy – Violence, Discrimination, & Harassment;
Unsafe working conditions, as outlined in the Occupational Health and Safety Act (OSHA);
Barriers that would impede one's ability to do their job, as defined in the Accessibility for Ontarians with Disabilities Act (AODA) and MSU Employment Policy – Accessibility Standards.
The Employment Standards Act, (R.S.O. 2000; ESA) shall provide minimum standards of employment;
Where this Employment Policy falls silent or is superseded by ESA, ESA employment parameters shall apply.
This Employment Policy may be amended by the Board of Directors, in accordance with Bylaw 8 – Policy Approval Process, at regular meeting after consultation with the Full-Time Employment Issues Committee;
Employees will be provided with a minimum of two (2) weeks’ notice for material changes to this Employment Policy;
[bookmark: _Toc55389066][bookmark: _Toc55390162][bookmark: _Toc55390912][bookmark: _Toc55391654][bookmark: _Toc55392587][bookmark: _Toc55394655][bookmark: _Toc55389067][bookmark: _Toc55390163][bookmark: _Toc55390913][bookmark: _Toc55391655][bookmark: _Toc55392588][bookmark: _Toc55394656][bookmark: _Toc55389068][bookmark: _Toc55390164][bookmark: _Toc55390914][bookmark: _Toc55391656][bookmark: _Toc55392589][bookmark: _Toc55394657][bookmark: _Toc55389069][bookmark: _Toc55390165][bookmark: _Toc55390915][bookmark: _Toc55391657][bookmark: _Toc55392590][bookmark: _Toc55394658][bookmark: _Toc55389070][bookmark: _Toc55390166][bookmark: _Toc55390916][bookmark: _Toc55391658][bookmark: _Toc55392591][bookmark: _Toc55394659][bookmark: _Toc55389071][bookmark: _Toc55390167][bookmark: _Toc55390917][bookmark: _Toc55391659][bookmark: _Toc55392592][bookmark: _Toc55394660][bookmark: _Toc55389072][bookmark: _Toc55390168][bookmark: _Toc55390918][bookmark: _Toc55391660][bookmark: _Toc55392593][bookmark: _Toc55394661][bookmark: _Toc55389073][bookmark: _Toc55390169][bookmark: _Toc55390919][bookmark: _Toc55391661][bookmark: _Toc55392594][bookmark: _Toc55394662][bookmark: _Toc55389074][bookmark: _Toc55390170][bookmark: _Toc55390920][bookmark: _Toc55391662][bookmark: _Toc55392595][bookmark: _Toc55394663][bookmark: _Toc55389075][bookmark: _Toc55390171][bookmark: _Toc55390921][bookmark: _Toc55391663][bookmark: _Toc55392596][bookmark: _Toc55394664][bookmark: _Toc55389076][bookmark: _Toc55390172][bookmark: _Toc55390922][bookmark: _Toc55391664][bookmark: _Toc55392597][bookmark: _Toc55394665][bookmark: _Toc55389077][bookmark: _Toc55390173][bookmark: _Toc55390923][bookmark: _Toc55391665][bookmark: _Toc55392598][bookmark: _Toc55394666][bookmark: _Toc55389078][bookmark: _Toc55390174][bookmark: _Toc55390924][bookmark: _Toc55391666][bookmark: _Toc55392599][bookmark: _Toc55394667][bookmark: _Toc55389079][bookmark: _Toc55390175][bookmark: _Toc55390925][bookmark: _Toc55391667][bookmark: _Toc55392600][bookmark: _Toc55394668][bookmark: _Toc55389080][bookmark: _Toc55390176][bookmark: _Toc55390926][bookmark: _Toc55391668][bookmark: _Toc55392601][bookmark: _Toc55394669][bookmark: _Toc55389081][bookmark: _Toc55390177][bookmark: _Toc55390927][bookmark: _Toc55391669][bookmark: _Toc55392602][bookmark: _Toc55394670][bookmark: _Toc55389082][bookmark: _Toc55390178][bookmark: _Toc55390928][bookmark: _Toc55391670][bookmark: _Toc55392603][bookmark: _Toc55394671][bookmark: _Toc55389083][bookmark: _Toc55390179][bookmark: _Toc55390929][bookmark: _Toc55391671][bookmark: _Toc55392604][bookmark: _Toc55394672][bookmark: _Toc55389084][bookmark: _Toc55390180][bookmark: _Toc55390930][bookmark: _Toc55391672][bookmark: _Toc55392605][bookmark: _Toc55394673][bookmark: _Toc55389085][bookmark: _Toc55390181][bookmark: _Toc55390931][bookmark: _Toc55391673][bookmark: _Toc55392606][bookmark: _Toc55394674][bookmark: _Toc55389086][bookmark: _Toc55390182][bookmark: _Toc55390932][bookmark: _Toc55391674][bookmark: _Toc55392607][bookmark: _Toc55394675][bookmark: _Toc55389087][bookmark: _Toc55390183][bookmark: _Toc55390933][bookmark: _Toc55391675][bookmark: _Toc55392608][bookmark: _Toc55394676][bookmark: _Toc55389088][bookmark: _Toc55390184][bookmark: _Toc55390934][bookmark: _Toc55391676][bookmark: _Toc55392609][bookmark: _Toc55394677][bookmark: _Toc55389089][bookmark: _Toc55390185][bookmark: _Toc55390935][bookmark: _Toc55391677][bookmark: _Toc55392610][bookmark: _Toc55394678][bookmark: _Toc55389090][bookmark: _Toc55390186][bookmark: _Toc55390936][bookmark: _Toc55391678][bookmark: _Toc55392611][bookmark: _Toc55394679][bookmark: _Toc55389091][bookmark: _Toc55390187][bookmark: _Toc55390937][bookmark: _Toc55391679][bookmark: _Toc55392612][bookmark: _Toc55394680][bookmark: _Toc55389092][bookmark: _Toc55390188][bookmark: _Toc55390938][bookmark: _Toc55391680][bookmark: _Toc55392613][bookmark: _Toc55394681][bookmark: _Toc55389093][bookmark: _Toc55390189][bookmark: _Toc55390939][bookmark: _Toc55391681][bookmark: _Toc55392614][bookmark: _Toc55394682][bookmark: _Toc55389094][bookmark: _Toc55390190][bookmark: _Toc55390940][bookmark: _Toc55391682][bookmark: _Toc55392615][bookmark: _Toc55394683][bookmark: _Toc55389095][bookmark: _Toc55390191][bookmark: _Toc55390941][bookmark: _Toc55391683][bookmark: _Toc55392616][bookmark: _Toc55394684]Employees will be required to acknowledge receipt of this Employment Policy and subsequent amendments.
[bookmark: _Toc55389827][bookmark: _Toc55392231][bookmark: _Toc55393931][bookmark: _Toc55394116][bookmark: _Toc66010697]Hours of Work
Normal Business Hours of McMaster Students Union Inc. shall be Monday to Friday 9:00 AM to 5:00 PM, as outlined in Bylaw 1 – Definitions;
Normal operating hours for other Services and Departments will be set by the appropriate board in consultation with the Department manager & General Manager based on the needs of the Service; 

