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Vernon Students’ Association - Okanagan College Manual Welcome Page

On behalf of the Vernon Students” Association - Okanagan College and your fellow staff members, please accept
our warmest welcome to the Association. We wish you every success while working with us and hope that you will
enjoy all the satisfaction that comes from a career in providing services to college students!

This Association Manual was developed to help you understand our business and our culture, describe some of the
expectations the Association has for all Association individuals, and to outline the current policies, programs, and
benefits that are available to eligible employees.

You should familiarize yourself with the content of this Manual as soon as possible, for it will answer most ques-
tions you may have about working at the Association.

This Manual is not designed to address every circumstance or question about policies or procedures, nor is it our
intention to take away from your creativity in how you do your work. Our guidelines help you with your work
life and ensure that expectations are clear.

From time to time, the need may arise to change policies described in this Manual. The Association, therefore,
reserves the right to revise, supplement, or rescind any policies or portion(s) of the Manual as it deems appropri-
ate, and you will be advised of changes through the appropriate process. This Manual is not a promise of specific
treatment in a specific situation. We hope that you will take pride in being a member of our team and that your
experience with the Association will be challenging, enjoyable, and rewarding.

Again, welcome aboard! We look forward to working with you.
Sincerely,
Eric Reist

General Manager
Vernon Students’ Association - Okanagan College
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We have certain core policies deemed essential to the conduct of our business included in our Association Manual
which must be strictly observed. Discipline or discharge may result from failure to adhere to our core policies.

The following must occur to make sure that the Association core policies are understood for your own protection,
the protection of the Association and your co-workers/board members:

1. It is the individual’s responsibility to read and understand the Manual sections outlined below.
Click on the core policy links below and open each individual core policy.
2. If you do not understand or have questions about any of the information in this Manual, you

must ask Eric Reist, General Manager, for clarification before returning the signed “Manual
Receipt and Acknowledgement Form”.

3. The individual must print and sign the “Manual Acknowledgment Form” prior to the end of the
Orientation Session and return the signed form to Eric Reist, General Manager, by the end of the
Orientation Session.

Our policies, including our core policies, may change from time to time with or without notice. The Association,
therefore, reserves the right to revise, supplement, or rescind any policies or portion(s) of the Association Manual
as it deems appropriate, and you will be advised of changes through the appropriate process.

The Core Policies are divided into the following major categories:

Regulatory Conduct

Business Conduct

Computer & Equipment Use
General Guidelines

Benefits & Association Information
Employee Relations

Our Working Hours

Safety
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Regulatory Conduct

003 Equal Employment | Describes the Association’s position on equal employment opportunity for all individuals
Opportunity and provides examples of where this policy is applied.

004 Harassment Association policy regarding discrimination and harassment. Includes examples of
inappropriate conduct, legal definitions, and the Association process for reporting and
invetsigating offences.

005 Workplace Privacy Association policy statement regarding an individual’s expectation to privacy while on
Association premises or when using Association property.

006 Privacy Laws & Overview of provincial privacy laws and legislation and how they impact managers, board

Legislation members and employees.

Business Conduct

00 Classification of Lists and defines the different types of relationships between the Association and
typ p
Individuals individuals for the purposes of (including) payroll and benefits administration and the
application of Association Manual guidelines
008 Code of Conduct Association expectations regarding the code of conduct of individuals associated with the
Association. Includes summary of actions considered improper conduct.
00 Conflict of Interest Association policy regarding conflict of interest and examples of situations that must be
policy reg g p
disclosed to an Association official.
010 Personal Activities Association guidelines clarifying appropriate levels of personal activities during workin
g g approp p g g
during Working Hours | hours
011 Dating Co-Workers Association policy and guidelines regarding relationships that have progressed beyond a
platonic friendship
012 Outside Employment Guidelines regarding individuals accepting employment or appointments outside the
or Appointments Association.
013 Intellectual Property Association policy regarding intellectual property, including definitions of intellectual
property and consequences of improper use.
014 Drug & Alcohol Free | Association policy regarding the use or possession of illegal drugs or alcohol at work. Also
Workplace describes Association practices for assisting individual’s whose work is affected by substance

abuse.
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015 Workplace Violence Policy regarding violence in the workplace. Includes list of actions the Association
interprets as violence and items the Association considers to be weapons.

