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[bookmark: _Toc103866910]Introduction
Council and Administration designed this policy manual to provide the Mayor, Council, and staff with a quick reference to the legislation that governs them. This manual is for the sole use of the Council representing the Town of Anytown and is not intended for distribution. 
Policies are a usual part of municipal operations. Policies are consulted to decide what decision to make, what direction and action to follow, reconcile conflicts, define acceptable behavior, and save time and money. Any of these policies may be changed or deleted entirely by resolution of Council. 
It is intended that the manual be updated annually, and that each Council member receive a copy. It is further intended that this manual be used as part of a new Council member’s orientation, any new staff orientation, and to serve as an ongoing reference for the municipality. 
[bookmark: _Toc48293668][bookmark: _Toc48307648][bookmark: _Toc1796196795][bookmark: _Toc103866911]Definitions
a. “the Act” refers to The Municipalities Act. 
b. “Council” refers to the Council of the Town of Anytown
c. “Continuous Service” means a person worked for Anytown on a continuous basis. Previous service with other towns does not qualify as continuous service. Breaks of six months or more, terminates continuous service unless the break is due to illness, accident, leave of absence or sabbatical leave. 
d. “guidelines” are statements of reference, based on the current legislation. 
e. “Immediate family” for the purposes of policy, immediate family includes spouse, common law spouse, son, daughter, parents, brother, sister, mother-in-law, father-in-law, sister-in-law, brother-in-law, daughter-in-law, son-in-law, grandparents and grandchildren of both the employee and the spouse.
f. “Immediate supervisor” refers to an employee to whom another employee reports, and whose position is defined as a supervisory position. 
g. “municipality” refers to the Town of Anytown.
h. Permanent full-time employment: These are employees that work full time on a permanent basis. 
i. Temporary full-time employment: there are employees who are engaged in full time employment for a limited time. i.e. summer students. 
j. Permanent part-time employees: These are employees who work less than full time but more than 15 hours per week. 
k. Casual: These are employees who consistently work less than 15 hours a week. 
l. “policy” is a definite course of action set by resolution of Council to support decision making.
m. “Public Works Supervisor” reports to the Administrator and is responsible for the daily operations of the Public Works and Utilities of the Town of Anytown. He or she is responsible for the employees under his or her supervision to carry out the duties as assigned by the Administrator. 
n. “Staff” People hired by the Town of Anytown to do routine work, typically under supervision and direction. 
o. “Town Administrator” is the supervisor of all other positions and is the chief employee of the town. The Town Administrator is responsible to the Mayor and Town Council for completion of all duties and to implement policies as assigned by the Town Council. The Administrator is the first point of contact for contractors. 
[bookmark: _Toc48570174][bookmark: _Toc618378982][bookmark: _Toc103866912]Employment
[bookmark: _Toc48293670][bookmark: _Toc48307650][bookmark: _Toc48570175][bookmark: _Toc1716263893][bookmark: _Toc103866913]Selection
a. Council will establish Job Descriptions for all new and existing positions, and shall form part of the Personnel Policy in Appendix A. 
b. The Town Administrator has full responsibility for supervision of all town employees. 
c. The Town Council is responsible for selecting, hiring, training, and dismissing all town employees, except for casual employees who may be hired by the Administrator on an as-needed basis. 
d. Applicants for employment or promotion will provide references as required and may be required to write tests.
e. When calling for an interview, it is important to ask the applicant if they require any accommodation to attend the interview[footnoteRef:2]. [2:  Saskatchewan Human Rights Commission] 

f. During the interview, the interviewer is expected to describe the way the job is generally carried out, including any physical requirements and ask the applicant if they see any issue with carrying out the duties as assigned, or if they would require accommodation. [footnoteRef:3] [3:  Saskatchewan Human Rights Commission] 

[bookmark: _Toc48293671][bookmark: _Toc48307651][bookmark: _Toc48570176][bookmark: _Toc1883690504][bookmark: _Toc103866914]Duty of Loyalty
As a public servant every employee of the municipality has a duty of loyalty to the municipal government. “This duty derives from the essential mission of the public service to help the duly elected government, under law, to serve the public interest. The duty of loyalty reflects the importance and necessity of an impartial and effective public service to achieve this mission. The duty of loyalty is reflected in the “Values and Ethics Code for the Public Service”, 2003, which has been adopted as a policy of the Government of Canada and forms part of the conditions of employment of the Public Service. [footnoteRef:4]  [4:  Government of Canada, Duty of Loyalty, Values and Ethics of Public Service] 

[bookmark: _Toc48293672][bookmark: _Toc48307652][bookmark: _Toc48570177][bookmark: _Toc1138715705][bookmark: _Toc103866915]Probationary Period
a. All new employees before being placed on permanent staff, shall serve a probationary period of three months for the purpose of training. 
b. Each employee is assigned to a staff person responsible for training in accordance with their documented training plan. 
c. The Administrator or delegate writes a letter of employment including terms of probation, a job description, and evaluation processes.
d. The Administrator and the appropriate committee will complete a performance appraisal by the end of the probationary period based on the competencies outlined in the letter of employment. 
e. If there are competencies required for the job that the employee has not yet mastered, the probationary period may be extended by mutual consent, or the employment may be terminated. 
f. Once the probationary period is complete, benefits start from the date the employee attained permanent status.
[bookmark: _Toc48293673][bookmark: _Toc48307653][bookmark: _Toc48570178][bookmark: _Toc1365050596][bookmark: _Toc103866916]Promotion and Vacancies
Positions open with the Town will be posted; present staff may apply. 
[bookmark: _Toc48293674][bookmark: _Toc48307654][bookmark: _Toc48570179][bookmark: _Toc347825525][bookmark: _Toc103866917]Retirement
a. The Saskatchewan Human Rights Code Amendment Act, 2006, gives staff a choice as to retire or to work past the age of 65. 
b. Employees have the right to early retirement by attaining the requirements outlined in the Municipal Employee’s Pension Plan regulations for early retirement. 

[bookmark: _Toc48293675][bookmark: _Toc48307655][bookmark: _Toc48570180][bookmark: _Toc625951916][bookmark: _Toc103866918]Employment Termination
Employment is considered “at will” throughout employment.  Other than matters that would be handled under the progressive discipline policy, either the Town of Anytown or the employee wishing to end the employment agreement are expected to give sufficient notice as a courtesy to allow for planning. 
[bookmark: _Toc48570181][bookmark: _Toc514955959][bookmark: _Toc103866919]Compensation
The Town of Anytown provides competitive wages and benefits. Council reviews salaries annually at budget time and pays raises retroactive to January 1st of that year.  The Town Council establishes the salary for new hires based on related experience, on the recommendation of the Administrator. 
[bookmark: _Toc48293678][bookmark: _Toc48307657][bookmark: _Toc48570182][bookmark: _Toc36449706][bookmark: _Toc103866920]Salary Administration
The Town of Anytown pays employees every 14 days, resulting in 26 pay periods per year. Each payment, as per government standard, includes a detachable itemized statement showing:
a. The employee’s name
b. Pay period
c. Gross earnings for the pay period
d. Rate
e. An itemized statement of any deductions made from the wages
f. The net pay received by an employee
The Town of Anytown via the Administrative office provides employees an annual statement showing gross salary earned for the year, total deductions, accumulated sick leave credits, and any accrued vacation time. 	Comment by Lorri Matthewson:  PLEASE NOTE: Employers cannot legally withhold ANY THING other than taxes, and normal deductions.  Not training, not expenses, not gear, even if the employee agrees. 
[bookmark: _Toc48293679][bookmark: _Toc48307658][bookmark: _Toc48570183][bookmark: _Toc814253277][bookmark: _Toc103866921]Hours of Work
a. Regular hours of work are 8 am to 4:00 PM for the Town Administrator.
b. Regular hours of work are 9 am to 5:00 PM for the Assistant Administrator.
c. Regular hours of work are 8:00 a.m. to 12 noon and 12:30 to 4:30 for Public Works. 
The Town provides 2 fifteen-minute rest periods per day, one in the morning and one in the afternoon. 
[bookmark: _Toc48293680][bookmark: _Toc48307659][bookmark: _Toc48570184][bookmark: _Toc1532963613][bookmark: _Toc103866922]Overtime
The Town of Anytown pays overtime when:
a. You are an employee paid on an hourly basis
b. Approved by the Administrator except in an emergency where the risk of damage to equipment or property requires immediate assistance
Time in lieu of overtime may be accumulated up to a maximum of 5 days, should the employee choose to do so. 
[bookmark: _Toc48293681][bookmark: _Toc48307660][bookmark: _Toc48570185][bookmark: _Toc1359703584][bookmark: _Toc103866923]Time Off With Pay
a. The vacation year for the Town of Anytown is the calendar year, January 1st, to December 31st. 
b. Vacation leave that will be earned within the calendar year, may be taken in advance of the end of the calendar year.  
c. Employees are encouraged to take their vacation in not less than weekly periods and may take their entire vacation leave in one continuous period. 
d. All vacations leave is subject to the approval of the Administrator. 
e. Annual vacation earned in any calendar year shall be taken before April 30th of the following year. 
f. One week may be carried over from year to year with permission of the Town Council. 
g. Employees with less that one-year continuous service earn 3/52 of their gross pay as holiday pay or may requested time in lieu should they choose up to 5 days. 
h. Employees with one to nine years continuous service earn 3 weeks vacation leave with pay each year. 
i. The Administrator establishes vacation leave schedules as early as possible
j. When a statutory holiday falls within the employee’s assigned vacation period, that statutory holiday is added on as an additional day, and the employees vacation period is extended by one day. 
[bookmark: _Toc48293682][bookmark: _Toc48307661][bookmark: _Toc48570186][bookmark: _Toc2055990758][bookmark: _Toc103866924]Vacation Pay
a. A permanent full-time employee shall, upon request, receive vacation pay in advance of vacation leave. 
b. Casual employees receive vacation pay at the end of each pay period.
c. Permanent full-time employees receive vacation pay on overtime and it is payable at the end of the current year. 
d. Vacation pay is calculated at the applicable rate (currently 3/52) for the length of employment
[bookmark: _Toc48293683][bookmark: _Toc48307662][bookmark: _Toc48570187][bookmark: _Toc1608952725][bookmark: _Toc103866925]Statutory Holidays
The following days are considered holidays. The employee is paid regular salary and receives the day off. 
Town of Anytown Policy Manual
· 
2

· New Year’s Day
· Family Day
· Good Friday
· Victoria Day
· Canada Day
· Saskatchewan Day

· Thanksgiving Day
· Remembrance Day
· Christmas Day
· Boxing Day
· Labor Day
a. Days proclaimed as holidays by federal or provincial authorities are considered holidays by the Town of Anytown. 
b. If a statutory holiday falls on a Saturday, Town of Anytown employees will be given Friday off with pay. 
c. If a statutory holiday falls on a Sunday, the Town of Anytown gives employees Monday off with pay. 


[bookmark: _Toc48570206][bookmark: _Toc2064424001][bookmark: _Toc103866926]Employee Leave
Purpose: To provide clear direction to employees of the Town of Anytown regarding leaves of absence while working for the Town of Anytown. 
[bookmark: _Toc48293704][bookmark: _Toc48307683][bookmark: _Toc48570208][bookmark: _Toc103866927][bookmark: _Toc26626046]Applies to: 
This policy applies to full time permanent employees. 
[bookmark: _Toc48293705][bookmark: _Toc48307684][bookmark: _Toc48570209][bookmark: _Toc103866928][bookmark: _Toc341268247]Legal Framework: 
This policy is based on the Labour Standards Act, and the Municipalities Act. 
[bookmark: _Toc48293706][bookmark: _Toc48307685][bookmark: _Toc48570210][bookmark: _Toc1676893949][bookmark: _Toc103866929]Policies are as follows:
[bookmark: _Toc48293707][bookmark: _Toc48307686][bookmark: _Toc48570211][bookmark: _Toc1019679490][bookmark: _Toc103866930]Sick Leave:
a. Full-time, permanent employees accumulate sick leave at the rate of 1 ½ days each month up to a maximum of 60 days. 
b. Each sick day credit equals to one working day. 
c. Permanent part-time employees accumulate sick leave credits based on the number of scheduled hours per month x 1.2. 
d. Casual employees do not receive or accumulate sick leave. 
e. Sick leave credits are used for sickness or accident.
f. Pressing necessity as approved by their supervisor.
g. Employees must notify their supervisor of their planned absence as soon as possible. 
h. Employees using sick leave more than three days are required to provide proof from their doctor within three days of their absence.	Comment by Lorri Matthewson: You can request this, but you should specify who will pay for it. 
i. Accumulated sick leave has no cash value, and upon termination of employment for any reason, all accumulated sick leave become null and void.
[bookmark: _Toc48293708][bookmark: _Toc48307687][bookmark: _Toc48570212][bookmark: _Toc77620467][bookmark: _Toc103866931]Bereavement Leave
All employees who have been employed with the Town of Anytown for a continuous period of six months are entitled to the following days off with and without pay in the event of a death in the family:
· Immediate family (as previously defined) 
· Five days maximum leave (3 days paid, 2 days unpaid)
· Non immediate family 
· One day maximum leave with pay
· Special consideration may be given when extensive travel is involved.
[bookmark: _Toc48293709][bookmark: _Toc48307688][bookmark: _Toc48570213][bookmark: _Toc348447036][bookmark: _Toc103866932]Pressing Necessity
An employee with the following reasons for being absent from work, may have this time taken from accumulated sick time as a pressing necessity: 
a. Illness of child or spouse
b. Doctor’s appointment
c. Other necessity with approval from the Administrator
[bookmark: _Toc48293710][bookmark: _Toc48307689][bookmark: _Toc48570214][bookmark: _Toc1739475018][bookmark: _Toc103866933]Jury Duty
If an employee is absent due to Jury Duty, it is considered an unpaid leave by the Town of Anytown. It is the employee’s responsibility to report to work during any regular hours of work when not actually required for jury duty or as a witness, or to be present in court.
[bookmark: _Toc48293711][bookmark: _Toc48307690][bookmark: _Toc48570215][bookmark: _Toc1877185293][bookmark: _Toc103866934]Maternity/Paternity/Adoption Leave
Maternity/Paternity and Adoption leave are carried out as per the Labour Standards Act, sections 23 to 29.2
[bookmark: _Toc48293712][bookmark: _Toc48307691][bookmark: _Toc48570216][bookmark: _Toc2135103987][bookmark: _Toc103866935]Domestic Violence Leave
As per Domestic Violence Leave Policy (cite)
[bookmark: _Toc48293713][bookmark: _Toc48307692][bookmark: _Toc48570217][bookmark: _Toc1570343331][bookmark: _Toc103866936]Lateness and Absenteeism
Employees who are unable to report to work on time are expected to notify their immediate supervisor as soon as possible, giving a reason. 
[bookmark: _Toc48293714][bookmark: _Toc48307693][bookmark: _Toc48570218][bookmark: _Toc490889060][bookmark: _Toc103866937]Corrective Justice Procedure
Employees have the right to appeal any decision or action affecting him or her when the employee considers the decision or action to be unfair or unjust. The employee is expected to:
a. Review with immediate supervisor within 5 days of the incident. 
b. The supervisor is expected to respond to the employee’s complaint or grievance within 3 days, and in writing. 
c. If the employee is not satisfied with the response from the supervisor, the employee may then take the grievance to the Administrator. The complaint must be made in writing within 10 days of the incident. 
d. The Administrator is expected to respond to the complaint in writing within 3 days of receiving the complaint.
e. The Administrator is expected to issue a report to Council on the receipt and the outcome of the complaint. 
f. In the event the complaint is against the Administration or if the employee is not satisfied with the outcome of the process, the employee may then submit the complaint to the Town Council. The complaint must be filed within 15 days of the date when the problem or grievance occurred. 
g. The Council is expected to respond to the complaint in writing within 5 days after the next regular meeting of Council. The Council’s decision is final. 
[bookmark: _Toc48293715][bookmark: _Toc48307694][bookmark: _Toc48570219][bookmark: _Toc784419782][bookmark: _Toc103866938]Other
Any other leave of absence is subject to the approval of the Town Council.