[bookmark: _Hlk52642635]The regular weekly hours of work for Full-Time Employees shall be set at thirty-five (35), except in cases of:
The Campus Events Director, who shall work a minimum of forty (40) hours per week
The AVTek Technical Coordinator, who shall work a minimum of forty (40) hours per week
The AVTek Technical Manager, who shall work a minimum of forty (40) hours per week;
Child Care staff, who shall work a minimum of 37.5 hours per week; 
The Food & Beverage Manager, who shall work a minimum of forty (40) hours per week;
The TwelvEighty Assistant Kitchen Manager, who shall work a minimum of forty (40) hours per week;
The TwelvEighty Kitchen Manager, who shall work a minimum of forty (40) hours per week;
The TwelvEighty Restaurant Manager(s), who shall work a minimum of forty (40) hours per week.
Permanent Part-Time Employees shall work on a fixed schedule determined in cooperation with the Board of Directors;
No employee may work more than five (5) consecutive hours without scheduling a meal break:
One (1) hour is provided for meal breaks for all employees, except:
Child Care staff, who shall be provided with thirty (30) minutes for meal breaks.
Meal breaks shall not be included in regular work hours.
Employees are entitled to a fifteen- (15) minute break after any two (2) consecutive hours of work, which is included in the normal hours of work;
Time spent traveling to and from the workspace will not be included in the normal hours of work;
A total of eight (8) hours leave per calendar year is permitted for each employee to attend personal appointments;
Additional time off must be approved by the employee’s immediate Supervisor and:
Taken as unpaid leave; or 
Exchanged for Overtime, Personal Leave, or Vacation.
[bookmark: _Toc55389828][bookmark: _Toc55392232][bookmark: _Toc55393932][bookmark: _Toc55394117][bookmark: _Toc66010698]Salary
The MSU Inc. shall pay all Regular Employees a salary;
For the purposes of this section:
Grade shall mean the tier at which the position is rated comparatively to other positions within the organization;
Level shall mean the point at which the employee is rated within the grade for their position, as determined by step increases.
Salary will be deposited at a financial institution of the employee’s choice:
New employees are requested to open an account of their choice at a financial institution and must provide a void cheque or direct deposit information to the Accounts Payable and Payroll Supervisor;
Salary will be deposited in the employees' bank accounts bi-weekly.
If a holiday falls on the day salary is to be deposited, deposits shall be made the preceding banking day.
Salary for individual employees will be determined as follows:
Salaries for all Full-Time Staff shall be set according to the MSU Salary & Wage Grid;
Every new employee will be paid the Start rate within the position’s Grade until the end of the Probationary Period;
After that time, step increases will be provided once annually, usually May 1st, provided the employee’s immediate Supervisor recommends an increase based on:
Performance, as determined via the performance review process; and
Available funds, as determined in consultation with:
General Manager; and
The Board of Directors.
Employees at the top level for their grade will not be eligible for any additional step increases.