016 Off_Duty Conduct Includes examples of unacceptable conduct while individuals are off-duty. Includes
references to Chat rooms, instant messaging, and blogging

017 Alcohol Consumption Document establishing a protocol for the responsible consumption of alcohol at

at Association Events | Association events
018 Privacy of Personal Position of the Association regarding the internal use of personal information provided
: by individuals to the Association. Also describes the Association policy on providing this
Information y policy on p g

information to individuals or institutions external to the Association.

019 Confidential Informa- | Association procedures relating to the handling of confidential information, including

tion - Classification and | definitions and examples for each data classification category.
Handling
020 External Association Describes the authorization process for speaking in a public forum on behalf of or as a
Communications representative of the Association.
021 Legal Inquiries or Guidelines on what to do if confronted with a legal inquiry or action in the course of
Actions Association business.

Computer & Equipment Use

022 Computer & Network | Guidelines for use of Association computers and network. Includes examples of unethical
Use or inappropriate use.

023 Email Use Guidelines for email use within the Association, including email privacy and etiquette.

024 Internet Use Guidelines for appropriate and inappropriate Internet use within the Association, specific
policies on Internet use, and requirement for signed statements from every employee/board
member regarding Internet use. Includes references to blogging.

025 Use of Portable Guidelines for use of portable electronic devices including cell phones, wireless email

Electronic Devices devices, camera phones, and digital recorders.

General Guidelines

026 Dress Code Association guidelines for appropriate dress at work, including examples of inappropriate
attire.
027 Attendance Provides the Association perspective regarding being on time for work.
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028 Gifts & Gratuities Association policy regarding the receipt of gifts or gratuities from customers or suppliers.

029 Probationary Period [ Describes the Association policy on the probationary period for all new hires or individuals
hired into new positions.

030 Bulletin Boards Guidelines and procedures for posting information on Association bulletin boards.

031 Smoking Areas List of designated smoking areas.

Benefits & Association Information

032

Summary of Benefits &
Association Information

List of all Association benefits and core information, along with health care benefits
provided by the Association. Includes a table showing waiting period for each benefit and
which benefits are paid by the Association vs. the individual.

Employee Relations

Improvement Plan

033 Problems, Concerns Recommended practices for raising concerns or suggestions within the Association.
or Suggestions in the
Workplace
034 Discipline & Policy emphasizing the prerogative of the Association to apply discipline, modify its
Termination of Employ- performance improvement process or terminate employment based on the principles
ment described in the document.
035 Performance Overview of the process the Association follows when an individual’s performance is not

meeting expectations.

Our Working Hours

036 Our Working Hours Provides information on official office hours, core hours, and the Association policy
regarding flextime.

037 Lunch & Breaks Association guidelines on the length, entitlement and scheduling of lunches and breaks.

038 Overtime Association policy regarding approval of and payment for overtime hours worked.

039 Time Off Reporting Describes why and how the Association tracks absences from work.
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Safety

040 Safety at Work General description of practices and tips for safety in the workplace. Includes

Association policy on the use of home electrical appliances at work.

041 Injury & Illness at Work | Procedures regarding work-related injuries or illnesses, including definitions and
reporting incidents.

042 Emergency Contacts List of phone numbers to contact in event of an emergency at work.

Additonal Information

Related Documents
Vernon Students’ Association - Okanagan College Constitution & By-Laws (2011)

Please note that in the event of a difference in operating protocol for the Association between these policies and
the above noted Constitution & By-laws, the final authority rests with the Constitution & By-Laws.

If you have questions, comments or suggestions regarding this document, contact Eric Reist, General Manager,
ereist@okanagan.bc.ca
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Overview

We do not discriminate at our Association. We welcome diversity and the synergy stemming from all
perspectives as a result of different backgrounds and experiences.

We provide respect and equal employment opportunities for all Association individuals and applicants for
positions regardless of race, color, national origin, political belief, religion, marital or family status, physical or
mental disability, gender, sexual orientation, age, or irrelevant record of offence.