EFFECTIVE DATE
This policy takes effect MONTH/DAY/YEAR
_________________________________________________
Signature of Administrator
_________________________________________________
Signature of Mayor 

[bookmark: _Toc48570220][bookmark: _Toc468099215][bookmark: _Toc103866939]Cell Phone Policy
[bookmark: _Toc48570221][bookmark: _Toc103866940][bookmark: _Toc1570133203]Purpose: 
The purpose of this policy is to ensure that Town of Anytown staff knows the standard of conduct expected by Council in respect to the use of personal smartphone equipment and other similar devices including, but not limited to Personal Digital Assistants, Pagers, and Tablets. This policy provides the framework intended to prevent and correct the improper use of personal smartphone equipment during business hours. 
STANDARD:
a. The Town of Anytown expects staff to conduct themselves in a manner that promotes cooperation, excellence, and integrity, and supports community trust.  
b. The Town of Anytown recognizes that smartphones are a detriment to focus and efficiency if used unwisely and excessively during business hours.
c. This policy applies to all Town of Anytown employees.
POLICY
(OPTION 1) 
Use of personal smartphone equipment in the workplace will be permitted, if:
a. The usage is minimal or so minor as to be disregarded. (Few minutes per day)
b. There is no cost to The Town of Anytown
c. The usage does not interfere with the employee’s duties
d. The smartphone ringer is off and set to vibrate

(OPTION 2) 
Personal smartphone equipment will not be used by employees during business hours, with the following exceptions:
a. Personal smartphone usage is limited to employee break periods.  
b. Devices must be kept in employee bags or lockers with the ringer off and set to vibrate.
c. The employee is aware of a matter that will require immediate attention.  In that case, any device must be on vibrate mode, and usage must not interfere with co-workers.
d. The employee is exiting the workplace.
e. The employee is travelling for business and is a passenger.
Inappropriate Workplace Use of Smart Phones:
a. Interfering with the employee's or co-worker's performance of duties; and
b. Using personal smartphone devices to conduct business outside of Town of Anytown operations during business hours (excluding break periods);
c. Using personal smartphone devices while operating Town of Anytown’s Equipment, including after hours or on-call duties.
Disciplinary Action:

[bookmark: section2]Employees who violate this policy will be subject to the Town of Anytown’s Progressive Discipline Policy. 
EFFECTIVE DATE
This policy takes effect March 24, 2020
_________________________________________________
Signature of Administrator
_________________________________________________
Signature of Mayor 

[bookmark: _Toc48570224][bookmark: _Toc1313102960][bookmark: _Toc103866943]Committees and Volunteer Boards[footnoteRef:5] [5:  Adapted from the Community of Perdue] 

[bookmark: _Toc48570225][bookmark: _Toc1572698203][bookmark: _Toc103866944]Purpose:
The purpose of this policy is to define the role between the Town of Anytown, and volunteer boards who have accepted the role of stewardship for town-owned facilities. As part of asset management planning, Council is committed to work with Boards and Committees to ensure there is an understanding between the Council and the Boards or Committees as to who is responsible for the care and maintenance of community buildings. 
[bookmark: _Toc48570226][bookmark: _Toc1957160741][bookmark: _Toc103866945]Definitions:
A committee or Board may be made up of members of Council, a combination of members of Council and volunteers, or volunteers alone. 
[bookmark: _Toc48570227][bookmark: _Toc103866946][bookmark: _Toc292174653]Duties of Boards/Committees: 
Each Board/Committee operating a community owned facility is:
a. Considered a Board or Committee of Council and is responsible and accountable to Council unless incorporated as a registered Non-Profit with the Corporations Branch. 
b. Expected to work with Council to develop and review an annual term of reference.
c. Expected to submit an annual list of its members and Board of Directors to Council annually. 
d. Expected to have Ad Hoc Committees report to their Boards in a manner determined by their Board. 
e. Expected to provide an annual financial statement.
f. Expected to provide an annual AGM report within 60 days of it having occurred.
g. Expected to provide an annual activity report. 
h. Is expected to manage and operate the facilities.
i. Expected to collect rent and user fees.
j. Expected to hold regular meetings.
k. Expected to have control of bank accounts.
l. Expected to ensure all maintenance, upgrades, or renovation comply with building codes and other safety standards. 
m. Expected to ensure there is appropriate permits obtained for all functions serving alcohol.
n. Expected to maintain a record of major acquisitions or renovations for insurance purposes.
o. Allowed to engage in fundraising activities as they see fit. 

p. A Board/Committee may adopt rules consistent with those set out on the Municipalities Act, that governs their conduct and procedures. They may vary these rules by a vote consistent with their bylaws, otherwise the rules consistent with the Municipalities Act applies. 
q. No Board/Committee may use Town credit for their expenses, to pass bylaws, or to enter into any contractual agreement that result in an expense to the Town without the Town’s express written consent. 
r.  Board/Committees act in an advisory capacity to Council in all matters pertaining to their mandate and terms of reference and are expected to co-operate with other agencies and civic groups in interest of sound planning. 
s.  Board/Committees are expected to formulate policies that reflect their mandates and terms of reference. 
t. The Board/Committee is expected to obtain Special Events Insurance for any activity that is outside the normal activity of the facility. 
[bookmark: _Toc48570228][bookmark: _Toc599862905][bookmark: _Toc103866947]Duties of the Town of Anytown:
a. The Town shall retain ownership of the facilities on behalf of the citizens. 
b. The Town shall maintain appropriate levels of insurance including contents and liability. 	Comment by Lorri Matthewson: I checked with an insurance company as a general question, and was advised that if you leave the maintenance to another party and do not practice due diligence to ensure adequate maintenance, it is possible your insurance is not going to cover you. A terms of reference outlining who is doing what for each committee is essential to ensure maintenance/fire prevention/hazard prevention is not left solely to a volunteer group. There needs to be some oversight. 
 
c. The Town shall supply water/sewer and garbage pick up at no charge. 
d. The Town pays for all utility fees. 
e. The Town issues building permits for new construction and major renovations. Renovations without a building permit are not allowed. 
f. The Town shall resume ownership of all assets in the event of Board/Committee dissolution. 	Comment by Lorri Matthewson: This is not the case where the committee is incorporated as its own entity. Again, a term of reference is necessary here so that the Town and Committee are clear about who owns what. 
g. The Town shall grant the Boards/Committees autonomy when managing and operating facilities. 
h. The Town shall have facilities evaluated for insurance purposes. 
i. The Town shall issue tax receipts on behalf of the facility for donations. 
j. Should it be necessary for any Board/Committee to make a claim of insurance, property or liability, The Town of Anytown as the owner of the property is responsible for initiating the claim.
[bookmark: _Hlk48551597]EFFECTIVE DATE
This policy takes effect MONTH/DAY/YEAR
_________________________________________________
Signature of Administrator
_________________________________________________



[bookmark: _Toc48570229][bookmark: _Toc103866948][bookmark: _Toc594258575]Council Roles and Responsibilities: 
[bookmark: _Toc48293722][bookmark: _Toc48307696][bookmark: _Toc48570230][bookmark: _Toc1235700020][bookmark: _Toc103866949]Purpose:
The purpose of this policy is to support the Mayor and Council to understand its roles and responsibilities as a public servant. 
[bookmark: _Toc48293723][bookmark: _Toc48307697][bookmark: _Toc48570231][bookmark: _Toc1568035857][bookmark: _Toc103866950]Applies to:
All members of Council
[bookmark: _Toc48293724][bookmark: _Toc48307698][bookmark: _Toc48570232][bookmark: _Toc990631107][bookmark: _Toc103866951]Legal Framework:
a. [bookmark: _Hlk20153534]The Saskatchewan Municipalities Act 2005, c.M-36.1.
b. The Saskatchewan Employment Act
c. The Occupational Health and Safety Regulations, 1996
d. The Freedom of Information and Protection of Privacy Act, 2017
e. The Local Authority Freedom of Information and Protection of Privacy Act, 2018
f. The Public Interest Disclosure Act, 2015
g. Town of Anytown Bylaw No.1 (2017
[bookmark: _Toc48293725][bookmark: _Toc48307699][bookmark: _Toc48570233][bookmark: _Toc1409609743][bookmark: _Toc103866952]Introduction:
The Council is the first tier of government. The Mayor and Council are elected by the community to represent them. These are demanding positions that require that each person who decides to serve the community in this way to have the skill and time to fulfill their duties. The following is a list of the duties of Council. The Council is responsible for making decisions about the community that impact everyone. 
[bookmark: _Toc48293726][bookmark: _Toc48307700][bookmark: _Toc48570234][bookmark: _Toc1111672355][bookmark: _Toc103866953]Duties of Councillors
a. To represent the public and to consider the well being and interests of the municipality ahead of their own self interest. 
b. To take an active part in developing and evaluating policies, services, and programs of the municipality. 
c. To actively participate in Council meetings and committee meetings and any other meeting as appointed by the Council. 
d. To make sure that there are administrative practices and procedures in place to make certain that the administrator can implement Council decisions. This could be accomplished by adopting suitable bylaws and establishing an organizational plan with a clear line of authority. 
e. To make certain matters discussed in private are kept confidential until those matters are discussed at a meeting held in public. 
f. To maintain the financial integrity of the municipality. 
g. To perform any duty or function imposed on them by the Municipalities Act or Legislation. 
[bookmark: _Toc48293727][bookmark: _Toc48307701][bookmark: _Toc48570235][bookmark: _Toc1010368950][bookmark: _Toc103866954]Public Disclosure Statement
Each Council member is required to file with the Administrator a public disclosure statement. Whether elected or through acclamation, new Councillors are expected to file a public disclosure statement within 30 days of being elected. The public disclosure statement identifies those areas where a possible conflict of interest could occur. The public disclosure statement must include:
a. The name of the Councillor’s employer
b. Each corporation in which the member or someone in the members family has a controlling interest, or if the member or family member is a director or senior officer 
c. Each partnership or firm of which the Councillor is a member
d. The civic address or legal description of any property located in the municipality or an adjoining municipality owned by the member of Council or his/her spouse owns
e. Any corporation which has the Councillor or his/her spouse as a director or senior officer or has controlling interest. 
[bookmark: _Toc48293728][bookmark: _Toc48307702][bookmark: _Toc48570236][bookmark: _Toc1972743270][bookmark: _Toc103866955]Duties of the Mayor
The Mayor has all the duties of the Councillors and additional duties and responsibilities. These include
a. The Mayor presides at all meetings of Council and preserves order and enforces the rules of the Council. 
b. The Mayor performs any other duty imposed by the Municipalities Act or other legislation.
c. The Mayor is a member of all Council committees and all bodies established by Council pursuant to the Municipalities Act unless Council provides otherwise. 
d. The Mayor actively ensures that citizens abide by the laws of the community.
e. The Mayor ensures all cases of negligence, carelessness, and violation of duty by employees to be duly prosecuted. 
f. The Mayor is responsible to keep the Council informed of any measures to improve the financial status and welfare of the community. 
g. The Mayor along with the Administrator signs the cheques for all payments made on behalf of the municipality. 
h. The Mayor must advise Council of any audit report outlining any negligence, irregularity, or discrepancy found in the books or accounts of the municipality. 
i. When the financial statement is complete and verified by the auditor, the Mayor presents a copy to the Council at their next meeting. 
j. The Mayor may, as necessary, request the Administrator to call a special meeting. 
k. The Mayor shall call a public meeting at the authorization of Council after receiving a petition requesting one. 
l. If necessary, the Mayor appoints a person as an acting member of the board of revision. 
m. If a returning officer is unable to act during a municipal election, the Mayor can appoint a person to act in the place of the returning officer. 
Additional Powers: 
The Mayor may, without a warrant, seize any vehicle left on a municipal road at a place or in a manner that constitutes a hazard to other users of the road or road allowance (MA, Sec.201).
[bookmark: _Toc48293729][bookmark: _Toc48307703][bookmark: _Toc48570237][bookmark: _Toc1086503299][bookmark: _Toc103866956]Deputy Mayor
The Council must appoint one of its members to Deputy Mayor who has, during the absence, illness, or other disability of the Mayor, all the powers and is subject to the same rules as the Reeve. 
[bookmark: _Toc48293730][bookmark: _Toc48307704][bookmark: _Toc48570238][bookmark: _Toc1418734254][bookmark: _Toc103866957]Code of Ethics
As members of Council, it is recognized that our actions have an impact on the lives of all residents and property owners in the community. Fulfilling Council obligations and discharging our duties responsibly requires a commitment to the highest of ethical standards. 
The quality of the public administration and governance of the Town of Anytown, as well as its reputation and integrity, depends on our conduct as elected officials. 
It is understood there are occasions when Council finds it necessary to adopt additional rules of conduct to protect the public interest and support public confidence ant trust in the local government. 
a. Honesty:  Council members must be truthful and open both as members of Council and as members of the community.
b. Objectivity: Council members are expected to make decisions carefully, fairly, and impartially. Council members are expected to know and act in accordance to conflict of interest legislation. 
c. Respect: Council is expected to treat people with dignity, understanding and respect. 
d. Members of Council shall not engage in discrimination, bullying, or harassment in their roles as members of Council. They shall not use derogatory language towards others, shall respect the rights of other people and groups, shall treat people with courtesy, and shall recognize the importance of the different roles others play in local government decision making. 
e. Transparency and Accountability: Council is expected to conduct business so that citizens can clearly see how and why a decision was made. Only those discussions that are authorized by the Municipalities Act can be dealt with in closed sessions to allow for transparency. 
f. Members of Council are held responsible for the decisions that they make. This responsibility includes acts of commission and omission. 
g. Confidentiality: Council is expected to keep information learned during performing their official duties confidential, except when compelled by law or with authorization of Council. Council may not take advantage of or obtain private benefit from information that is obtained during or because of their official duties or position and that is not in the public domain. This includes compliance with the Local Authority Freedom of Information and Protection of Privacy Act in their capacity as members of Council of a local authority.  
h. Council members are not allowed to benefit from their role as community leaders. Not only are Council members not allowed to benefit financially, but they must also even excuse themselves from decision making around situations where they can be proven to have an interest. 
i. Leadership and Public Interest: The community expects Council to serve the citizenry and act in the best interests of the municipality. A member of Council is expected to focus on issues important to the community and demonstrate leadership, to build and inspire the public’s trust and confidence in local government. Members of Council are expected to perform their duties in a manner that bears close public scrutiny and shall not provide the potential or opportunity for personal benefit, wrongdoing, or unethical conduct. Acting for personal benefit, wrongdoing or unethical conduct is not tolerated by the community. 
j. Responsibility: The community expects Council members to know and act in accordance with legislation, disclose conflicts of interest, follow policies and procedures of the municipality and exercise powers strictly for the purposes for which they were elected. This duty includes disclosing actual or potential conflicts of interest, either financial or otherwise relating to their responsibilities as members of Council, following policy and procedures of the municipality. Every member of Council is individually responsible for preventing potential and actual conflicts of interest. 
k. The community requires Council to establish a process for dealing with contraventions of the code that describes remedial actions available to Council. The complaint handling process needs to be based on the principles of fairness, accessibility, responsiveness, and efficiency.  