Based on available funds, an additional economic increase may occur annually in alignment with the prior year’s Consumer Price Index (CPI) increase;
This increase, if available, will apply to the MSU Salary & Wage Grid; and 
Shall be administered retroactively for all pay granted within the calendar year during which that change was applied.
If, at any time, MSU Inc. cannot afford to pay a step or economic increase, every attempt shall be made to supplement the missed increase at a later date;
A portion of the economic increase may also be paid if MSU Inc. cannot afford the whole increase at the regularly scheduled time.
Employees within the MSU who are offered a new position wage which is in a higher Grade will normally begin at the Level 1 rate;
The Board of Directors may make an exception to this rule if the new rate would result in a lower or equivalent salary for the employee.
Commissioned Sales Staff and staff hired under contract will receive salary increments subject to:
The term of the contract; or 
Approval by the Board of Directors.
[bookmark: _Toc55389829][bookmark: _Toc55392233][bookmark: _Toc55393933][bookmark: _Toc55394118][bookmark: _Toc66010699]Benefits
Full-Time Employees will be provided with benefits by MSU Inc.;
Employees shall normally be eligible for benefits upon completion of their Probationary Period, as outlined in Section 3.2 of this Employment Policy;
Full-Time Employees and their immediate families are provided with a comprehensive health and dental benefits package;
When an employee becomes eligible to participate in the package, they will be provided with an outline of the coverage;
The health and dental benefits package includes, but is not limited to, all benefits outlined in the MSU Full-Time Benefits Handbook;
Full information can be accessed through the external insurance provider.
The life insurance portion of the full premium for health and dental benefits will be deemed a taxable benefit to the employee;
The long-term disability portion of the full premium will be paid by the employee.
SOPs/Interns and other one- (1) year contract positions will not be eligible for the long-term disability portion of the benefits.
Employees will be entitled to participate in the MSU Registered Retirement Savings Plan (RRSP) Matching Plan upon completion of their Probationary Period;
Participating employees must contribute to their RRSP through payroll deduction;
The MSU will match all employee contributions to a maximum of 4.5% of the employee’s gross salary per annum;
This portion will be deemed a taxable benefit to the employee.
Full-Time Employees who are the primary caregivers to a child enrolled in the MSU Child Care Centre shall receive a 20% discount on regular parents’ fees;
The discount shall be paid to the Child Care budget from the salary line of the employee’s Department;
The discounted amount shall be deemed a taxable benefit to the employee.
Employees wishing to purchase technology equipment for personal use may apply to the Board of Directors for a $5,000 interest-free loan for the purchase;
Payments on the loan will be made through payroll deduction;
The loan will not exceed 78 pay periods (i.e., 3 years);
An employee who leaves their employment with the MSU, for whatever reason, before the loan has been paid must pay the remaining balance on or before their last day of employment;
An employee may have only one (1) loan outstanding at a time;
If an employee’s loan is less than $500, they may make an additional purchase and refinance the loan up to $5,000.
The deemed interest on the loan will be charged to the employee as a taxable benefit;
Refer to the MSU Full-Time Staff Technology Loan Request Form for more information.
In addition to departmental professional development expenses, Regular Employees will be reimbursed for 100% of the cost of education course(s) or program(s) taken to a maximum of $400 in reimbursement expenses per employee in any twelve- (12) month period;
[bookmark: _Toc55389175][bookmark: _Toc55390271][bookmark: _Toc55391021][bookmark: _Toc55391763][bookmark: _Toc55392696][bookmark: _Toc55394764][bookmark: _Toc55389176][bookmark: _Toc55390272][bookmark: _Toc55391022][bookmark: _Toc55391764][bookmark: _Toc55392697][bookmark: _Toc55394765][bookmark: _Toc55389177][bookmark: _Toc55390273][bookmark: _Toc55391023][bookmark: _Toc55391765][bookmark: _Toc55392698][bookmark: _Toc55394766][bookmark: _Toc55389178][bookmark: _Toc55390274][bookmark: _Toc55391024][bookmark: _Toc55391766][bookmark: _Toc55392699][bookmark: _Toc55394767][bookmark: _Toc55389179][bookmark: _Toc55390275][bookmark: _Toc55391025][bookmark: _Toc55391767][bookmark: _Toc55392700][bookmark: _Toc55394768][bookmark: _Toc55389180][bookmark: _Toc55390276][bookmark: _Toc55391026][bookmark: _Toc55391768][bookmark: _Toc55392701][bookmark: _Toc55394769][bookmark: _Toc55389181][bookmark: _Toc55390277][bookmark: _Toc55391027][bookmark: _Toc55391769][bookmark: _Toc55392702][bookmark: _Toc55394770][bookmark: _Toc55389182][bookmark: _Toc55390278][bookmark: _Toc55391028][bookmark: _Toc55391770][bookmark: _Toc55392703][bookmark: _Toc55394771][bookmark: _Toc55389183][bookmark: _Toc55390279][bookmark: _Toc55391029][bookmark: _Toc55391771][bookmark: _Toc55392704][bookmark: _Toc55394772][bookmark: _Toc55389184][bookmark: _Toc55390280][bookmark: _Toc55391030][bookmark: _Toc55391772][bookmark: _Toc55392705][bookmark: _Toc55394773][bookmark: _Toc55389185][bookmark: _Toc55390281][bookmark: _Toc55391031][bookmark: _Toc55391773][bookmark: _Toc55392706][bookmark: _Toc55394774][bookmark: _Toc55389186][bookmark: _Toc55390282][bookmark: _Toc55391032][bookmark: _Toc55391774][bookmark: _Toc55392707][bookmark: _Toc55394775][bookmark: _Toc55389187][bookmark: _Toc55390283][bookmark: _Toc55391033][bookmark: _Toc55391775][bookmark: _Toc55392708][bookmark: _Toc55394776][bookmark: _Toc55389188][bookmark: _Toc55390284][bookmark: _Toc55391034][bookmark: _Toc55391776][bookmark: _Toc55392709][bookmark: _Toc55394777][bookmark: _Toc55389189][bookmark: _Toc55390285][bookmark: _Toc55391035][bookmark: _Toc55391777][bookmark: _Toc55392710][bookmark: _Toc55394778][bookmark: _Toc55389190][bookmark: _Toc55390286][bookmark: _Toc55391036][bookmark: _Toc55391778][bookmark: _Toc55392711][bookmark: _Toc55394779][bookmark: _Toc55389191][bookmark: _Toc55390287][bookmark: _Toc55391037][bookmark: _Toc55391779][bookmark: _Toc55392712][bookmark: _Toc55394780][bookmark: _Toc55389192][bookmark: _Toc55390288][bookmark: _Toc55391038][bookmark: _Toc55391780][bookmark: _Toc55392713][bookmark: _Toc55394781][bookmark: _Toc55389193][bookmark: _Toc55390289][bookmark: _Toc55391039][bookmark: _Toc55391781][bookmark: _Toc55392714][bookmark: _Toc55394782][bookmark: _Toc55389194][bookmark: _Toc55390290][bookmark: _Toc55391040][bookmark: _Toc55391782][bookmark: _Toc55392715][bookmark: _Toc55394783][bookmark: _Toc55389195][bookmark: _Toc55390291][bookmark: _Toc55391041][bookmark: _Toc55391783][bookmark: _Toc55392716][bookmark: _Toc55394784][bookmark: _Toc55389196][bookmark: _Toc55390292][bookmark: _Toc55391042][bookmark: _Toc55391784][bookmark: _Toc55392717][bookmark: _Toc55394785][bookmark: _Toc55389197][bookmark: _Toc55390293][bookmark: _Toc55391043][bookmark: _Toc55391785][bookmark: _Toc55392718][bookmark: _Toc55394786][bookmark: _Toc55389198][bookmark: _Toc55390294][bookmark: _Toc55391044][bookmark: _Toc55391786][bookmark: _Toc55392719][bookmark: _Toc55394787][bookmark: _Toc55389199][bookmark: _Toc55390295][bookmark: _Toc55391045][bookmark: _Toc55391787][bookmark: _Toc55392720][bookmark: _Toc55394788][bookmark: _Toc55389200][bookmark: _Toc55390296][bookmark: _Toc55391046][bookmark: _Toc55391788][bookmark: _Toc55392721][bookmark: _Toc55394789][bookmark: _Toc55389201][bookmark: _Toc55390297][bookmark: _Toc55391047][bookmark: _Toc55391789][bookmark: _Toc55392722][bookmark: _Toc55394790][bookmark: _Toc55389202][bookmark: _Toc55390298][bookmark: _Toc55391048][bookmark: _Toc55391790][bookmark: _Toc55392723][bookmark: _Toc55394791][bookmark: _Toc55389203][bookmark: _Toc55390299][bookmark: _Toc55391049][bookmark: _Toc55391791][bookmark: _Toc55392724][bookmark: _Toc55394792][bookmark: _Toc55389204][bookmark: _Toc55390300][bookmark: _Toc55391050][bookmark: _Toc55391792][bookmark: _Toc55392725][bookmark: _Toc55394793][bookmark: _Toc55389205][bookmark: _Toc55390301][bookmark: _Toc55391051][bookmark: _Toc55391793][bookmark: _Toc55392726][bookmark: _Toc55394794][bookmark: _Toc55389206][bookmark: _Toc55390302][bookmark: _Toc55391052][bookmark: _Toc55391794][bookmark: _Toc55392727][bookmark: _Toc55394795][bookmark: _Toc55389207][bookmark: _Toc55390303][bookmark: _Toc55391053][bookmark: _Toc55391795][bookmark: _Toc55392728][bookmark: _Toc55394796][bookmark: _Toc55389208][bookmark: _Toc55390304][bookmark: _Toc55391054][bookmark: _Toc55391796][bookmark: _Toc55392729][bookmark: _Toc55394797][bookmark: _Toc55389209][bookmark: _Toc55390305][bookmark: _Toc55391055][bookmark: _Toc55391797][bookmark: _Toc55392730][bookmark: _Toc55394798][bookmark: _Toc55389210][bookmark: _Toc55390306][bookmark: _Toc55391056][bookmark: _Toc55391798][bookmark: _Toc55392731][bookmark: _Toc55394799][bookmark: _Toc55389211][bookmark: _Toc55390307][bookmark: _Toc55391057][bookmark: _Toc55391799][bookmark: _Toc55392732][bookmark: _Toc55394800][bookmark: _Toc55389212][bookmark: _Toc55390308][bookmark: _Toc55391058][bookmark: _Toc55391800][bookmark: _Toc55392733][bookmark: _Toc55394801][bookmark: _Toc55389213][bookmark: _Toc55390309][bookmark: _Toc55391059][bookmark: _Toc55391801][bookmark: _Toc55392734][bookmark: _Toc55394802][bookmark: _Toc55389214][bookmark: _Toc55390310][bookmark: _Toc55391060][bookmark: _Toc55391802][bookmark: _Toc55392735][bookmark: _Toc55394803][bookmark: _Toc55389215][bookmark: _Toc55390311][bookmark: _Toc55391061][bookmark: _Toc55391803][bookmark: _Toc55392736][bookmark: _Toc55394804][bookmark: _Toc55389216][bookmark: _Toc55390312][bookmark: _Toc55391062][bookmark: _Toc55391804][bookmark: _Toc55392737][bookmark: _Toc55394805][bookmark: _Toc55389217][bookmark: _Toc55390313][bookmark: _Toc55391063][bookmark: _Toc55391805][bookmark: _Toc55392738][bookmark: _Toc55394806][bookmark: _Toc55389218][bookmark: _Toc55390314][bookmark: _Toc55391064][bookmark: _Toc55391806][bookmark: _Toc55392739][bookmark: _Toc55394807][bookmark: _Toc55389219][bookmark: _Toc55390315][bookmark: _Toc55391065][bookmark: _Toc55391807][bookmark: _Toc55392740][bookmark: _Toc55394808]Courses must be taken on the employee’s own time;
The reimbursed cost will be deemed a taxable benefit to the employee;
Refer to the MSU Full-Time Staff Educational Reimbursement Form for more information.
Upon request, employees will be provided with a subsidy equivalent to the cost of a membership to the McMaster Athletics and Recreation Facilities/Fitness Centre (i.e., The Pulse) which will be renewed yearly on May 1 of each year. 