[bookmark: _Toc48307705][bookmark: _Toc48570239][bookmark: _Toc2134379865][bookmark: _Toc103866958]Contravention to Code of Ethics
As required by clause 93.1(5)(c)of The Municipalities Act, the following details the process for handling contraventions of the Council Code of Ethics: 
a. To report an alleged contravention, an individual/organization/member of Council may submit the form found in Schedule A, by sending the form to the Administrator by mail, email, or courier. The complaint will be presented to Council at the next regular meeting in an in-camera session. 
b. Council is expected to discuss the complaint and take necessary steps to ensure the complaint is valid. 
c. All discussions about the matter are to be kept confidential and only to be discussed by Council at an in-camera session. 
d. If the claim is substantiated Council may, by resolution, impose an appropriate penalty including: 
· A written or verbal apology by the member of Council to the impacted individual(s), Council and/or general public
· Educational training on ethical and respectful conduct.
· Repayment of money/gifts received.
· Removal of the Member from Council Committees and/or bodies
· Dismissal of the Member from a position of Chairperson of a committee.
· Reprimand. 
[bookmark: _Toc48293731][bookmark: _Toc48307706][bookmark: _Toc48570240][bookmark: _Toc103866959][bookmark: _Toc183678209]Regular meetings	Comment by Lorri Matthewson: In some of the examples availabe, this section speaks to Council Development and speaks to MLDP classes, 
a. Council has regular meetings set for the first and second Thursday of each month, commencing at 7:00 PM, except for July and August. 	Comment by Lorri Matthewson: Please note the time, and change as required. 
b. Changes to the time, date and place are made with 24 hours notice; Council members are advised by email or telephone, and public notification is made via social media. 
c. Council may schedule the next meeting date at a Council meeting.
d. Regular meetings may be held with less than 24 hours notice to Council or to Committee members or to the public if all members of the Council sign a waiver of notice beginning of the meeting.[footnoteRef:6]  [6:  Municipalities Act, Section 122] 

[bookmark: _Toc48293732][bookmark: _Toc48307707][bookmark: _Toc48570241][bookmark: _Toc781739353][bookmark: _Toc103866960][bookmark: _Hlk47354963]Meeting Procedures
a. All municipal business must be conducted at a properly constituted meeting (MA, Sec. 119 and 120). 
b. Council must hold the first meeting within 31 days of the annual election at a time and place specified by the Administrator. 
c. Council conducts meetings using parliamentary procedures. Council motions are not required to be seconded. 
d. Every member of Council must vote on all resolutions. Refraining from voting is considered the same as voting in the negative. The Administrator is required to record each abstention and the reasons for the abstention in the minutes. (MA Sec. 99, 100, and 102). 
e. If there is a tied vote, that means the bylaw or resolution has been defeated. 
f. A recorded vote may be requested by any Council member; however, the request must be made before the vote. The minutes then show the names of the Council present, and how they voted. 
g. All council meetings and committee meetings must be open to the public. Any person considered to be guilty of improper conduct may be expelled and excluded from the meeting by the Mayor. 
h. Council or Council committees may close all or part of a meeting to the public only if the matter to be discussed is within one of the exceptions of Part III of The Local Authority Freedom of Information and Protection of Privacy Act or if it concerns long range or strategic planning, however all bylaws or resolutions must be voted on in open public meeting of Council. 
i. A majority of Council members, including the Mayor constitutes a quorum and is necessary to conduct business. A quorum is maintained throughout the meeting. 
j. A quorum is not impacted if a member declares a conflict of interest and removes themselves from a discussion. 


[bookmark: _Toc48293733][bookmark: _Toc48307708][bookmark: _Toc48570242][bookmark: _Toc1419302450][bookmark: _Toc103866961]Special Meetings
Council may hold special meetings to deal with specific issues. The special meeting must be called using written notice at least 24 hours prior to the day of the meeting. If the notice is mailed, it needs to be sent at least 7 days in advance. 
k. The meeting may be held without notice if all members are present and if Council adopts a resolution with a unanimous vote to waive notice. 
l. No business other than that stated in the notice is to be discussed at a special meeting unless all members or Council are present and vote unanimously in favor of conducting other busines. 
[bookmark: _Toc48293734][bookmark: _Toc48307709][bookmark: _Toc48570243][bookmark: _Toc1122799033][bookmark: _Toc103866962]Meetings by Electronic Means
Council and committee meetings can be conducted by electronic means such as telephone, email, and online or other communication technology provided:
a. The public was provided notice of the meeting and how the meeting was conducted
b. There is a means provided to the public where they can hear the proceedings
c. The Administrator is resent at the place specified in the notice
d. All participants to communicate adequately with each other during the meeting
e. Members of Council who participate using electronic means are counted as present at the meeting. 
[bookmark: _Toc48293735][bookmark: _Toc48307710][bookmark: _Toc48570244][bookmark: _Toc539824465][bookmark: _Toc103866963]Meetings—Administrator Substitute
It is the Administrator’s duty to record the minutes of all Council meetings. However, in the event the Administrator is unavailable to record the minutes, Council is expected to appoint a person to record the minutes of the meeting. 
A member of Council cannot be appointed as an employee of the municipality[footnoteRef:7], however, it could be another employee of the municipality or someone unassociated with the municipality.  [7:  Municipalities Act, Section 112] 

[bookmark: _Toc48293736][bookmark: _Toc48307711][bookmark: _Toc48570245][bookmark: _Toc645500514][bookmark: _Toc103866964]Committee of the Whole:
A Committee of the Whole is when the whole Council forms a committee to carry out full discussion of a subject in a less formal manner than is required by a meeting of Council. The Committee of the Whole cannot enact resolutions. 
It is not necessary to keep minutes of the Committee of the Whole. The minutes of the Council Meeting record:
a. The resolution to go into Committee of the Whole
b. The report or recommendation from the committee
c. That the Council meeting has been reconvened
d. The action or non-action taken by Council 
[bookmark: _Toc48293737][bookmark: _Toc48307712][bookmark: _Toc48570246][bookmark: _Toc1264525261][bookmark: _Toc103866965]Pecuniary Interest
A Council member has a pecuniary interest when they or someone in their family has a controlling interest or is a director or senior officer of a corporation that could make a financial profit or be adversely affected financially by a decision of Council. 
It is not considered to be a pecuniary interest in any matter where the Council member has as a voter, taxpayer, or utility customer of the municipality. 
[bookmark: _Toc48293738][bookmark: _Toc48307713][bookmark: _Toc48570247][bookmark: _Toc1675922782][bookmark: _Toc103866966]Conflict of Interest
A Council member has a conflict of interest, certainly when there is a pecuniary interest, but also when a personal interest of a Council member conflicts with the public interest (what is in the best interest of the entire municipality), or with his or her duty as a public official[footnoteRef:8].  [8:  The Ombudsman, Nov. 2016] 

[bookmark: _Toc48293739][bookmark: _Toc48307714][bookmark: _Toc48570248][bookmark: _Toc878261149][bookmark: _Toc103866967]Disclosure of Pecuniary Interest or Conflict of Interest
It is the duty of the individual Council member to determine whether he or she has a conflict of interest. It is on the onus of the Council member to: 
1. Declare the interest prior to any discussion on the matter
2. Abstain from voting on any question relating to the matter
3. Abstain from discussion of the matter 
4. Leave the meeting while the matter is being discussed and voted on
The member shall not attempt to influence the voting in any way, either before, during or after the meeting. 
The Administrator is expected to note any abstention or disclosure in the minutes. 
1. If the number of Council members declaring a conflict of interest results in loss of quorum, the remaining members are a quorum unless there are fewer than 2. 
2. If all but one of the members declares a conflict of interest, the Council makes a resolution to apply to a judge of the court to consider the matter. 
3. These procedures apply to all Council meetings and Council Committees. 
[bookmark: _Toc48293740][bookmark: _Toc48307715][bookmark: _Toc48570249][bookmark: _Toc166123281][bookmark: _Toc103866968]Committees
Council Committees are special committees set up by resolution and are made up of only members of Council. The Mayor is an ex-officio member of all Council committees. Meetings of these committees are typically informal. 
1. Council may establish standing committees for any purpose they see fit. Typically, committees consider and research the matter that has been assigned to it, and reports to Council with or without a recommendation. 
2. Special committees may be established to deal with a specific problem or issue, and then cease to exist with the problem or issue is addressed.  
3. The whole Council may sit as a Committee as a Whole.
Procedures
Mayor and council are expected to:
1. Know the duties of their positions outlined in The Municipal Councillors Handbook (March 2019) pages 5-8.  
2. Understand the Municipalities Act, Saskatchewan Labour Code, Occupational Health and Safety, Labour Standards Act, Freedom of Information and Privacy Act, The Local Authority Freedom of Information and Privacy Act, The Public Interest Disclosure Act, or any other Act required. 
3. https://pubsaskdev.blob.core.windows.net/pubsask-prod/95528/110331-Council-Members-Handbook.pdf
4. Councillors must read the Municipal Councillors Handbook (March 2020) included in the policy manual.
5. Professional development of Council and staff is paid by the Town of Anytown.
6. Councillors can register for the Municipal Leadership Development Program (MLDP) course modules through MLDP.ca
7. The Town of Anytown will not reimburse fees for any uncompleted course.
8. Councillor’s Indemnity and travel will be paid by The Town of Anytown.
9. Know how to develop and evaluate policies, services, and programs of the municipality.
10. Have a working knowledge of the administrative process.

EFFECTIVE DATE
This policy takes effect MONTH/DAY/YEAR
_________________________________________________
Signature of Administrator
_________________________________________________
Signature of Mayor 

[bookmark: _Toc15030871][bookmark: _Toc48570257][bookmark: _Toc116222746][bookmark: _Toc103866970]Council Remuneration
[bookmark: _Toc48307723][bookmark: _Toc48570258][bookmark: _Toc46075640][bookmark: _Toc103866971]Purpose of the Council Remuneration Policy:
The purpose of the council remuneration policy is to clearly state the remuneration rates of the Mayor and Members of Council for the Town of Anytown and the process for claims.
[bookmark: _Toc48307724][bookmark: _Toc48570259][bookmark: _Toc716709275][bookmark: _Toc103866972]Applies to:
1. Mayor and Council both while acting on behalf of the community during regular meetings and as representatives of the community when attending conventions, conferences, or committee meetings. 
2. Others when acting as representatives of the Town of Anytown. 
[bookmark: _Toc48307725][bookmark: _Toc48570260][bookmark: _Toc1366508523][bookmark: _Toc103866973]Legislation:
This policy references The Municipalities Act 2005, c.M-36.1, s.82.
[bookmark: _Toc48307726][bookmark: _Toc48570261][bookmark: _Toc984256136][bookmark: _Toc103866974]Policy
1. Remuneration: 
a. The remuneration paid to the Mayor, as established by Council is $235.00 per meeting less an income tax deduction of $60.00 per meeting. 
b. The remuneration paid to each Councillor as established by Council is $200.00 per meeting less an income tax deduction of $50.00 per month. 
c. There are 2 meetings per month for Mayor and Council. 

2. General:
a. When a member of Council is appointed to a board or committee that is under the Town jurisdiction, that member receives a $50.00 flat rate per meeting. 
b. When a member of Council is expected to attend a “special meeting” of Council, they receive a $50.00 flat rate per meeting.
c. When the Mayor is expected to attend a “special meeting” or is appointed to a committee or a board they receive a $60.00 flat rate per meeting. 
d. Except as outlined in this policy no member of Council receives or accepts any remuneration, employment, or other payment in respect of his or her services, except when acting as a representative. 



3. Representative: 
a. A person being appointed by Council and attending a meeting or an appointment or conference on behalf of Council for the benefit of the Town of Anytown is a representative. 
b. A person, if instructed by the Administrator, or Council is supervising an operation of the Town, they too are a representative. 
c. Representatives are compensated at:
d. $50.00 per ½ day (5 hours or less)
e. $125.00 per full day (5 hours or more). 
f. .75 per kilometre
g. Hotel or Motel accommodation is booked and paid in advance by the Town of Anytown. 
h. If representatives choose to book and pay for their own accommodation, they may be reimbursed by the Town provided they submit receipts. 
i. A food and beverage allowance of up to $60.00 is provided by the Town of Anytown and is reimbursed to the representative based on receipts verifying the expense. 
j. Representatives are to fill out the expenses on the form provided by the Town Office, and to submit this form along with their receipts for reimbursement. 
[bookmark: _Toc48307727][bookmark: _Toc48570262][bookmark: _Toc128488530][bookmark: _Toc103866975]Procedure:
a. Mayor and Council members, staff and representatives must keep an itemized log of the time spent attending meetings, type of meeting and mileage incurred. 
b. Expense vouchers with an itemized description of expenses for remuneration and mileage and any other authorized expenses will be submitted to the administrator for reimbursement.

EFFECTIVE DATE
This policy takes effect March 11th, 2020
_________________________________________________
Signature of Administrator
_________________________________________________
Signature of Mayor



[bookmark: _Toc48570263][bookmark: _Toc1693320070][bookmark: _Toc103866976]Council Meeting Policy
PURPOSE:
To provide Council with direction pertaining to Council meetings. Subsection 122(1) of The Municipalities Act states that a Council may hold regularly scheduled council or committee meetings on specified dates, times, and places. The purpose of this policy is to:
a. To set the dates of the regular council meetings
b. To set the dates of a special council meetings 
c. To set the dates of committee meetings
d. To set the end date for submission of items for Council meetings
e. To support the Administration to prepare meeting packages
f. To facilitate public attendance at meetings
scope:
This policy applies to Council, Administration and the General Public wishing to attend Council meetings. 
legislation and source:
 The Municipalities Act pg. 85, Part VI, Public Accountability
procedures:
g. Regular Council Meetings are held on the first and third Tuesday of every month unless a member of Council or Administration determines it needs to be changed. 
h. Council must give appropriate notice to other members of Council as to any change in date. 
i. Council must give appropriate notice to the public as to any changes to meeting time
j. Council, after a general election, holds its first meeting within 31 days of the election at the Town Office. 
k. Notification of a meeting or a change of meeting may be made personally, or by leaving a message at a place of residence or work, by regular mail, telephone or voice mail, fax or email at the number or address provided by the member.
l. Council is considered to have given sufficient notice by posting a written notice at the municipality office, or by any other manner as specified by the Council. 
m. For an item to be included on the agenda, they must be submitted to the Town Office 
n. When there is a need for a special meeting, the Administrator is notified, who then arranges the meeting.
o. Councillors who oversee committees are expected to call committee meetings and/or attend meetings that are called by others and to report to Council. 
p. Citizens have a right to be present at council meetings that are conducted in public unless the person presiding at the meeting expels the person for improper conduct. The public is welcome to attend. 
 
EFFECTIVE DATE
This policy takes effect MONTH/DAY/YEAR
_________________________________________________
Signature of Administrator
_________________________________________________
Signature of Mayor




[bookmark: _Toc48570268][bookmark: _Toc1436046627][bookmark: _Toc103866981]Council Meeting Packages
[bookmark: _Toc48307730][bookmark: _Toc48570269][bookmark: _Toc103866982][bookmark: _Toc250394964]Purpose: 
The purpose of this policy is to clarify the process around Council Meeting packages and to clarify how these are used in context with Council responsibility to conduct Council and committee meetings transparently and in public.  
[bookmark: _Toc48307731][bookmark: _Toc48570270][bookmark: _Toc103866983][bookmark: _Toc340041737]Scope: 
This policy applies to Council and is carried out by Town administrative staff.
[bookmark: _Toc48307732][bookmark: _Toc48570271][bookmark: _Toc103866984][bookmark: _Toc1539988341]Legislation and Source: 
a. The Municipalities Act (Part III or Section 120 (2) & (3) of The Municipalities Act
b. Town of Whitewood Draft
c. The Local Authority Freedom on Information and Protection of Privacy Act
[bookmark: _Toc1959692363][bookmark: _Toc48307733][bookmark: _Toc48570272][bookmark: _Toc103866985] Procedures: 
d. The CAO or delegate posts an agenda on the website no later than Monday preceding the meeting. 
e. That CAO report, accounts for approval and financial statements can be made available to the public at no charge via website or email upon request
f. The CAO, acting on behalf of Council reserves the right to withhold any documentation that would compromise the personal information of another. 

EFFECTIVE DATE
This policy takes effect MONTH/DAY/YEAR
_________________________________________________
Signature of Administrator
_________________________________________________
Signature of Mayor


[bookmark: _Toc1710378501][bookmark: _Toc103866986]Inclusive Hiring Policy
[bookmark: _Toc48307735][bookmark: _Toc48570274][bookmark: _Toc1029793259][bookmark: _Toc103866987]Purpose:
The purpose of this policy is to cultivate a respectful workplace through inclusive hiring policy.
[bookmark: _Toc1297965261][bookmark: _Toc48307736][bookmark: _Toc48570275][bookmark: _Toc103866988] Applicability:
The Town of Anytown treats all present and prospective employees and customers with respect and maintains a work environment free from all forms of discrimination prohibited by The Saskatchewan Human Rights Code.
This policy applies to all aspects of employment, including, but not limited to: recruitment, selection, placement, training and development, promotion, compensation, benefits, termination, provision of services, and the work environment.
The Town of Anytown will not tolerate, nor should its employees tolerate or engage in, any form of discrimination prohibited by The Saskatchewan Human Rights Code.
Work-related conferences, business trips, social functions, contract sites, and job interviews are all examples of when this policy applies.
[bookmark: _Toc48307737][bookmark: _Toc48570276][bookmark: _Toc1251796213][bookmark: _Toc103866989]Legal Framework:
This policy focuses upon the rights and obligations set out in 
a. The Saskatchewan Human Rights Code. 
b. The Occupational Health and Safety Act, 1993.
[bookmark: _Toc48307738][bookmark: _Toc48570277][bookmark: _Toc2070930263][bookmark: _Toc103866990]Definitions:
a. The Complainant is the person who makes a complaint or brings a discrimination issue to the attention of the employer.
b. The Respondent is the person whose behaviour is being complained about.
c. Discrimination is the harmful treatment of an individual or group, based on certain personal characteristics. The Saskatchewan Human Rights Code establishes which characteristics (referred to as “prohibited grounds”) are covered. They are: mental or physical disability, age (18 and over), religion or religious creed, family status (being in a parent-child relationship), marital status, sex (including pregnancy and gender identity), sexual orientation, ancestry, colour, race or perceived race, nationality, place of origin, and receipt of public assistance (provincial).
d. Discrimination does not need to be intentional to be illegal. For example, a rule or policy may be developed for good business reasons but have an unintended, significant negative effect on a certain group of employees.
Systemic discrimination occurs when structural barriers or widespread stereotypes and assumptions bar certain groups of people from full participation in activities covered by The Saskatchewan Human Rights Code. 
Prohibited Grounds are those personal characteristics that are covered by The Saskatchewan Human Rights Code - see the definition of “Discrimination” above. They are called prohibited grounds because discrimination based upon those personal characteristics is prohibited.
Accommodation is the process of making changes or adjustments that eliminate discriminatory barriers to equal participation and enjoyment of opportunities in employment, education, public services, and other areas covered by The Saskatchewan Human Rights Code. Accommodation means focusing on inclusion and flexibility, rather than on just one way of doing things.
The Duty to Accommodate requires employers, service providers, and others covered by The Saskatchewan Human Rights Code to accommodate needs related to a prohibited ground of discrimination, up to the point of undue hardship. This duty extends to both employees and clients. The duty to accommodate is a requirement to integrate diversity into public services and the workplace and may entail changing office space, policies, practices, and/or behaviours
Undue Hardship describes the limit on the duty to accommodate for employers, service providers, and others covered by The Saskatchewan Human Rights Code. Undue hardship can only be defined on a case-by-case basis as its determination relies on the specific facts of each case. The point of undue hardship is only reached when the employer or service provider has done everything possible to accommodate a need. Some factors which courts have considered in their determinations of what constitutes undue hardship include: a threat to health or safety, major economic impact, disruption to a collective bargaining agreement, diminished morale, interchangeability of workforce and facilities and size of workplace. This list is not exhaustive, rather demonstrative.
Undue hardship cannot be established by personal preferences based on ancestry, gender or any other of the prohibited grounds under The Saskatchewan Human Rights Code.
Mediation is a collaborative process of communication and solution-seeking between the employer, employee, and the union where applicable, that leads to the resolution of a matter. This process can also be referred to as early resolution, settlement, conflict resolution, or alternative dispute resolution. Mediation is a consensual process and should only be undertaken if the parties agree to it.
Investigation is a fair and impartial fact-finding process which leads to a decision and action by the employer.
[bookmark: _Toc48307739][bookmark: _Toc48570278][bookmark: _Toc1415267954][bookmark: _Toc103866991]Roles and Responsibilities:
Employer:
The Town of Anytown will not discriminate against any present or prospective employee, patron, client, contractor, or volunteer, nor will the Town of Anytown tolerate discriminatory practices within the workplace, including systemic discrimination, The Town of Anytown will take all complaints seriously, investigate them, and promptly correct actions or practices determined to be discriminatory. The Town of Anytown will maintain the confidentiality of employee records and investigation of complaints to the extent possible.
The Town of Anytown is committed to providing a discrimination-free environment where people can work and conduct business. 
The employer is aware and complies with duty to accommodate legislation, and when appropriate works with the union to determine the best accommodation possible right up to the point of undue hardship.  
Managers and Supervisors
Council, Administration and Supervisors of The Town of Anytown are expected to lead by example and to act respectfully in dealings with employees, clients, and patrons. Managers and supervisors will ensure that employees are aware of this policy and comply with this policy.
Employees
Employees have a right to a discrimination-free working environment. Employees have an obligation not to participate in or encourage discriminatory practices.
Residents
Residents have the right to receive non-discriminatory service(s). The Town of Anytown values its employees’ rights and in cases where clients or patrons do not treat employees with respect, The Town of Anytown will take steps to protect its employees from discrimination.
procedures:
1. How to make a complaint 
A person wishing to make a complaint of discrimination can consult and file a complaint with the Administrator. If a complaint is against the person designated to handle initial complaints, the complainant can consult and file with the Mayor. 
2. Once a complaint has been filed
Once a complaint has been filed the Town of Anytown undertakes an investigation immediately. In instances where there is an alleged respondent, as opposed to alleged systemic discrimination, the respondent will be notified immediately.  The complainant and the respondent will both be interviewed along with any individuals who may be able to provide relevant information.
Where the alleged discrimination is an organizational practice or procedure, that practice or procedure will be investigated immediately.  Where the investigation finds systemic discrimination within the organization, that practice or procedure will be changed promptly.
3. Mediation
The Town of Anytown supports resolving matters through mediation if it is consistent with organizational duties, obligations, and needs. Mediation can only be undertaken voluntarily. If both parties agree to participate, matters may be resolved through mediation in the following circumstances.

Once the matter has been investigated and the Town of Anytown has determined the facts of the case, the Town of Anytown may use mediation to develop appropriate solutions to the complaint; and
In rare instances where the incident is an isolated event and the parties do not dispute the facts, the Town of Anytown will act diligently to ensure that matters are dealt with in a manner that ensures the safety and protection of everyone within the organization.
1. Timeliness
The Town of Anytown will investigate all complaints immediately and will work towards the prompt resolution and prevention of discriminatory acts and practices.

2. Fairness
All complaints will be investigated in the same manner with the aim of promoting fairness and equality.

3. Confidentiality and the Right to Privacy
The Town of Anytown will preserve the confidentiality of all individuals involved in a discrimination complaint. The preservation of confidentiality may be affected by the employer’s duty to prevent discrimination in/at the Town of Anytown and by the alleged respondent’s right to know the nature of the complaint being made against them and who has made it so that they can respond.

4. Protection Against Retaliation
Retaliation against any individual who has or may file a complaint, provide information relevant to a complaint, or testify in a proceeding under The Saskatchewan Human Rights Code is against the law and will not be tolerated by the Town of Anytown.

5. Documentation
All meetings, discussions and steps taken in a mediation or investigation with respect to the alleged discrimination will be documented. Documents relating to a complaint will be kept in a secure location.

If the investigation fails to find evidence to support the complaint, no documentation concerning the complaint will be placed on the file of the respondent. The Town of Anytown will retain all documentation for 5 years for informational purposes if there is an internal appeal, or a complaint filed with an outside agency.

6. Outcomes and Remedies
The Town of Anytown will act swiftly to ensure that the discriminatory practice is stopped as soon as possible and may remedy the situation in several ways. Where the investigation determines that discrimination has occurred, or the matter has been successfully mediated, outcomes may include moving the respondent to another department, changing the respondent’s job duties, or a letter of apology. Actions taken to remedy a discriminatory situation should not have a negative effect on the complainant. The main concerns of the employer will be to ensure that the discrimination ends and to restore workplace harmony.

7. Discipline
If the investigation indicates discrimination has occurred, the respondent will be disciplined appropriately.

8. Reporting Back
The Town of Anytown will provide both parties with written confirmation of findings, indicating either that the investigation found evidence to support the complaint and the resultant “next steps,” or that there is no evidence to support the complaint and the matter has been closed.
If the complaint is settled through mediation, the parties will receive written confirmation of the agreed upon terms of settlement and documentation related to the process will be kept on the respondent’s file.

When the Town of Anytown determines that systemic discrimination has occurred because of one of its practices or procedures, all employees of the Town of Anytown will be notified in writing of the finding and the resultant change in practice or procedure.
[bookmark: _Toc944743138][bookmark: _Toc48307741][bookmark: _Toc48570280][bookmark: _Toc103866993] Appeal Process
Within 15 days, either the complainant or the respondent may make a written request that an investigation be reviewed stating which aspect of the investigation is inadequate. The request must be submitted to the Administrator who will determine if the investigation is to be re-opened to address the concerns raised.
[bookmark: _Toc944308260][bookmark: _Toc48307742][bookmark: _Toc48570281][bookmark: _Toc103866994] Right to File a Complaint with Outside Agency
[bookmark: _Toc48307743][bookmark: _Toc48308827]This policy is meant to provide effective mechanisms for preventing and addressing discrimination in this workplace. However, every employee also has the right to file a complaint with an outside agency such as the Saskatchewan Human Rights Commission4, the Workers’ Compensation Board5, or the Occupational Health and Safety Division of the Labour Standards Branch of the Saskatchewan Ministry of Advanced Education, Employment and Labour6.
9.0 EFFECTIVE DATE

This policy takes effect April 1st, 2019
_________________________________________________
Signature of Administrator


[bookmark: _Toc48570282][bookmark: _Toc1321309810][bookmark: _Toc103866995]Harassment Policy
[bookmark: _Toc48307745][bookmark: _Toc48570283][bookmark: _Toc1170745834][bookmark: _Toc103866996]Purpose of the Harassment Policy:
The purpose of the policy is to ensure no worker is subjected to harassment at the place of employment, and to provide training to workers about what constitutes harassment, and the procedure that needs to be followed if harassment occurs. “Harassment” means any objectionable conduct, comment, or display by a person that: 
[bookmark: _Toc48307746][bookmark: _Toc48570284][bookmark: _Toc1344601275][bookmark: _Toc103866997]Definitions:
1. Harassment based on prohibitive grounds includes any inappropriate conduct, comment, display action or gesture by a person that: 
a. Is made on the basis of race, creed, religion, colour, sex, sexual orientation, marital status, family status, disability, physical size or weight, age, nationality, ancestry or place of origin, and constitutes a threat to the health or safety of the worker. 
b. Is of a sexual that is offensive, unsolicited, or unwelcome and can include:
1) A direct or implied threat of reprisal for refusing to comply with a sexually oriented request
2) Unwelcome remarks, jokes, innuendos, propositions or taunting about a person’s body, attire, sex, or sexual orientation
3) Displaying pornographic or sexually explicit pictures or materials
4) Unwelcome physical contact
5) Unwelcome invitations or requests, direct or indirect, to engage in behavior of a sexual nature
c. Refusing to work with or have contact with workers because of their sex, gender, or sexual orientation
d. Certain types of conduct not specifically directed at an individual, such as displaying a poster or making comments that are overheard by another worker, can be considered harassment on prohibited grounds. 
2. Personal Harassment is sometimes referred to as bullying. It includes any inappropriate conduct that: 
a. Adversely affects a worker’s psychological or physical well-being. 
b. Would cause the worker to be humiliated or intimidated; and constitutes a threat to the health and safety of the worker. 
Typically, personal harassment involves repeat occurrences, however, a single incident may also constitute personal harassment if serious or severe and is shown to have a lasting harmful effect on a worker. Personal harassment includes but is not limited to: 
a. Verbal or written abuse or threats
b. Insulting, derogatory, or degrading comments or gestures
c. Personal ridicule or malicious gossip
d. Work sabotage
e. Refusing to work or co-operate with others
f. Interference with, or vandalism of personal property
All incidences of inappropriate conduct should be appropriately addressed to ensure the workplace remains respectful and harassment free. 	
3. What is not harassment:
Day to day management or supervisory decisions are not considered to be harassment even if they have unpleasant consequences including:
a. Work assignments
b. Implementation of a dress code
c. Disciplinary actions
[bookmark: _Toc1636783289][bookmark: _Toc48307747][bookmark: _Toc48570285][bookmark: _Toc103866998] Applicability: 
This policy applies to the Mayor, Deputy Mayor, Council, Committees of Council, employers, and contractors.   
All concerned are expected to know what constitutes harassment, and to conduct themselves accordingly. 
a. Every worker is entitled to a working environment free of harassment.
b. No workers shall cause or participate in the harassment of another worker.
c. The Town of Anytown ensures that no worker is subjected to harassment by anyone.
d. Managerial actions must be carried out in a manner that is reasonable and not abusive.
e. All employees, including managers and supervisors have a responsibility to ensure appropriate conduct in the workplace.
f. Employees are required to refrain from causing or participating in the harassment of another worker both when on and off duty. 
g. Employees are expected to co-operate with harassment complaint investigations. 
By law, an employer is responsible to ensure a harassment free workplace, and so in addition to this policy must: 
a. Ensure, as much as reasonably practical, that employees are not exposed to harassment in the workplace, including harassment that occurs outside of regular work hours and locations, such as conferences, or employer sponsored social events. 
b. Ensure that members of the community are not allowed to harass staff. 
c. Promote awareness through information meetings and training on harassment prevention. 
[bookmark: _Toc48307748][bookmark: _Toc48570286][bookmark: _Toc63473510][bookmark: _Toc103866999]Legislation and Source:
This policy references: 
a. The Occupational Health and Safety Regulations, 1996; Section 36
b. Saskatchewan Human Rights Code: Sections 16, 17,18 and 27. 
c. The Saskatchewan Employment Act:
[bookmark: _Toc528524679][bookmark: _Toc48307749][bookmark: _Toc48570287][bookmark: _Toc103867000] Procedure:
All complaints of harassment are taken seriously. Council respects the rights of all concerned. Anyone who has been harassed is encouraged to follow these steps. 
a. Tell the person who is harassing you to stop. 
b. Where this cannot be done, or is unsuccessful, the worker reports the behavior to their immediate supervisor, either the Administrator or the Public Works Foreman. 
c. If the complaint is not resolved, the worker reports the incident(s) to the Mayor. 
d. In the event the complaint is against the Mayor, then the worker reports to the Deputy Mayor. 
e. Once a report is received, the Administrator, the Mayor of the Deputy Mayor informs the person accused of harassment of the nature of the complaint and begins a confidential investigation. 
f.  Once the investigation is concluded, both the complainant and the person accused of harassment are informed of the results. 
g. No action will be taken against a worker if it has been determined they acted in good faith, 
h. Where harassment has been substantiated, the Administrator, the Mayor or the Deputy Mayor will take appropriate action to resolve the complaint, and if considered necessary by Council will seek legal advice to determine the appropriate action. 
i. Confidentiality is expected. Neither the identity or the circumstances of the complaint will be disclosed by the Administrator, Mayor or Deputy Mayor, except where disclosure is necessary as part of an investigation, or as part of disciplinary action, or where required by law. 
j.  Nothing in this policy prevents or discourages a worker from referring a harassment complaint to Occupational Health and Safety or under the Saskatchewan Human Rights Code. 
k. As a worker, you have the right to request the assistance of the Occupational Health and Safety (OHS) Division. If your employer failed to take reasonable steps to address the issue you can ask for help by calling OHS at 1-800-567-7233.