Refer to the MSU Full-Time Staff Health & Wellness Reimbursement Form for more information.
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[bookmark: _Hlk52642929]No Overtime shall be awarded for an employee who elects to work: 
Through a meal or coffee break;
Outside of their regular work schedule; and/or
Extra hours without advanced approval. 
Employees in the Non-Supervisory and Child Care Staff classifications will receive Time Off in Lieu at a rate of:
1 times their regular hourly rate up to forty-four (44) hours per week total;
1.5 times their regular hourly rate for any hours worked:
In excess of forty-four (44) per week total;
On Saturday or Sunday, when these days are not included in the regular work schedule; and
Which commence or extend beyond two (2) hours after the end of a regularly scheduled workday.
[bookmark: _Hlk52642963]Employees in the Supervisory and Commissioned Sales Staff classifications will receive Time Off in Lieu at a rate of 1 times their regular rate;
There is no weekly limit for this classification.
Overtime pay is available for employees in the: 
Non-Supervisory Staff classification;
Child Care Staff classification, for consecutive Overtime worked in excess of two (2) hours.
Time Off in Lieu will be available to employees in all staff classifications;
Time Off in Lieu must be taken within three (3) months of the workday during which it was earned.
An employee who anticipates Overtime must inform their immediate Supervisor in advance and in writing; 
The following information is required prior to review of any Overtime request:
The reason for Overtime, namely the specific period or event;
Any anticipated Overtime hours requested.
The employee must receive permission from their immediate Supervisor prior to commencing Overtime work; 
Unanticipated Overtime must be reconciled on a case-by-case basis between the employee and their immediate Supervisor within five (5) business days of when the Overtime in question takes place.
The employee must complete and submit an overtime request to their immediate Supervisor no later than the business day following the Overtime work period; 
In the case of Child Care Staff, Overtime hours and the type of compensation shall be recorded in the Overtime Book at the Child Care Centre no later than the business day following the Overtime work period.
The employee’s Supervisor is responsible for determining the employee’s total and request-specific Overtime accumulation;
Overtime requests which are approved by the employee’s Supervisor will be forwarded to:
The Accounts Payable & Payroll Supervisor and the Board of Directors for Overtime pay requests;
The General Manager for Time Off in Lieu requests.
An employee shall not lose their entitled Overtime due to their immediate Supervisor’s failure to forward the accumulated Overtime information to the appropriate person, as described in Section 7.6.5 of this Employment Policy;
In such instances, an employee shall resubmit their Overtime information to the General Manager, who will then forward it appropriately.
No employee shall accumulate more than thirty-five (35) hours of available Overtime without receiving monetary Overtime compensation.
[bookmark: _Toc66010711][bookmark: _Toc55389831][bookmark: _Toc55392235][bookmark: _Toc55393935][bookmark: _Toc55394120][bookmark: _Toc66010713]Performance Reviews
Performance reviews shall be conducted on all Regular Employees;
Reviews will be conducted by the employee’s Supervisor alongside a Human Resources (HR) representative or their designate;
In cases where the General Manager directly supervises an employee, their performance review shall be done in conjunction with a member of the Board of Directors.
Reviews will be conducted at least once per year, but normally twice per year, during the following times:
March – Annual Performance Review;
November – Mid-Year Performance Review.
All employees outside of the Permanent Full-Time Staff classification shall not qualify for formal performance reviews;
Performance reviews shall, at a minimum, include:
A submission of the MSU Goal Setting & Review Form by:
The employee’s Supervisor;
The employee;
The employee’s supervisee(s).
A review meeting at which the Supervisor and employee will discuss their individual submissions, as well as other performance and Departmental issues;
Signatures of both employee and Supervisor on all written material, indicating that the information has been discussed.
Performance reviews shall involve a formal discussion of the employee’s:
Performance strengths within their job duties;
Performance weaknesses within their job duties;
Goals and objectives, as set by the employee and their Supervisor;
Specific issues with respect to their employment.
Upon completion, all written portions of performance reviews will be distributed as follows:
The original to be filed by the employee;
A copy to be sent to the Supervisor;
A copy to be sent to the General Manager for the employee’s personnel file.
[bookmark: _Toc55389832][bookmark: _Toc55392236][bookmark: _Toc55393936][bookmark: _Toc55394121][bookmark: _Toc66010714]Leave of Absence
Regular Employees may request a leave of absence from their position for a period of between one (1) day and one (1) year;
All leaves must be approved in advance by the Board of Directors, with approval to be withheld at their discretion should the leave cause significant disruption to the Department;
Leaves of absence will be unpaid, during which time benefits will be suspended;
Seniority, vacation, and sick benefits will not accrue during the leave.
Employees granted leave will be required to take their vacation time earned, but not taken, at the beginning of the leave period;
Employees granted leave will be offered the same or equivalent position upon their return to work, provided the employee returns as scheduled.
Any exceptions to the granted leave shall be determined on a case-by-case basis, reflective of the following factors:
The duration and terms of the exception;
The terms of the initial leave.
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Employees shall receive full pay for each of the first ten (10) days that they are absent from work due to personal reasons, consecutive or otherwise, in any given calendar year;
In the case of a new employee hired within the calendar year, eligible personal leave will be calculated at a rate of .83 days times the number of months employed to December 31,
No pay will be granted for any additional personal days taken; 
If additional days beyond ten (10) are required, the employee may elect to apply unused vacation days or Overtime at their discretion.
All personal leave must be reported to the General Manager through the employee’s immediate Supervisor;
The MSU has a right to request evidence of entitlement to any requested personal leave;
The MSU does not have the right to request a doctor’s note in support of personal leave usage.
Unused personal leave may not be carried forward to the next calendar year;
Exceptions shall be made for all SOPs/Interns, whose one- (1) year employment contract shall act as the calendar year in this case.
There shall be a monetary incentive of $30 per unused personal day on the first pay of the new calendar year; 
Incentives will not be available to employees employed for fewer than three (3) months as of December 31;
Incentives will be paid out to SOPs/Interns on the last pay of their contract, where applicable.
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Bereavement leave shall be provided in the event of a death in the immediate or extended family of an employee;
Bereavement leave for the death of a member of the employee’s immediate family will be granted for up to five (5) days without loss of pay;
Immediate family shall include: 
Spouse/partner;
Parent;
Child;
Sibling;
Guardian;
Step and in-law relations that encompass the family members above.
Bereavement leave for the death of a member of the employee’s extended family will be granted for two (2) days without loss of pay;
Extended family shall include: 
Aunt;
Uncle;
First-Cousin;
Grandparent;
Grandchild;
Step and in-law relations that encompass the family members above.
In the event of the death of a person not covered in this Employment Policy, an employee may use an unused personal day(s) or vacation day(s) (if available) or take an unpaid leave of absence for the purpose of attending the funeral;
The MSU recognizes that there may be special circumstances under which an employee may require extended bereavement leave; 
The MSU will accommodate requests for unpaid leave and/or the use of vacation time for the purpose of extended leave.
[bookmark: _Toc55389835][bookmark: _Toc55392239][bookmark: _Toc55393939][bookmark: _Toc55394124][bookmark: _Toc66010717]Domestic Violence or Sexual Violence Leave
Domestic Violence or Sexual Violence Leave shall be provided if the employee or their child, step-child, or child-in-law experiences domestic or sexual violence, or threat thereof;
Domestic Violence or Sexual Violence Leave will be granted for up to ten (10) days without loss of pay and up to fifteen (15) weeks unpaid leave;
The leave may be taken for specific enumerated reasons, including, but not limited to:
Seeking medical attention related to the violence;
Receive Services from a victim Services organization;
Receive counselling;
Relocate; or
Seek legal or law enforcement assistance.
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An employee who has been employed by the MSU for a minimum of thirteen (13) weeks shall be eligible for Pregnancy and/or Parental leave; 
Health benefits shall be provided as usual throughout the leave period;
Pregnancy Leave is available for seventeen (17) unpaid weeks:
An employee who is entitled to Pregnancy Leave is required to give the MSU two (2) weeks’ written notice of the date the leave is to begin, together with a medical certificate that estimates the delivery date;
The employee may change the notice to an earlier date by giving two (2) weeks’ notice before the earlier date;
The employee may change the notice to a later date by giving two weeks’ notice before the leave is to begin.
Emergency or unexpected situations will be covered under the Personal Leave and/or Bereavement sections of this Employment Policy, in consultation with the employee; 
Following the leave, the employee will resume their original position, with seniority, benefits, and wage rates maintained at the same rate as if they had never taken the leave.
Parental Leave is available to either parent after the birth of the child for sixty-one (61) unpaid weeks if Pregnancy Leave is also taken or sixty-three (63) unpaid weeks if Pregnancy Leave is not taken;
For a biological mother, Parental Leave will commence immediately when the Pregnancy Leave ends;
For biological fathers and adoptive parents, the leave must commence within seventy-eight (78) weeks after the birth or after the child first comes into custody, care, and/or control of a parent; 
An employee who is entitled to Parental Leave is required to give the MSU two (2) weeks’ written notice of the date the leave is to begin;
Following the leave, the employee will resume their original position, with seniority, benefits and wage rates at the same level as when the leave commenced.