EFFECTIVE DATE
This policy takes effect MONTH/DAY/YEAR
_________________________________________________
Signature of Administrator
_________________________________________________


[bookmark: _Toc48570288][bookmark: _Toc1243070000][bookmark: _Toc103867001]Domestic Violence Policy
[bookmark: _Toc48307751][bookmark: _Toc48570289][bookmark: _Toc103867002][bookmark: _Toc755452847]Purpose: 
The purpose of this policy is to communicate the Town of Anytown’s responsibility to provide abuse survivors with up to 5 days paid leave and 5 days unpaid leave in the event of interpersonal violence. 
[bookmark: _Toc48307752][bookmark: _Toc48570290][bookmark: _Toc103867003][bookmark: _Toc176727674]Standards: 
This policy applies to an employee, or an employee’s child or a person for whom an employee is a caregiver, and who has been the victim of interpersonal violence or sexual violence, and the employee requires time off to: 
a. Seek medical attention
b. Obtain services from a victim’s services organization
c. Obtain psychological or other professional services
d. Relocate, either temporarily or permanently; or
e. Seek legal or law enforcement assistance and attend court appearances.
Employees must have worked for an employer for a minimum of 13 weeks and will be required to provide evidence of the services being received if the employer requests it. This could be written confirmation from:
a. a social worker.
b. a member of the College of Psychologists.
c. a medical doctor.
d. a practicing member of the Saskatchewan Registered Nurses Association or the Registered Psychiatric Nurses Association of Saskatchewan.
e. a member of the Royal Canadian Mounted Police or another police service; or
f. another person approved by the employer who is employed by an agency or organization that provides emergency or transitional shelter or support for victims of interpersonal violence.
Leave can be taken in whole or in shorter blocks of a few hors or a few days to a total of five paid working days, and five unpaid working days. 
[bookmark: _Toc48307753][bookmark: _Toc48570291][bookmark: _Toc785043885][bookmark: _Toc103867004]Legislation and Source:
This policy is compliant with Chapter 31-The Saskatchewan Employment (Interpersonal Violence Leave) Amendment Act, 2017. 
[bookmark: _Hlk48128311]EFFECTIVE DATE
This policy takes effect MONTH/DAY/YEAR
_________________________________________________
Signature of Administrator
_________________________________________________
Signature of Mayor
[bookmark: _Toc48570292][bookmark: _Toc23501720][bookmark: _Toc103867005]Municipal Employee Code of Conduct
purpose:
a. To help employees clearly understand what is meant by ethical behavior in the workplace
b. To make employees be aware that failing to follow the Code of Conduct may result in disciplinary action up to and including dismissal. 
c. To help employees understand the ‘duty of loyalty’ inherent to public service positions. 
d. To support employees to understand their obligations as public employees.
Our values are: 
e. Respect for democracy
f. Respect for people
g. Integrity
h. Stewardship 
i. Excellence
[bookmark: _Toc1782666182][bookmark: _Toc48307756][bookmark: _Toc48570294][bookmark: _Toc103867007] Applicability: 
This policy applies to all employees, term employees, employees who are on leave, casual, seasonal, and part-time workers. 
[bookmark: _Toc48307757][bookmark: _Toc48570295][bookmark: _Toc1935876348][bookmark: _Toc103867008]Legislation:
This policy is based on Government of Saskatchewan Legislation “Values and Ethics Code for the Public Sector. 
[bookmark: _Toc48307758][bookmark: _Toc48570296][bookmark: _Toc103867009][bookmark: _Toc1654858247]Procedures: 
1. Supervisors are role models and as such are expected to:
a. Know and understand and comply with code of conduct policies
b. Provide advice to employees under their supervision consistent with these policies
c. Set an example through their own behavior. 
d. Know and understand the ‘Duty of Loyalty’ legislation


2. Respect for Democracy is demonstrated by the following procedures:
a. Respecting the rule of law and carrying out their duties in accordance with legislation, policies and directives in a non-partisan and impartial manner.
b. Loyally carrying out the lawful decisions of their leaders 
c. Providing decision makers with all the information, analysis, and advice they need, always striving to be open, candid, and impartial.

3. Respect for People is demonstrated in the following ways:
a. Treating every person with respect and fairness.
b. Valuing diversity and the benefit of combining the unique qualities and strengths inherent in a diverse workforce.
c.  Helping to create and maintain safe and healthy workplaces that are free from harassment and discrimination.
d. Working together in a spirit of openness, honesty and transparency that encourages engagement, collaboration, and respectful communication.

4. Integrity is demonstrated in the following ways: 
a. Acting always with integrity and in a manner that will bear the closest public scrutiny, an obligation that may not be fully satisfied by simply acting within the law.
b. Never using their official roles to inappropriately obtain an advantage for themselves or to advantage or disadvantage others.
c. Taking all possible steps to prevent and resolve any real, apparent or potential conflicts of interest between their official responsibilities and their private affairs in favour of the public interest.
d.  Acting in such a way as to maintain their employer’s trust.

5. Stewardship is demonstrated in the following ways:  
a.  Effectively and efficiently using the public money, property and resources managed by them.
b. Considering the present and long-term effects that their actions have on people and the environment.
c. Acquiring, preserving, and sharing knowledge and information as appropriate.

6. Excellence is demonstrated in the following ways: 
a. Providing fair, timely, efficient, and effective services that respect Canada’s official languages.
b. Continually improving the quality of policies, programs, and services they provide.
c. Fostering a work environment that promotes teamwork, learning and innovation.

EFFECTIVE DATE
This policy takes effect (Insert Date)
_________________________________________________
Signature of Administrator


[bookmark: _Toc48570297][bookmark: _Toc1986477141][bookmark: _Toc103867010]Occupational Health and Safety
[bookmark: _Toc48307760][bookmark: _Toc48570298][bookmark: _Toc103867011][bookmark: _Toc828977608][bookmark: _Hlk48567271]Purpose: 
The purpose of this policy is to direct staff and Council to ensure all site operations are conducting safely and in the spirit of creating a safe work environment focused on illness and injury prevention. To this end, the Town of Anytown established the following principles: 
a. A safe and healthy environment benefits employee, visitors, and the community at large. 
b. All injuries and occupational illnesses are preventable. 
c. Safe work practices are a job requirement and must be integrated into daily activities. 
d. Failing to follow work safe practices are subject to progressive discipline. 
e. The Town is responsible for providing adequate health and safety training. 
f. Management and Council is expected to demonstrate leadership and set the example in its commitment to health and safety. 
[bookmark: _Toc48307761][bookmark: _Toc48570299][bookmark: _Toc103867012][bookmark: _Toc761997788]Scope: 
This policy applies to all employees of the Town of Anytown, contractors and sub-contractors, and the Occupational Health and Safety Committee. 
[bookmark: _Toc48307762][bookmark: _Toc48570300][bookmark: _Toc103867013][bookmark: _Toc1506933818]Legislation and Source: 
Occupational Health and Safety Act
[bookmark: _Toc48307763][bookmark: _Toc48570301][bookmark: _Toc103867014][bookmark: _Toc1347519609]Procedures: 
a. The Town meets or exceeds all applicable laws and regulations
b. Maintains a safe and healthy work environment
c. Establishes and communicates health and safety responsibilities for contractors and visitors
d. Require all levels of supervision to ensure staff work safely and that health conditions re provided and maintained. 
e. Provide training to employees so that they know how to carry out their duties safely
f. Encourage employees to promptly report hazards 
g. Ensure hazards are addressed as they are identified.
h. Develop safe and healthy procedures that are easy to understand
i. Review health and safety procedures annually to ensure they are up to date and reflect current best practices.
j. The Occupational Health and Safety Committee meet every quarter to review safety concerns and procedures
k. The Town of Anytown established an Occupational Health and Safety Orientation Handbook for all employees as an appendix. 
EFFECTIVE DATE
This policy takes effect MONTH/DAY/YEAR
_________________________________________________
Signature of Administrator
_________________________________________________
Signature of Mayor



[bookmark: _Toc48570302][bookmark: _Toc2037737063][bookmark: _Toc103867015]Pandemic Response Policy
purpose:
The purpose of this policy is to ensure that Town of Anytown staff know what is expected of them during a pandemic. This policy provides a framework based on the provincial and federal response. This policy is intended to provide the best possible level of service to our citizens while ensuring our staff are protected from exposure to viruses. It is also intended to calm anxiety for residents by providing regular communication of accurate information. 
[bookmark: _Toc48570304][bookmark: _Toc2041691470][bookmark: _Toc103867017]STANDARD:
The Town of Anytown expects staff to conduct themselves as directed by provincial and federal directives.  The Town cannot place restrictions on their community that exceed provincial restrictions.
a. The Administrator keeps up to date on provincial and federal legislation pertaining to pandemic and makes updated information available to Council and staff as it becomes available. 
b. The Administrator provides relevant information on social media and on the website as it becomes available. 
c. The Administrator provides information to the population about social distancing, and quarantine as needed. 
d. The Administrator reports any work-related lost time to WCB provided it can be demonstrated that their position requires exposure.  
e. The Emergency Management Committee is placed on standby whenever there is a provincial or federal directive including but not limited to: 
· Social distancing
· Quarantine
[bookmark: _Toc48570305][bookmark: _Toc1182987477] Applicability:
This policy applies to the Town of Anytown, staff and management both when acting in a professional capacity and when off duty or out of office. This is applied this way due to public perception where personal opinions expressed by Council and Staff may be taken as a directive. 
Once the Administrator has been informed that there is a health concern that requires social distancing, and/or quarantine, he or she informs the Council to enact the pandemic policy.

[bookmark: _Toc48570306][bookmark: _Toc103867019][bookmark: _Toc1176828099]Legislation 
This policy focuses upon the rights and obligations set out at WBC Saskatchewan
· http://www.wcbsask.com/employers/covid-19-and-the-workplace/
and work safe legislation through Occupational Health and Safety
· http://www.worksafesask.ca/industries/occupational-health-safety/
· The Emergency Measures Act
· file:///C:/Users/gems/Downloads/E8-1.pdf
[bookmark: _Toc48570307][bookmark: _Toc1002412829][bookmark: _Toc103867020]Procedure:
When the provincial government enacts a state of emergency requiring social distancing, the Town of Anytown will: 
a. Notify the Emergency Management Coordinator, who will in turn notify the Emergency Management Committee be on standby in the event the situation worsens.
b. Make information available to the public via social media, and on the website about social distancing. 
c. Place restrictions on public access to the Town Office
d. Stop all work that makes social distancing impossible except that work which is seen as essential.
 Should layoffs be determined to be necessary, Council is committed to providing wages until employment insurance is available. 
When the government requires quarantine or lock down the Town of Anytown will:
e. Make information about quarantine available to the public via social media and on the website. 
f. Contact the RCMP to determine if there is a reporting process that should be followed for those who violate the quarantine. 
g. Make information available for the staff about how to access employment insurance and other legislated benefits.
h. Close the office for the duration of the quarantine. 
i. Layoffs, if they become necessary are done in accordance with current legislation. With or without pay is to be determined by the legislation at the time. 

[bookmark: _Toc48570308][bookmark: _Toc103867021][bookmark: _Toc913063396]6. ROLES AND RESPONSIBILITIES: 
Council is expected to:
a. Provide all employees with training to know how to comply with social distancing and if necessary, quarantine.
b. Follow the provincial and federal directives pertaining to pandemics including rules around essential workers. 
c. Share only accurate information.
d. Provide reassurance to the community.
e. Ensure an outbreak/pandemic plan is added to emergency management planning.
f. Monitor staffing requirements, reducing, and increasing staff hours as required to make the best use of community resources. 
Administration is expected to: 
a. To keep Council advised about any changes in threat levels
b. To provide regular updates to the community
c. To enforce changes in hours and access by the public to the building as determined by legislation at the time of occurrence.
d. To comply with sanitizing requirements and to wear masks as required. 
Employees:
a. Both union and non-union employees are expected to comply with legislation pertaining to social distancing and quarantine, and directives from the Administrator during a pandemic.  Any failure to comply are subject to action as outlined under the Progressive Discipline Policy. 
b. Public Works staff may be required to delay reading meters if socially distancing requirements cannot be met. 
c. All staff are expected to self isolate in the event they are exposed to high hazard areas, and/or an infected person. 
d. All staff are to be aware of and comply with provincial protocols pertaining to social distancing and PPE. 
Residents:
The residents of the Town of Anytown are expected and encouraged by the Administrator and Council to comply with directives from Federal and Provincial governments pertaining to Social Distancing, and Quarantine. 

9.0 EFFECTIVE DATE
This policy takes effect March 24, 2020
_________________________________________________
Signature of Administrator

________________________________________________
Signature of the Mayor


[bookmark: _Toc48570309][bookmark: _Toc2053233568][bookmark: _Toc103867022]Privacy Policy and Procedure
[bookmark: _Toc48307766][bookmark: _Toc48570310][bookmark: _Toc103867023][bookmark: _Toc1478664171]Purpose: 
The purpose of this policy is to provide citizens with the correct procedures to access the records under control of the Town of Anytown within the legislation, and to provide Council and staff with guidelines intended to protect the personal information of its staff, residents and taxpayers as per legislation. 
[bookmark: _Toc48307767][bookmark: _Toc48570311][bookmark: _Toc103867024][bookmark: _Toc1220202991]Scope: 
a. This policy applies to all personal information in the custody or control of the Town of Anytown. 
b. This policy applies to all employees of the Town of Anytown
c. Mayor and Council are expected to know the relevant legislation and to ensure staff are trained. 
[bookmark: _Toc48307768][bookmark: _Toc48570312][bookmark: _Toc103867025][bookmark: _Toc1227852694]Legislation and Source: 
Local Authority Freedom of Information and Protection of Privacy Act and Regulations
https://www.canlii.org/en/sk/laws/stat/ss-1990-91-c-l-27.1/latest/ss-1990-91-c-l-27.1.html?resultIndex=5
[bookmark: _Toc48307769][bookmark: _Toc48570313][bookmark: _Toc103867026][bookmark: _Toc884405224]Procedures: 
The Chief Administrative Officer collects personal information about people who live in the community to:
a. [bookmark: _Hlk46753980]Assess properties for tax purposes
b. Provide utility and levy utility charges
c. Permit rental of lots and levy charges
d. Provide other services as authorized by Council
The CAO collects only the amount of information necessary and shares only the amount of information necessary for its intended purpose. 
The personal information that the Town collects is limited to: 
a. Name of property owner and/or occupants
b. Mailing address of property owner and/or occupants
c. Telephone number of property owner and/or occupants
d. Legal description of the property
e. Civic address of property
f. Assessed value of land and improvements
g. Taxes levied and taxes paid
h. Utilities levied and utilities paid


The Chief Administrative Officer collects personal information about staff to:
a. Pay wages and benefits to employees
b. Remit payroll deductions
c. Enroll employees in benefit and pension plans
The Chief Administrative Officer limits the personal information collected to: 
a. Name of employee
b. Employee’s social insurance number
c. Employee’s beneficiary
d. Employee’s mailing address
e. Employee’s home telephone number
When the Chief Administrative Officer collects information he or she shall: 
a. Provide the individual with an explanation of how the information will be used and shared
b. Provide the individual with a written brochure that explains the reasons why the information is being collected. 
c. Respond to any questions the individual may have
No manager or employee, other than those who need to access personal information as part of their job, shall access, use, disclose, or otherwise view personal information. 
Before allowing a use or disclosure of personal information, the following applies:
a. The purpose must be approved by the CAO, who will consult with the Privacy Office, as necessary.
b. The use or disclosure must be permitted by the Freedom of Information and Protection of Privacy Act. 
c. When practical and appropriate, the subject individual must give consent, and that consent must be documented. 
d. Personal information that does not identify the owner may be used if it serves the purpose. 
e. Aggregate and statistical information which is derived from personal information may be used or disclosed without breach of policy provided all identifying information has been removed and it is not reasonably possible to identify the individuals. 
f. Personal information collected is retained for the legislated period. When this time elapses and records are destroyed, they are disposed of in a safe a secure matter by being shredded. This process ensures all identifying information is removed and it is not reasonably possible to identify the individuals.  
g. The CAO collects information directly from the subject individual whenever possible to ensure accuracy. 
h. An individual may request to see and review the information collected by the CAO and make changes to ensure accuracy. 
When the CAO receives a request to amend personal information the CAO will:
1. Amend the personal information as requested and add a note to the record indicating that a request was made, and why. 
2. Personal information is stored in an area accessible only to authorized staff. Records are protected by: 
a. Use of passwords 
b. Limiting the number of people who have access to the files
c. Use of file cabinets that are kept locked when files are not in use. 

EFFECTIVE DATE
This policy takes effect MONTH/DAY/YEAR
_________________________________________________
Signature of Administrator
_________________________________________________
Signature of Mayor


[bookmark: _Toc48570314][bookmark: _Toc1778213793][bookmark: _Toc103867027]Progressive Discipline Policy
[bookmark: _Toc48307771][bookmark: _Toc48570315][bookmark: _Toc1143755042][bookmark: _Toc103867028]Purpose:
The purpose of this policy is to ensure that Town of Anytown staff know the standard of conduct expected by Council, and to ensure staff are treated fairly by Council. The progressive discipline policy provides the framework intended to correct unsatisfactory performance, prevent re-occurrence and to support the employee to satisfactory performance in the future. Discipline is intended to be fair, predictable, and consistent with union rules where appropriate. 
[bookmark: _Toc2023181415][bookmark: _Toc48307772][bookmark: _Toc48570316][bookmark: _Toc103867029] Standard: 
a. The Town of Anytown expects staff to conduct themselves in a manner that promotes cooperation, excellence, and integrity, and supports community trust. 
b. Further, both union and non-union employees are expected to conduct themselves according to all relevant legislation including labour standards, human rights legislation and occupational health and safety. 
c. Supervisory staff are expected to identify any incidents of misconduct as they occur. It is anticipated most corrections can be handled as part of ordinary operations, without the need for formal discipline. There are circumstances however where discipline is appropriate, and when they occur, the progressive discipline policy becomes the guide. 
[bookmark: _Toc48307773][bookmark: _Toc48570317][bookmark: _Toc1433961781][bookmark: _Toc103867030]Legal Framework:
This policy focuses upon the rights and obligations set out in Government of Saskatchewan Progressive Discipline outline located here:
https://www.canada.ca/en/employment-social-development/services/labour-standards/reports/discipline.html
[bookmark: _Toc48307774][bookmark: _Toc48570318][bookmark: _Toc1328026128][bookmark: _Toc103867031]Grounds for Action:
When the circumstances allow it, Council will follow the progressive discipline policy in a step-by-step manner. Each level of discipline is documented on the appropriate form as it occurs. The form is copied, and a copy is:
a. Retained for the employee file
b. Provided to the employee
c. Provided to the union representative when appropriate.
Because each incident is unique, Council has the responsibility to treat each incident individually—without implying a precedent or set course of action for future incidents. 
This policy is not intended to limit the appropriate action called for when misconduct is severe. Council may, if the situation warrants, go immediately to dismissal. Criminal charges for illegal activity should be expected and does not require the step-by-step process associated with a typical progressive discipline process. 
Council may modify suggested penalties based on extenuating circumstances. These are guidelines. 
Progressive Discipline Includes: 
a. Documented Verbal Warning
b. Written Warning with Documented Improvement Plan
c. Suspension/Decision Making Leave
d. Termination
[bookmark: _Toc48307775][bookmark: _Toc48570319][bookmark: _Toc103867032][bookmark: _Toc1224980949]Grounds for Action Level 1: 
A level one ground for action can be described as those seemingly small incidents when taken alone. However, when occurring often or when there are multiple offenses, level one offenses pose a serious risk to staff moral, and the intended function of Council. As such, appropriate discipline could include any of the progressive discipline steps.  Examples of a level one offense are: 
a. Inappropriate comments or conduct towards co-workers, Council, or members of the public.
b. Malicious gossip either in person or on social media. 
c. Habitual lateness to work (Guide: 3x in a 30-day period).
d. Being absent without notification
e. Discourtesy to anyone with whom the employee comes into contact while in the performance of his or her duties. 
f. Violation of a safety rule or practice. 
g. Reporting for work while unfit for duty for any reason
h. Disorderly conduct including but not limited to: 
i. Abuse either physical or emotional directed co-workers, Council, or residents
j. Inflammatory, divisive, or rude comments
k. Any comments pertaining to race, religion, disability, gender, or ethnicity
l. Creating or contributing to unsafe and unsanitary conditions in any of the Town-owned facilities. 
m. Failure to comply with OH&S, Labour Standards, or Human Rights Standards, and the Town of Anytown’s Municipal Policy Manuals. 
[bookmark: _Toc48307776][bookmark: _Toc48570320][bookmark: _Toc218978783][bookmark: _Toc103867033]Grounds for Action Level 2:
A level 2 grounds for action can be described as a more serious violation and as such, has a more serious consequence and can include a suspension without pay for up to 2 days. Examples of a level 2 offense include but are not limited to: 
a. Reporting to work while under the influence of alcohol or drugs
b. Carelessness resulting in damage to materials, equipment, or property. 
c. Failure to report an accident or injury occurring on the job. 
d. Abuse of leave privileges or falsification of records. 
e. Unauthorized use of municipal vehicles or equipment. 
f. Driving a motor vehicle while on duty without a valid Sask. Driver’s license
g. Failure to report a loss or suspension of driver’s license when it is an employee who is required to drive as part of their normal duties. 
[bookmark: _Toc48307777][bookmark: _Toc48570321][bookmark: _Toc677510653][bookmark: _Toc103867034]Grounds for Action Level 3:
A level 3 grounds for action is expected to result in immediate termination, following the process prescribed by Labour Standards and any applicable union. Examples of a level 3 offense include but are not limited to: 
a. Violation of safety rules or a safety practice that has the potential to endanger the safety of employees, contractors, or visitors.
b. Deliberate damage or destruction of municipal property, or employee Council property. 
c. Falsification of personnel or municipal records, including but not limited to: 
I. Employment applications
II. Accident records
III. Work records
IV. Purchase orders
V. Time sheets
VI. Maintenance records
VII. Asset Management documentation
d. Making any false claims or misrepresentations to obtain accident benefits, WCB or unemployment compensation for themselves or others. 
e. Refusal to perform work as assigned unless the reason for refusal is the right to refuse unsafe work. 
f. Theft or removal from municipal locations any property belonging to the municipality without appropriate authorization. 
g. Conviction of a crime may be considered as a level 3 misconduct if the conviction impacts the community’s ability to trust the employee. 
h. The use and/or sale of narcotics, marijuana, or alcohol when on duty and when required to run equipment. 
i. Being absent for 3 days without notification. 
j. Failure to return to work from an authorized leave. 
[bookmark: _Toc48307778][bookmark: _Toc48570322][bookmark: _Toc1258538142][bookmark: _Toc103867035]Responsibilities
Town Council: 
Council is expected to apply the progressive discipline policy fairly, and in keeping with all other policies and procedures and legislature.  Council is expected to provide all employees with training to know the expected code of conduct, and to advise them of the progressive discipline policy. 
Supervisory Personnel:
Supervisory personnel are expected identify any incidents of misconduct and address these as they occur. It is anticipated that most incidents can be corrected at this stage without the need for formal discipline.
Employees:
Employees are expected to learn and know the conduct expected of them, and to understand the consequences of willfully ignoring the standards. 
Residents:
The residents of the Town of Anytown are expected and encouraged by administration and Council to report any grounds for action through the normal protocol of a signed complaint. 
[bookmark: _Toc994129954][bookmark: _Toc48307779][bookmark: _Toc48570323][bookmark: _Toc103867036] Procedures:
Documented Verbal Warning: 
During normal employment, it is expected that disagreements will happen from time to time. Employees are encouraged to work out their issue through discussion with their immediate supervisor. When the discussion does not result in a resolution of the problem, the supervisor provides:  
a. A verbal explanation of the expected behavior as per the policy or the code
b. A clear explanation of the violation and expected correction
c. The consequences should the behavior remain uncorrected
d. An agreement for follow up is reached
e. A verbal reprimand form is signed by both the employer/supervisor and the employee
f. The Town maintains a copy of the form in the employee file
g. The employee receives a copy
h. The union representative receives a copy (if applicable).
i. If no further problem occurs, no further action is expected. 
Written Warning with Documented Improvement Plan:
If the documented verbal warning did not have the desired impact, the immediate supervisor, a representative of Council and union representative (if the employee is unionized) are required to meet with the employee. One of those present keeps notes. At that meeting, the representative of Council:
a. Explains to the employee why the meeting was called and states the specific problem. 
b. Reviews the steps that have already been taken, and what the next steps will be. 
c. Gives the employee the opportunity to tell his/her side of the story and includes the explanation in the notes of the meeting. 
d. Forms become part of the employee file for a year and can be removed if there are no additional warnings. 
e. If an employee receives a second formal warning before the first warning expires, the first warning remains in the employee’s file until the first anniversary date of the second warning. 
f. If corrective action through the formal warning process is not successful at correcting the behavior, the employee may be placed on a probationary period for a minimum of three months to attempt to resolve the problem. 

Accommodation: 
The Town of Anytown undertakes to discuss the accommodation request with the person whose needs are being addressed and with the union (if applicable), and to work co-operatively to determine the best and most appropriate accommodation possible, respecting the privacy of the parties.
Applicable to:
This policy applies to Council, administration and employees at all levels, applicants, and candidates for employment.
Work-related conferences, business trips, social functions, contract sites, and job interviews are all examples of when this policy applies.
The Occupational Health and Safety Act, 1993 states that workplace harassment can arise outside of a worker’s place of employment.  It includes harassment directed at a worker at home or away from home if the harassment occurs with respect to any matter or circumstance arising out of the worker’s employment. In the event of harassment outside of work arising from the worker’s employment, the progressive discipline policy may still be applied. 
[bookmark: _Toc48307781][bookmark: _Toc48570325][bookmark: _Toc103867038][bookmark: _Toc815686054]Procedures: 
A person wishing to make a complaint of discrimination can consult and file a complaint with the Administrator. If a complaint is against the person designated to handle initial complaints, the complainant can consult and file with the Mayor. 	Comment by Lorri Matthewson: According to the Human Rights Commission: 

Having more than one person accepting complaints assists in situations where a person designated to accept complaints has a complaint against them. 

Are the persons designated to accept complaints also conducting mediation 

The Saskatchewan Human Rights Commission recommends where possible, the investigations and decision making is done by 2 different people. 

Where possible, the individual designated to take appeals should be someone who has not been involved in the process up to the point of appeal.