Employees taking Pregnancy and/or Parental Leave commencing in any month between July and December must take vacation time before the leave; 
For leaves commencing in any month between January and June, vacation time may be taken before or after the leave.
For employees taking Pregnancy and/or Parental Leave which will end (i.e., the employee will return to work) after the end of the calendar year, any remaining personal days must be taken (or incentives for remaining days awarded) before the leave begins;
[bookmark: _Toc66010718]For employees taking Pregnancy and/or Parental Leave which will end before the end of the calendar year, personal leave will apply as usual. 
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Employees are entitled to time off with full pay for public holidays, civic holidays, and periods of closure of the MSU;
The following are considered public holidays:
New Year’s Day;
Family Day;
Good Friday;
Victoria Day;
Canada Day;
Civic Holiday;
Labour Day;
Thanksgiving Day;
Christmas Day;
Boxing Day.
The following are considered periods of closure of the MSU:
December 27 to 31;
Other days, as determined by the Board of Directors.
Employees required to work on public holidays or during periods of closure of the MSU may substitute another day for the day worked.
The substitute day must be taken before the employee’s next vacation period.
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Vacation leave with full pay shall be granted to all Regular Employees;
Employees in the Non-Supervisory, Child Care, and Commissioned Sales Staff classifications shall be entitled to:
0.83 days vacation for each month of employment for a partial year;
Ten (10) days vacation for each year after one (1) complete year of continuous employment;
Five (5) additional days after three (3) complete years of continuous employment, for a total of fifteen (15) days;
Five (5) additional days after five (5) complete years of continuous employment, for a total of twenty (20) days;
Five (5) additional days after ten (10) complete years of continuous employment, for a total of twenty-five (25) days.
Employees in the Supervisory Staff classification shall be entitled to:
1.25 days vacation for each month of employment for a partial year;
Fifteen (15) days vacation for each year after one (1) complete year of continuous employment;
Five (5) additional days after three (3) complete years of continuous employment, for a total of twenty (20) days per year;
Five (5) additional days after ten (10) complete years of continuous employment, for a total of twenty-five (25) days per year.
Employees who resign or are terminated will receive vacation pay at the partial year rate unless any vacation time is used in that period;
Any employee who has received an advance in vacation time will have vacation time taken, but not earned, deducted from their final pay.
Vacation is earned during the twelve- (12) month period between one’s anniversary employment dates with the MSU;
No vacation time will be granted within Probationary Period, as outlined in Section 3.2 of this Employment Policy;
Upon prior approval from their Supervisor, SOPs/Interns may take vacation time during this period.
All vacation time must be taken within the same calendar year within which it was earned; 
Exceptions shall be made for all SOPs/Interns, whose one- (1) year employment contract shall act as the calendar year in this case.
Under special circumstances, the Board of Directors may approve advanced or deferred vacation time.
Deferred vacation shall not exceed five (5) days and must be used in the month of January;
Failure to use deferred vacation time during the month of January will result in the forfeiture of unused days.  
Vacation time will be approved by the employee’s immediate Supervisor, in conjunction with the General Manager, according to:
The needs and staffing level of the Department;
The reason for the timing of the request; and
The seniority of the employee.
Once approved by the employee’s immediate Supervisor, all requests for vacation must be forwarded to the General Manager at least two (2) weeks prior to the requested time off;
Priority will be given to requests of full weeks over requests for individual days when considering the timing of multiple requests;
An employee shall not lose their entitled vacation due to their immediate Supervisor’s failure to forward the accumulated vacation information to the appropriate person. 
In such instances, an employee shall resubmit their Overtime information to the General Manager, who will then forward it appropriately.
Vacations of more than three (3) consecutive weeks will require special approval from the Board of Directors.
[bookmark: _Toc55389838][bookmark: _Toc55392242][bookmark: _Toc55393942][bookmark: _Toc55394127][bookmark: _Toc66010729]Storm Procedures
The MSU will follow the McMaster University Storm Emergency Policy & Procedures except:
Child Care Staff, who shall follow the Employment Policy of the Hamilton-Wentworth Board of Education.
Employees who are absent due to inclement weather when the MSU is open must report their absence to the General Manager through their Supervisor; 
Employees who are absent during this time will be required to use one of their vacation or personal days;
If there are no vacation or personal days available, the time must be made up at another time.
Legal Summons & Jury Duty
Employees summoned and/or selected for jury duty must provide documentation from the court to the General Manager.
Wages, benefits, and seniority will continue for the duration of jury duty;
Employees are expected to report to work on days off provided by the court;
At the conclusion of jury duty, employees must submit a record of juror’s attendance, as provided by the court to the General Manager, in addition to a record of payments received by the court;
The employee is expected to submit payments received by the court to the MSU upon their return from jury duty.
Lay-Off
A lay-off of a Regular Employee may be required during periods of low activity within Departments of MSU Inc. and CFMU Inc.;
Employees to be laid off will be provided with adequate written notice of the lay-off period, constituting:
Two (2) weeks notice before the start of the lay-off period for employees employed by the MSU for less than one (1) year; plus
One (1) week notice per year employed before the start of the lay-off period for employees employed by the MSU for one (1) year or more.
Benefits, as described in Section 6 of this Employment Policy, shall continue for four (4) weeks into the lay-off period;
Vacation earned, but not taken, before the lay-off period must be taken at the start of the lay-off period, excluding temporary lay-offs;
Vacation and personal leave benefits will not accrue during the lay-off period.
A lay-off shall be deemed temporary if its duration is less than thirteen (13) weeks.
After thirteen (13) weeks, unless otherwise stated by the Board of Directors, the employee shall be considered to have been terminated.
[bookmark: _Toc66010730][bookmark: _Toc55389840][bookmark: _Toc55392244][bookmark: _Toc55393944][bookmark: _Toc55394129][bookmark: _Toc66010732]Personal Use of MSU Property
Personal use by MSU employees of equipment (e.g., telephones, computers, photocopiers, fax machines, etc.), resources, and/or supplies is allowed only in emergencies or on personal time and shall be kept to a minimum;
Any costs incurred will be reimbursed by the employee to the MSU; 
No use of MSU equipment, resources, and/or supplies will be authorized for use in a private business venture.
[bookmark: _Toc55389841][bookmark: _Toc55392245][bookmark: _Toc55393945][bookmark: _Toc55394130][bookmark: _Toc66010733]Conflict of Interest
A conflict of interest exists where an employee:
Has an outside interest that materially encroaches on the time which should be devoted to the duties within the employee’s job description;
Has a direct or indirect interest or relationship with an outside person, company, or organization that would:
Make possible personal gain due to the employee’s ability to influence dealings;
Render the employee partial toward the outsider for personal reasons or otherwise inhibit the impartiality of the employee’s business judgment;
Place the MSU in an embarrassing or ethically questionable position;
Reflect negatively on the integrity of the MSU.
Takes personal advantage of an opportunity that properly belongs to the MSU.
Employees must immediately disclose any situation that is, or may potentially be, a conflict of interest. 
This information will be reviewed by the Board of Directors, at which time the employee will be required to take the prescribed course of action;
In cases where an individual reapplies for a position for which they are a member of the hiring committee, an alternate shall be designated by the Board of Directors as a substitute.
[bookmark: _Toc66010734][bookmark: _Toc55389842][bookmark: _Toc55392246][bookmark: _Toc55393946][bookmark: _Toc55394131][bookmark: _Toc66010735]Termination
Termination of an employee will be at the discretion of the Board of Directors without notice for just cause:
Just cause for termination shall include: 
Improper conduct;
Insubordination;
Willful disobedience;
Neglect of duty;
Dishonesty;
Illegal activity;
Absence without reason;
Fraud;
Willful damage to property;
Poor job performance;
Human Rights Code violations;
Willful contravention of policy;
Breach of confidentiality.
Before terminating an employee for just cause, the Board of Directors shall ensure that the employee has been given adequate opportunity to correct the behaviour or demonstrate improvement;
The normal stages of discipline shall be:
A Verbal Warning, to be delivered by the employee’s Supervisor after the first offense of all but major infractions;
A Written Warning, to be delivered by the employee’s Supervisor after the second offense of all but major infractions;
Dismissal, to be delivered by the employee’s Supervisor, with a representative of the Board of Directors and/or an HR representative after:
The third offense of all but major infractions; or 
After the first offense of a major infraction.
However, if the behaviour or the incident is considered a major infraction, the MSU may terminate the employment relationship without providing the employee with an opportunity to correct the behaviour or demonstrate improvement.
The Board of Directors will determine whether an individual infraction is major by the severity of the offense and the impact on MSU Inc. or CFMU Inc.;
The Board of Directors may also terminate employment without just cause provided that:
Adequate notice or payment in lieu be provided, inclusive of any payments for benefits and vacation, constituting:
Two (2) weeks’ notice for employees employed by the MSU for less than one year;
Two (2) weeks’ notice, per year employed for employees employed by the MSU for more than one year to a maximum of ten (10) weeks.
[bookmark: _Hlk504125242]The MSU shall provide severance provisions in accordance with ESA.
Upon termination of employment, the individual’s Record of Employment form will be issued within five (5) business days.
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MSU Full-Time Issues Employment Committee
2020/2021 Membership