Investigation
Once a complaint has been the Town of Anytown undertakes an investigation. In instances where there is an alleged respondent, as opposed to alleged systemic discrimination, the respondent will be notified immediately.  The complainant and the respondent will both be interviewed along with any individuals who may be able to provide relevant information.
Where the alleged discrimination is an organizational practice or procedure, that practice or procedure will be investigated immediately.  Where the investigation finds systemic discrimination within the organization, that practice or procedure will be changed promptly.
Mediation
The Town of Anytown supports resolving matters through mediation if it is consistent with organizational duties, obligations, and needs. Mediation can only be undertaken voluntarily. If both parties agree to participate, matters may be resolved through mediation in the following circumstances.
a. Once the matter has been investigated and the Town of Anytown has determined the facts of the case, the Town of Anytown may use mediation to develop appropriate solutions to the complaint; and
b. In rare instances where the incident is an isolated event and the parties do not dispute the facts, the Town of Anytown will act diligently to ensure that matters are dealt with in a manner that ensures the safety and protection of everyone within the organization.
Timeliness
The Town of Anytown will investigate all complaints within 24 hours.
Fairness
All complaints will be investigated in the same manner with the aim of promoting fairness and equality.
Confidentiality and the Right to Privacy
The Town of Anytown will preserve the confidentiality of all individuals involved in an incident requiring discipline if possible, however preservation of confidentiality may be affected by the employer’s duty to report and by the alleged respondent’s right to know the nature of the complaint being made against them and who has made it so that they can respond.
Protection Against Retaliation
Retaliation against any individual who has or may file a complaint, provide information relevant to a complaint, or testify in a proceeding under The Saskatchewan Human Rights Code is against the law and will not be tolerated by the Town of Anytown.
Documentation
All meetings, discussions and steps taken in a mediation or investigation with respect to the progressive discipline will be documented. Documents relating to a complaint will be kept in a secure location.
The Town of Anytown will retain all documentation for 5 years for informational purposes if there is an internal appeal, or a complaint filed with an outside agency. If the investigation fails to find evidence to support the complaint, no documentation is kept. 
Appeal Process
Within 15 days, either the complainant or the respondent may make a written request that an investigation be reviewed stating which aspect of the investigation is inadequate. The request must be submitted to the Administrator who will determine if the investigation is to be re-opened to address the concerns raised.
 Right to File a Complaint with Outside Agency
This policy is meant to provide effective mechanisms for progressive discipline in this workplace. However, every employee also has the right to file a complaint with an outside agency.
EFFECTIVE DATE
This policy takes effect October 11, 2018
_________________________________________________
Signature of Administrator
_________________________________________________
Signature of Mayor



[bookmark: _Toc48570326][bookmark: _Toc142374526][bookmark: _Toc103867039]Training and Development
[bookmark: _Toc48293717][bookmark: _Toc48307783][bookmark: _Toc48570327][bookmark: _Toc643701090][bookmark: _Toc103867040]Purpose:
The purpose of this policy is to clarify Council’s position on training and personal development for staff. 
[bookmark: _Toc48293718][bookmark: _Toc48307784][bookmark: _Toc48570328][bookmark: _Toc4028447][bookmark: _Toc103867041]Applies to:
This policy applies to staff.
[bookmark: _Toc48293719][bookmark: _Toc48307785][bookmark: _Toc48570329][bookmark: _Toc2000210180][bookmark: _Toc103867042]Legislation:
Occupational Health and Safety 
[bookmark: _Toc48293720][bookmark: _Toc48307786][bookmark: _Toc48570330][bookmark: _Toc289943357][bookmark: _Toc103867043]Policy
The Town provides opportunities for training and encourages the personal development and advancement of its staff by:
a. Authorizing employees in advance to enroll in an educational course related to their position or career goals (These are considered on a case by case basis by Town Council). 
b. Allowing an employee when possible and practical to attend related educational courses during regular work hours. 
c. Reimbursing any employee who attends courses when authorized, for all expenses including:
· Transportation
· Meals
· Lodging
· Tuition Fees
· Textbooks
· Incidental expenses

d. Authorizing an advance payment for the cost of the educational course when these courses are approved.	Comment by Lorri Matthewson: Please note: Demanding repayment of unsuccessful courses, or repayment of courses when you quit, is not enforceable. You can ask, of course, but there is no way to enforce if it the employee refuses. You cannot with hold it from their final pay 
e. Safety Courses are a priority as mandated. 
EFFECTIVE DATE
This policy takes effect MONTH/DAY/YEAR
_________________________________________________
Signature of Administrator
_________________________________________________
Signature of Mayor 

[bookmark: _Toc48570331][bookmark: _Toc1472042811][bookmark: _Toc103867044]Workplace Impairment Policy
[bookmark: _Toc48307788][bookmark: _Toc48570332][bookmark: _Toc103867045][bookmark: _Toc1617176376]Purpose: 
The purpose of this policy is to notify employees of the town’s commitment to protect the safety, health, and well-being of all employees and public in maintaining an impairment free workplace.
[bookmark: _Toc48307789][bookmark: _Toc48570333][bookmark: _Toc103867046][bookmark: _Toc589816122]Applicability: 
This policy applies to all employees of the Town of Anytown, including permanent, temporary, casual and student workers and members of Council. The workplace includes all vehicles, and buildings. Impairment creates an undue risk and is not acceptable or tolerable in the workplace. 
This policy applies to impairment due to:
a. Alcohol, cannabis, legal or illegal drugs and substance abuse
b. Fatigue
c. Health issues 
1. It is prohibited to use any drug legal or illegal that has the potential for impairment while performing municipal business or while on municipal property. There is zero tolerance towards conducting municipal business while impaired. 
2. Possession of recreational drugs and/or alcohol on municipal property is strictly prohibited. 
[bookmark: _Toc48307790][bookmark: _Toc48570334][bookmark: _Toc103867047][bookmark: _Toc146030149]Legislation and Sources: 
This policy focuses upon the rights and obligations set out by the Government of Saskatchewan, Saskatchewan Human Rights and Canadian Centre for Occupational Health and Safety. 
Cannabis in the Workplace: 
https://www.saskatchewan.ca/government/cannabis-in-saskatchewan/cannabis-and-the-workplace
Canadian Centre for Occupational Health and Safety
https://www.ccohs.ca/oshanswers/hsprograms/impairment.html
The Saskatchewan Human Rights Commission Drug & Alcohol Testing, A General Guide
http://saskatchewanhumanrights.ca/pub/documents/policies_guidelines/Drug%20and%20Alcohol%20Testing%20Guide%20-%20Final%20Jan2011.pdf
Canadian Centre for Occupational Health and Safety
https://www.ccohs.ca/products/publications/cannabis_whitepaper.pdf


[bookmark: _Toc48307791][bookmark: _Toc48570335][bookmark: _Toc103867048][bookmark: _Toc602032768]Definitions: 
	Table 1
Signs and Symptoms of Problematic Substance Use
(not specific to any causal agent)

	 
	Indicators

	Physical
	· deterioration in appearance and/or personal hygiene
· unexplained bruises
· sweating
· complaints of headaches
· tremors
· diarrhea and vomiting
· abdominal/muscle cramps
· restlessness
· frequent use of breath mints/gum or mouthwash
· odour of alcohol on breath
· slurred speech
· unsteady gait

	Psychosocial impacts 
	· family disharmony (e.g., how the colleagues speak of family members)
· mood fluctuations (e.g., swinging from being extremely fatigued to ‘perkiness’ in a short period of time)
· inappropriate verbal or emotional response
· irritability
· confusing or memory lapses
· inappropriate responses/behaviours
· isolation from colleagues
· lack of focus/concentration and forgetfulness
· lying and/or providing implausible excuses for behaviour

	Workplace performance and professional image
	· calling in sick frequently (may work overtime)
· moving to a position where there is less visibility or supervision
· arriving late for work, leaving early
· extended breaks; sometimes without telling colleagues they are leaving
· forgetfulness
· errors in judgement
· deterioration in performance
· excessive number of incidents/mistakes
· non-compliance with policies
· doing enough work to just ‘get by’
· sloppy, illegible, or incorrect work (e.g., writing, reports, etc.)
· changes in work quality 


[bookmark: _Toc48307792][bookmark: _Toc48570336][bookmark: _Toc338694146][bookmark: _Toc103867049]Roles and Responsibilities:
Council/Employer: 
a. Council is expected to provide training to employees about this policy and their expectations around impairment, and the use of any drug or substance, legal or illegal that could result in impairment. 
b. Council is expected to assist and accommodate employees who voluntarily disclose a substance dependency issue. Assistance and accommodation are coordinated with the Administrator. 
c. It is not the role of Council to diagnose dependency. 
d. Council understands that the duty to accommodate is limited to accommodating the disability that requires medication. 
e. Council may require a drug and/or alcohol test in the event of accident or injury when there is a possibility of impairment. 
Managers and Supervisors:
f. Managers and Supervisors are expected to report any concerns regarding subordinate’s fitness for work to Council. 
g. Managers and Supervisors are responsible to ensure that subordinate’s who are suspected of any kind of impairment do not operate machinery or equipment.
Employee:
h. Employees are expected to report for work fit for duty. 
i. Employees with a prescription for any drug that may cause impairment must provide proof that the drug is a prescribed by a medical doctor. 
j. Employees with the potential for impairment must advise the Administrator so that there is an opportunity for appropriate accommodation. 
k. Employees are not allowed to operate equipment, or drive vehicles while impaired. 
l. Employees are expected to advise their immediate supervisor when they witness any activity that creates concern about a co-worker’s fitness for duty.  
m. Employees who require rehabilitation for substance dependency are encouraged and expected to seek professional care and support through their health care professional. 
Residents
n. Residents are expected to voice any concerns regarding Town of Anytown employees who appear impaired to the Administrator. 
[bookmark: _Toc48307793][bookmark: _Toc48570337][bookmark: _Toc1914552285][bookmark: _Toc103867050]Procedures:
Accommodation:
a. Council recognizes that under Human Rights Legislation, alcohol and drug dependency is treated as a disability. 
b. When possible, alternate duties will be assigned, or the employee will be provided with time off to the point of undue hardship. 
c. Under no circumstance will employees be allowed to operate machinery or equipment while using any substance that could result in impairment. 
d. Employees who come to work unfit for duty will be asked to leave the workplace, and if necessary, will be provided safe transportation. 
e. Employees who disclose a dependency on drugs or alcohol will be supported to seek rehabilitation, and their position will be held for them until rehabilitation is complete. 
f. Employees refusing to cooperate with rehabilitation and/or who continue to present themselves as a safety risk will be subject to disciplinary action.
Accommodation Process:
g. The employee is expected to provide the Administration with details of the proposed rehabilitation including their expected dates of leave. 
h. Employees may use sick time to facilitate treatment. 
i. Employees who have expended sick time may have a leave of absence without pay. 
j. Employees returning to work after rehabilitation are required to periodic random drug and/or alcohol testing for up to one year after their return to work.
k. The Town of Anytown undertakes to assess and address the accommodation requests of its employees up to the point of undue hardship, where accommodation needs are based on one of the prohibited grounds of The Saskatchewan Human Rights Code.
CONFIDENTIALITY AND RIGHT TO PRIVACY:
Employees have the right to privacy regarding their medical issues. Employees may disclose the use of a prescription drug or substance that can cause impairment and be assured that this information will be kept confidential.
EFFECTIVE DATE
This policy takes effect October 10th, 2019
_________________________________________________
Signature of Administrator
_________________________________________________
Signature of Mayor






[bookmark: _Toc48570338][bookmark: _Toc496198887][bookmark: _Toc103867051]Appendixes
[bookmark: _Toc48570339][bookmark: _Toc1175381968][bookmark: _Toc103867052]Handling Discrimination Complaints
It is important for employers to have procedures in place for handling complaints of discrimination in a fair, effective and timely manner. Even where organizations ultimately decide to bring in an outside mediator or investigator, their first steps can help restore workplace harmony and avoid costly or harmful mistakes.
These guidelines provide general suggestions on how to handle discrimination complaints internally. Please note, however, that this is not legal advice. The law is constantly evolving, and legal obligations will always depend on the facts of a situation. Please contact a lawyer for specific advice on specific situations.
1.0 INTRODUCTION
There are many benefits to resolving discrimination complaints internally. For example, internal resolution:
· helps preserve working relationships
· is relatively fast and inexpensive
· ensures greater confidentiality and privacy
· has many business advantages.
At the same time, employers should be aware that their efforts to resolve a discrimination complaint could later become evidence at an arbitration or hearing. A flawed investigation or inadequate response could itself become the subject of a complaint. It is therefore important to proceed carefully, and to document all actions taken and all information gathered.
In addition, employers should never discourage employees from pursuing one of the other remedies available to them – whether that is a complaint to the Saskatchewan Human Rights Commission, the Labour Standards Branch or the Occupational Health & Safety Division; a claim to the Workers’ Compensation Board; or a grievance under a collective agreement.
2.0 MEDIATION OR INVESTIGATION?
Mediation is generally a faster, more informal process than investigation and the parties may prefer it. It must be noted, however, that employers operate within a legal framework that gives them certain legal obligations including the duty to prevent and redress discrimination in the workplace. For this reason, the employer will usually have to investigate the facts and determine whether discrimination has occurred. The employer must also be careful to determine whether the behaviour complained of was an isolated incident or part of a larger pattern of discrimination that needs addressing in a proactive and preventive manner. Have other employees experienced similar discrimination, or is there a problem that could lead to future discrimination if left unresolved?
Nevertheless, mediation may be appropriate in some situations where, for example, there is no dispute about the facts, or where an investigation has confirmed discrimination occurred and the employer wishes to work with the parties to develop appropriate solutions.
3.0 MEDIATION
3.1. What is Mediation?
Mediation can only be undertaken as a voluntary process in which the parties communicate with each other in an effort to develop a negotiated agreement (settlement) which is acceptable to both of them and which addresses the issues raised in the complaint. Mediation is sometimes referred to as an early resolution, conflict resolution, or settlement process. The communication process can take different forms. For example:
· face-to-face meetings facilitated by the employer or an outside mediator
· “shuttle negotiation” (the facilitator conveys information, viewpoints, and proposals back and forth between the parties until agreement is reached)
Mediation can be the most effective and satisfying way of resolving complaints. It gives parties an opportunity to voice their concerns and helps the parties understand each other’s perspectives. Mediation also gives the parties input into developing appropriate remedies. At the same time, the settlement must be workable from the employer’s perspective and consistent with the employer’s duty to prevent discrimination from re-occurring.
3.2 The Mediation Process
Mediation can take a variety of forms, and employers may wish to hire a trained mediator in complex cases. For employers who decide to conduct mediation themselves, a suggested process is outlined below.
1. Take complete written statements from the complainant and respondent. This step is the same in both mediation and investigation.
1. Mediation should be a consensual process. If the facts are clear (because there has been an investigation or because the parties agree on what happened), ask the parties if they wish to try mediation in order to develop an appropriate solution, they can both agree on.
1. If their answer is yes, ask how they wish mediation to proceed (e.g. face-to-face meetings or shuttle negotiation).
1. Clarify the process and what can be expected from it. The focus will likely be on reaching a settlement acceptable to the parties and on preventing future discrimination.
1. Set ground rules for the discussion: for example, courtesy, commitment to the process, and no interruptions.
1. Facilitate the discussion. Document all meetings and actions.
1. Enable parties to develop a solution that is satisfactory to them and workable from your perspective. These may include an apology; a change in working conditions; adoption of a policy; staff training.  You may wish to begin by outlining a range of possible options.
1. Put the agreement in writing and have it signed and dated by all parties.
4.0 INVESTIGATION
Both sides are entitled to a prompt but thorough investigation.
4.1.  What is an Investigation?
Investigation is a fair, impartial, and unbiased process of fact-finding and analysis. Its purpose is to determine what happened, on a balance of probabilities. This is accomplished by gathering relevant evidence to support or disprove allegations. Ignore irrelevant information. Do not rely on hearsay (second-hand information) or opinions. Always obtain the best evidence possible: for example, an original document rather than a copy.
To avoid perceptions of bias at the investigative stage:
· be consistent in the treatment of everybody involved in the investigation.
· avoid editorial comments or personal remarks.
· ensure the investigation stays within the parameters of the allegations.
Typically, an investigation will have five steps.
1. Interview the complainant and respondent. Get a complete statement of concerns from the complainant. Include details of allegations and desired remedies. Record the complainant’s state of mind (relevant to credibility and appropriate remedies). Obtain a full response in writing to each allegation.
2. Plan the investigation.
· Establish what you need to find out. List the allegations and defenses. What evidence do you need to prove or disprove them? Who do you need to talk to? In what order? Write out the questions you want to ask witnesses.
· List the documents you need to examine, and why.
· Develop a written plan with time frames for each stage.
3. Collect witness statements and other information. Re-interview the parties if necessary.
4. Analyze the information.
5. Prepare a report.
4.2 Procedural Fairness
An investigation must meet the legal requirements of procedural fairness. Some principles of procedural fairness include:
· Complainants have a right to a full airing of their concerns.
· Respondents have a right to notice of an investigation.
· Respondents have a right to know what they are accused of (in enough detail to be able to respond adequately) and a right to respond to those allegations.
· Parties must be given an opportunity to respond to counter-allegations.
· Parties have a right to an objective and neutral information gatherer.
· Parties have a right to an unbiased decision-maker.
· Parties have a right to open-mindedness at the investigation stage.
4.3 Kinds of Evidence
There are several kinds of evidence the employer can collect during an investigation.
1. Direct (witness) evidence
· from the complainant, respondent, and witnesses.
· what they can report from their own experience.
· preferred in the form of signed statements.