MSU General Manager (Chair)					John McGowan

MSU Board of Directors Representative			Jessica Anderson

Supervisory Staff Representative				Maddison Hampel				

Child Care Staff Representative					Debbie Thomson

Non-Supervisory Staff Representative 			Victoria Scott		

Student Opportunity Staff Representative			Rene Haresf

[bookmark: _Toc55389843][bookmark: _Toc55392247]Appendix A – Full-Time Employment Issues Committee
[bookmark: _Toc66010736][bookmark: _Toc66010737]Purpose
To provide a forum to address and suggest resolutions for general full-time employment issues for recommendation to the MSU Board of Directors;
The committee will fairly represent the complement of MSU employees and will serve as the employee base for the Position Evaluation Sub-Committee.
[bookmark: _Toc66010738][bookmark: _Toc66010739]Scope
For the purposes of this committee, Employment Issues will be defined as:
Issues which apply to all full-time employees of MSU and relate specifically to the terms of employment. 
This shall include, without limitation, issues relating to:  
Employment Policy – Full-Time Staff; 
Compensation system; 
Performance evaluations; 
Training; 
Employee benefits; 
Pay equity; 
Employment equity; and
Other legislation affecting employment terms.  
[bookmark: _Toc66010740][bookmark: _Toc66010741]Membership
Composition: The committee will have one (1) representative from each of the following groups:
MSU General Manager;
One (1) HR Representative;
Board of Directors Representative (1-year term);
Supervisory Permanent Representative (2-year term);	
Non-Supervisory Permanent Staff Representative (2-year term);
Child Care Staff Representative (2-year term);
SOP/Intern Representative (1-year term).
Selection of Members: The committee shall have its members selected in accordance with the following parameters:
The Board of Directors member shall be selected no later than May 30th of each year during an official meeting of the Board of Directors;
The Supervisory, Non-Supervisory, SOP/Intern, and Child Care Staff representatives shall be elected from among employees in the respective categories in Employment Policy – Full-Time Staff within one (1) month of the notice of vacancy;
individuals interested in the position will put forward their name for consideration;
in the case where only one (1) person has volunteered for the seat, the person will be deemed to be acclaimed to the position;
in the case where more than one (1) person has volunteered for the seat, there will be an election by secret ballot to determine the seat.
[bookmark: _Toc66010742]Duties & Responsibilities
Members will bring forward for discussion any and all relevant issues conveyed to them by staff members;
As required, the Committee members will gather information and help to prepare recommendations of the FTEIC for presentation to the Board of Directors;
Members will be expected to take minutes of the meetings on a rotating basis and to prepare the minutes for distribution within 30 days of the meeting;
Members are expected to attend and participate in no less than 75% of the scheduled meetings;
Members absent without legitimate reasons from more than 25% of the meetings will be replaced on the committee.
Members are expected to be prepared for each meeting by reading all background information and preparing questions/solutions for the meeting.
[bookmark: _Toc66010743][bookmark: _Toc66010744]Meetings and Procedures
Meetings of the FTEIC will be monthly throughout the academic year and at least once during the period between May 1st and August 30th;
Additional meetings may be called by the chairperson.
Meetings will be closed, but minutes of the meetings will be made available to all Full-Time Staff members within 30 days of the meeting. 
The agenda for a meeting will be circulated to all staff members no less than one week prior to the meeting date to enable all employees to offer input into the discussion prior to the meeting.
Any member of the MSU Full-Time Staff or Board of Directors may submit an item to the Committee for consideration. 
Agenda items may be received by any member of the Committee. 
All requests must be in writing and must include the following information:
Name of the employee in question;
Motion to be considered;
Any supporting information and/or documentation.
Employees who are not members of the committee will have the opportunity to address the committee with a specific issue, provided the procedure described in Section 26.3 of this policy has been followed;
All decisions of the Committee will be brought to a Full-Time Staff meeting for information and feedback.

Appendix B – Full-Time Wage Review Sub-Committee 
[bookmark: _Toc66010745][bookmark: _Toc66010746]Membership
All members of the FTEIC will be required to serve on the Full-Time Wage Review Sub-Committee. 
The Sub-Committee will consist of four (4) people and, unless otherwise stated, will have the following composition:
General Manager;
One (1) Board of Directors Representative;
Two (2) Full-Time Staff Representatives of the FTEIC.
Two (2) Full-Time Staff Representatives shall be selected on a rotating schedule, as approved by the FTEIC.
No member of the Sub-Committee shall have any involvement in the evaluation of their own position. 
In such cases, the FTEIC shall review the position without the member in question, without replacement;
Should the General Manager or a member of Board of Directors be under review, the Representative from the position not under review shall convene the Sub-Committee.
[bookmark: _Toc66010747][bookmark: _Toc66010748]Procedures
The evaluation tool used will be MSU Point Factor Evaluation;
Each member of the Sub-Committee will evaluate the position independently.;
The Sub-Committee will then convene to discuss the individual evaluations and reach a consensus on the rating for each factor;
This group decision is what will be passed onto the Board of Directors for approval.
The individual evaluations and the final decision will be kept confidential and filed with the General Manager;
At all times, it is important to stress that the evaluation is for the position and not for the incumbent;
If, at any time during the evaluation process, a member feels they are unable to separate the position from the incumbent, they may withdraw from the Sub-Committee.
All information received and discussed in the Sub-Committee shall be strictly confidential. 

For internal evaluations to be effective, it is imperative that all Sub-Committee members uphold this confidentiality.


Appendix C – Full-Time Milestone Recognition
Operating Parameters
The following is a set of guidelines to assist the organization in recognizing MSU Full-Time Staff milestones. 
The set of guidelines will ensure a consistent, transparent methodology is used to support the MSU Full-Time Staff in meeting many of life’s milestones as a member of the MSU. 
Years of Service
For years of service, Full-Time Staff shall receive a token of appreciation and/or gift cards, an announcement to all Full-Time Staff, and/or gathering of Full-Time Staff in consultation with the employee in accordance with the following parameters:
Five (5) years - $50;
Ten (10) years - $125;
Fifteen (15) years - $225;
Twenty (20) years - $450;
Twenty-five (25) years - $600.
Any 5-year milestone after 25 years shall be treated with the same token of appreciation and/or gift card amount.
After ten (10) and twenty-five (25) years, a plaque shall normally be awarded to the employee, in recognition of their commitment to the MSU.
Departing Staff 
For departing Full-Time Staff, an employee shall receive a token of appreciation and/or gift cards, and/or gathering of Full-Time Staff in consultation with the employee in accordance with the following parameters:
2–4 years - $50;
5–9 years - $200;
10–14 years - $350;
15–19 years - $500;
20–24 years - $750;
Twenty-five (25) years or more - $1000.
Weddings
Any Full-Time Staff who marries through a wedding or celebratory event during their employment term shall receive flowers or a registry up to $100.
Births/Adoptions
Any Full-Time Staff who comes into custody or care over a child through either birth or adoption during their employment term shall receive flowers or a gift basket up to $100.
Deaths
Any Full-Time Staff who qualifies for Bereavement leave under Employment Policy – Full-Time Staff, Section 11.2.1 during their employment term shall receive flowers or a donation up to $100.


Appendix D – MSU Position Evaluation Plan
Operating Parameters
The MSU Position Evaluation Plan will consist of the following documents:
Position Description Questionnaire;
Position Reconsideration & Request for Position Review Form;
Pay Equity Review – (April 2013);
Position Evaluation Guide – 
This document assists the Position Evaluation Sub-Committee of the Full-Time Employment.
Procedures
Committee evaluate the position on a consistent set of factors as follows:
Skill:
Education;
Experience;
Judgment/Thinking;
Innovation/Initiative;
Interpersonal/Customer Service.
Effort:
Visual/Mental Effort;
Physical Effort.
Responsibility:
Leadership/Supervision (Nature);
Supervision (Scope);
Responsibility for Others;
Responsibility for Financial/Material Resources;
Responsibility for Decisions/Actions.
Working Conditions:
Job Pressure;
Work Environment.
Once a position has been evaluated using the above mentioned documents, the position results are forwarded to the General Manager to be assigned a grade;
Once completed, the recommendation is forwarded to the Board of Directors for approval  
These documents are available upon request by any member of the MSU Full-Time Staff. The scoring used for grading positions is solely the purview of the Board of Directors and General Manager and is not available for review.  







Appendix E – Confidentiality Agreement
Whereas the MSU needs to update its current confidentiality agreement to reflect the changes to provincial and federal legislation and to maintain a high level of security to protect the personal and private information of its members, staff, and elected representatives, the following policy has been approved by the MSU Board of Directors;
All elected representatives and employees with access to records, documents, or information in whatever format (i.e., hardcopy, verbal, electronic, etc.), which contain confidential information, are responsible for maintaining the integrity and confidentiality of those records.
The agreement set out below must be adhered to without exception. Employees who have access to confidential information are: 
1. Not to make or permit unauthorized access to this information;
2. Not to release confidential information to any person except those approved by the Supervisor(s) or appropriate governing body employees, unless authorized approved by their Supervisor(s) and/or required for their position’s responsibilities;
3. Not to make personal use of confidential information, which has come to them in the conduct of their duties;
4. Not to remove any official record from the office where it is kept except in the performance of their duties (this includes originals and photocopies of any documents);
5. To report any violations of the integrity or confidentiality of any records or documents to their Supervisor(s), or governing bodies.
Please sign the statement below.
I have read and understood and will adhere to the above policy.

	____________________________
Staff Member
(Please Print Name)

	_______________      ________________________
Signature                    Date

	____________________________
Witness 
(Please Print Name)
	___________________________      ______________________          Representative Body, Service, or 
Department                                         Signature                                       Date
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