2. Documentary evidence
· e.g. payroll records, time sheets, correspondence, notes, file contents, calendars, electronic records, and e-mails relevant to the complaint.
3. Physical evidence
· concrete, physical evidence relevant to the complaint, e.g. graffiti, cartoons, letters, gifts, drawings, photographs
4. “Similar fact” evidence
· evidence of others being treated in the same way by the respondent
· sometimes called evidence of pattern or practice
5. Evidence of credibility
· evidence that is consistent with that of either the complainant or respondent, e.g. evidence that the complainant spoke about the problem to others, or appeared upset, soon after the behaviour complained about.
How much evidence is enough? Be thorough but timely.
4.4 Witnesses and Statement Taking
Witnesses may include:
· people who directly experienced or observed an action, including the parties.
· people to whom something similar happened (“similar fact” witnesses);
· witnesses of credibility, including people to whom the complainant spoke.
Interview witnesses separately and ask witnesses to keep their evidence and their information about the complaint confidential.
1. Draft statements as you interview.
1. Ensure the statement is logical, legible, and complete.
1. Ensure the statement reflects the witness’s views, not your own.
1. Write in the witness’s own words. Avoid jargon.
1. Do not lead witnesses. Ask general questions, then seek more detail on relevant points.
1. Be thorough. Ask for more details where appropriate and explore inconsistencies.
1. Conclude by asking if the witness has anything to add to the statement.
1. Have the witness review the statement and initial any changes he or she makes.
1. Have the witness date and sign the statement, then witness the statement yourself.
1. Provide the witness with a copy of the statement. Store the original.
4.5 The Investigation Report
It is important to have a clear and accurate summary of the investigation and its findings. This report provides a basis for the employer’s subsequent decisions. The report may also become evidence at a future proceeding, if the investigation or its outcomes are challenged.
1. Outline the complainant’s allegations.
1. Outline the respondent’s version of events.
1. List witnesses and outline their evidence.
1. Outline all other evidence (e.g. documents). List exhibits.
1. Analyze the evidence. Who does it support, on a balance of probabilities?
1. Outline conclusions based on the information already summarized.
1. Recommend a course of action and specific remedies.
1. Attach statements and exhibits.
4.6 Taking Action
If an investigation supports the complaint, the employer must decide on actions to remedy the complainant’s concerns and prevent discrimination from re-occurring.
Remedial measures will depend on the facts of the case and the damage done. Their purpose should be to provide the complainant with a safe, discrimination-free working environment and to redress whatever harm has been suffered. If the employer decides to discipline the respondent, that discipline must be consistent with general principles of employment law and with the collective agreement.
Preventive measures can include the development and enforcement of an anti-discrimination policy, staff training and education, and other activities that promote an inclusive and respectful workplace.
4.7 Follow-up and Feedback
Though confidentiality should be a high priority when handling complaints, it is important to give complainants enough feedback to let them know their complaint was taken seriously and acted upon. This does not necessarily mean giving complainants details of disciplinary action, for example, but it might mean talking to them about outcomes in general terms and explaining the limits imposed on information sharing by the duty of confidentiality.
5.0 GOOD PRACTICES IN MEDIATION OR INVESTIGATION
Mediation and investigation are different processes but share many strategies and recommended practices. The strategies most relevant to investigations are discussed in Part 6.
Before you receive a complaint
· Develop and distribute an anti-discrimination policy setting out principles, procedures, and consequences.
· Appoint a person to receive and handle complaints, tell your employees who that person is, and make the complaint process accessible and non-threatening. It is also helpful to name an alternate person in case the designated official is unable to handle the complaint.
When you receive a complaint
· Treat all complaints seriously.
· Respond quickly and effectively.
· Be objective and neutral. Ensure that the mediator or investigator is impartial.
· Observe the principles of procedural fairness. (See Part 6B.)
· Ensure confidentiality to the greatest extent possible. (See Part 4.)
· Document all actions in writing. Sign and date all documents, indicate from whom they have been received, and keep them in a safe, secure location with limited access.
· If the complainant decides to withdraw a complaint, record the withdrawal in a document. Note that the employer may still have a duty to act. (See Part 4.)
· Keep tight timelines in mind.
6.0 CONFIDENTIALITY, PROCEDURAL FAIRNESS AND THE DUTY TO ACT
Everyone involved in an investigation or mediation should preserve the confidentiality of information they acquire during the process. This practice will protect individual privacy and ongoing working relationships and prevent damage to reputation where a complaint cannot be substantiated.
Confidentiality will also preserve the integrity of an investigation. If witnesses discuss their evidence with others, this can undermine the independence and reliability of witness statements to the employer. It should be noted, however, that there are a couple of significant limitations on an employer’s ability to preserve confidentiality.
1. Employers have a duty of fairness towards respondents. People who are accused of discrimination have the right to know the nature of the complaint being made against them in sufficient detail that they can respond to the allegations.
1. Employers have a duty to prevent discrimination from occurring. For example, an employee may complain to her manager that employee B is harassing her but ask the manager to keep the matter confidential because she does not want any action taken. The manager cannot keep the matter totally confidential because of the risk that employee B will harass other employees in the same way.  The employer must explore the complaint and, if it seems to be well founded, take preventive action.
7.0 AVOIDING HUMAN RIGHTS COMPLAINTS
Process and timeliness are important. People sometimes file human rights complaints because they believe the employer failed to address discrimination complaints appropriately or adequately. Examples include:
· failure to act on a complaint for several months because certain staff members were on vacation.
· failure to inform a complainant that the employer accepted her allegation of sexual harassment by a supervisor and had disciplined the supervisor.
· transfer of the complainant, rather than the respondent, to a less desirable working environment in order to separate the parties after a discrimination complaint was found to be valid.
· failure to address all of the complainant’s allegations.
· discipline of an employee for her reaction to racial harassment by a customer.
· a dismissive or trivializing response to the complaint.
Avoiding such pitfalls can decrease the likelihood of complaints to an outside agency.
[bookmark: Section3]Section 3: Alternative Statements of Commitment for Anti-Discrimination Policies
The following samples may be used instead of the Statement of Commitment provided in Section 1: Anti-Discrimination Policy Template of this guide. Alternatively, they can provide guidance in the drafting of a customized statement of commitment for your organization.
Sample 1
Individuals have a right to be treated with respect in the workplace and while conducting business. _________________ [your organization], in exercising its responsibility as an employer and service provider, will endeavor at all times to provide a safe and healthy work and business environment which is supportive of both productivity and the dignity of every person, including employees and customers.
_________________ [your organization] will not tolerate, nor should employees or patrons allow, discrimination, including harassment, that is illegal and likely to interfere with employees’ ability to do their work and patrons’ ability to carry out business. Discrimination may harm or compromise the health and safety of employees and patrons and will not be tolerated.
Sample 2
_______________ [your organization] will not tolerate, and employees should not allow behaviour, including discrimination, harassment and sexual harassment, that are likely to undermine work relations or productivity, and to create an unsafe work place and/or place to conduct business.
Sample 3
________________ [your organization] is committed to providing a safe, positive work environment and place to conduct business where everyone is treated with respect and dignity.
Discrimination in the workplace and/or towards patrons is unacceptable and against the law. It will not be tolerated in any form.
[bookmark: Section4]Section 4: Complaint Process and Procedures
This section identifies procedural components that your organization can incorporate into your policy or provide for in a separate procedural manual. The sections referred to are from Section 1: Anti-Discrimination Template.
1.0 POLICY-SPECIFIC SUGGESTIONS
1.1 Accommodation Process
Under 6.4 - Undertakings – Accommodation, you may include your organization’s specific accommodation procedures which might include:
· A step-by-step procedure for handling accommodation requests.
· A procedure for addressing issues where someone might need accommodation but has not requested it. 
1.2 Complaint Process and Procedures
A step-by-step complaints handling procedure will help to ensure that all matters are dealt with similarly and therefore fairly. This procedure could be incorporated directly into 8.0 Complaint Process and Procedures. If you do not take this step, ensure that you have a procedure in mind that will be followed consistently. Your organization should handle all complaints the same way and dismiss the unsubstantiated complaints. Never be dismissive of a complaint without looking into it.
Your organization could:
· Outline your organization’s step-by-step process for handling complaints.
· Include the names of those people designated to handle different portions of the complaint process.
· Include the process for dismissing/not bringing forward complaints.
· Include specific timelines for the steps of the complaints process.
· Develop organization-specific procedures with respect to mediation, investigation, and decision-making. Please refer to Section 2 - Handling Discrimination Complaints to guide you.
1.3 Timelines
Your organization may wish to pre-determine timelines for investigations, appeals, etc. in order for complainants to know exactly what to expect and to ensure that matters get dealt with in a timely manner and do not “get away” from you at the organizational level.
1.4 Documentation
Pre-determined documentation procedures are beneficial for successful handling of discrimination complaints. Your organization could include the following documentation procedures under 8.2.7 - Complaints Process and Procedures – Documentation:
· How to file documentation8;
· Where to file documentation9;
· Document retention timelines10;
· Dismissed complaint document retention11;
· If your organization is a unionized environment your collective agreement may have a document retention clause. Non-unionized organizations may have document retention clauses within their hiring contracts.
1.5 Outcome/Remedy Expectations
Your organization may wish to pre-determine acceptable outcomes and remedies under 8.2.8 Complaints Process and Procedures – Outcomes and Remedies. If you pre-determine some acceptable remedies you should indicate that those remedies are only examples, and your organization will consider matters on a case-by-case basis.
1.6 Discipline
Your organization may wish to pre-determine some disciplinary examples for certain discriminatory acts and include them under 8.2.9 - Complaints Process and Procedures – Discipline. While it is impossible to be exhaustive, listing some examples may impress upon your employees how serious you are about preventing discrimination in your workplace. You must ensure that the discipline matches the act and falls within legal limits as determined by case law or legislation.
1.7 Reporting Back
Your organization may wish to include the following reporting procedures under 8.2.10 Complaint Process and Procedures – Reporting Back:
· A standard form for reports
· Where reports will be filed on your electronic system. They should be kept separate from the common drive.
· How long reports will be retained, and where? 
· “Follow-up” procedures
· How your organization will present the report to all employees when the matter involves systemic discrimination.
1.8 Appeal process
Your organization could include the following appeal process procedures under 8.2.11 Complaint Process and Procedures – Appeal Process:
· Timeframes to appeal decisions.
· The person responsible for handling appeals within your organization.
· An appeal review process, i.e. will people be re-interviewed, or will an independent source analyze the evidence already compiled?
2.0 GENERAL SUGGESTIONS
2.1 Individuals Responsible
Your organization may wish to develop an “Individuals Responsible” section within your Anti-Discrimination Policy. Alternatively, your organization could simply identify the individuals responsible in each related section of the policy.  Your organization may also wish to include more specific rights and responsibilities for designated individuals responsible than are currently outlined.
2.2 Sections Specific to Your Organization
Dependent upon your organization, you may wish to change your Anti-Discrimination Policy to include specific sections. For example, if you are an educational institution:
· You may want to revamp certain sections such as 5.0 Rights and Responsibilities to include subheadings outlining the responsibilities for the principal, teachers, staff, students, visitors to the school, etc.
· You may change section 5.4 - Clients/Patrons to address students, and what your educational institution will do with respect to students who disrespect teachers/staff based upon one of the prohibited grounds.
[bookmark: Section5]Section 5: Designating Individuals Responsible for Your Anti-Discrimination Policy
This section contains tips for your organization to consider when designating responsibility to individuals with respect to components of your Anti-Discrimination Policy. These tips apply to designation of:
· Persons accepting complaints
· Mediators
· Investigators
· Decision-makers
· Persons taking appeals
· Persons reviewing appeals
IN GENERAL, …
The Organization
Dependent upon the size and structure of your organization, the roles listed above may be designated to a number of people, or to only one or two persons. When deciding whom to designate, some considerations may include:
· The size of your organization.
· Whether or not your human resources department can recommend an adequate designee. If you are a small organization, is there anyone within the organization whom people will feel comfortable confiding in? If not, will the organization consider use of an outside person to handle the complaints and/or the process?
· If the designee is a manager, can (s)he act impartially?
· Whether there may be concerns about individuals designated to handle any of the roles.
Choosing the Right Individual(s)
There are a number of considerations when designating individuals to handle any of the various roles:
· Who is the most unbiased person within the organization?
· Who will people feel most comfortable dealing with?
· Who is best able to handle confidential matters?
· What information/training will your organization provide to designees?
· Will the designations be included in job descriptions and become part of “paid work”? If not, how will your organization deal with the time these individuals spend on complaints?
MORE SPECIFICALLY…
Persons accepting complaints
· Having more than one person accepting complaints would assist in situations where a person designated to accept complaints has a complaint against him/her.
Mediators
· Are the persons designated to accept complaints also conducting mediations?
· Can or will your organization hire outside, professional mediators?
Investigators
· Where possible, different individuals should conduct the mediation and investigation processes. This would be up to your organization to determine. In a small organization, the same person handling the entire matter may not be to the liking of all employees.
· The complaint may face a higher likelihood of ending up at an outside agency if the person designated does not maintain an extremely high degree of professionalism and impartiality.
Decision Makers
· The Saskatchewan Human Rights Commission recommends that, where possible, the investigations and decision-making be done by two different people.
Person accepting appeals
· Where possible, the individual designated to take appeals should be someone who has not been involved in the process up to the point of appeal. If this is impossible, always ensure the individual acts with the highest degree of professionalism and impartiality.
Persons reviewing appeals
· The persons reviewing appeals should have as little knowledge as possible about the history of the matter and act with a high degree of professionalism and impartiality.
· When calling for an interview, it is important to ask the applicant if they require any accommodation to attend the interview. 
· During the interview the interviewer must describe the way the job is generally carried out, including any physical requirements, and ask the applicant if they see any issue with carrying out the duties as assigned, or if they would require accommodation. 
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