Decisions pertaining to recruitment, hiring, training, transfers, dismissals, layoffs, counseling, compensation,
hours of work, benefits and performance reviews are based on job performance, merit, and qualifications. Family
members and relatives may be considered for employment on their merits in accordance with our policies on this
subject.

Our practice has been and will continue to be one of honest evaluation of each individual’s qualifications and
Association contributions.

Guidelines

We base all employment decisions on the principles of equal employment opportunity and with the intent to
further the Association’s commitment to equal opportunity. We are committed to ensure that all people- related
actions, such as recruitment, hiring, promotion, compensation, benefits, layoffs, returns from layoffs, Association
sponsored training, educational tuition assistance, and social and recreational programs are administered without
regard to race, color, religion, national origin, sex, age, handicap, or status.

Any individual who feels they, or another individual, have been the subject of discriminatory treatment should
report it immediately to the General Manager. The Student Council will investigate all complaints.

Document Number: 003
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Additional Information

Related Documents

Vernon Students’ Association - Okanagan College Constitution & By-Laws (2011) (leadership - p.3)
(Human Rights Representative - p. 10, 11)

Please note that in the event of a difference in operating protocol for the Association between these policies and
the above noted Constitution & By-laws, the final authority rests with the Constitution & By-Laws.

External Resources
BC Human Rights Coalition: http://www.bchrcoalition.org/files/lawoverview.html
Human Rights Tribunal (for enforcement of human rights legislation in BC: http://www.bchrt.bc.ca/

If you have questions, comments or suggestions regarding this document, contact Eric Reist, General Manager,
ereist@okanagan.bc.ca
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Overview

We are committed to providing a positive working environment where everyone is treated with respect. We all
share in this responsibility.

If you question—even for a second—the appropriateness of your behavior, words, or actions, stop yourself
from continuing down this pathway. If you do not know or understand your audience, don't take a chance at
making someone uncomfortable. Keep it clean and keep it professional.

Off-limits: Sexual material or innuendo, off-color pictures or emails, racial references, advances, touching,
leering, derogatory remarks towards or about anyone or group.

Rule of Thumb: Behave with people you come in contact with at work as you would with someone’s
conservative great-grandmother whom you are meeting for the first time, until you clearly understand your
audience’s boundaries. You may never have absolute clarity about tolerance for familiarity in behavior, and even
if no one complains, your conduct may still have crossed the line.

Keep it professional at all times.

Guidelines

The guidelines outlined in this document apply to behavior on Association premises, during travel related to
your work, at conferences, training sessions and seminars attended by you for work, and during work-related
telephone, electronic, and other communications.

It’s impossible to list every inappropriate conduct that may occur on the job. Unlawful discrimination or
harassment includes unwelcome or offensive verbal or physical conduct, hostile or offensive activity that
threatens, intimidates, offends, demeans, or coerces and may impair an individual’s ability to do his or her job.
Discrimination and harassment takes on many forms including:

. Gestures or physical acts

. Slurs

Document Number: 004
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Taunting

Verbal abuse or racial epithets

Comments or jokes

Implicit or explicit coercive and inappropriate behavior used to control, influence, or affect the career,
salary or job of any employee, board member or Association member.

Displaying derogatory objects, cartoons, posters, drawings, or pictures

Failure to consider or hire an individual for a job based on their race, color, religion, national origin,
sex, age, family status, etc.

Reported incidents will be investigated and if verified, the person harassing another individual on Association
premises will be subject to disciplinary action, up to and including termination. Retaliation by an individual
for reporting an incident is not tolerated. Any individual showing retaliation toward another for bona fide
reporting of an incident in good faith will be subject to disciplinary action up to and including termination.

If an inappropriate situation arises:

1.

2.

If comfortable doing so, speak to the individual. Tell the offending individual that their behavior is
unwelcome and ask them to stop.

Report the incident. If, after asking the other individual to stop their behavior, the activity continues,
you may report the inappropriate behavior to the General Manager.

An investigation will be conducted. Once a complaint is received, an investigation is undertaken
immediately and all necessary steps are taken to resolve the situation. Two individuals conduct

all interviews (General Manager & President). In most cases, both the complainant and the individual
who is alleged to have acted inappropriately are interviewed, along with any individuals who may be
able to provide relevant information.

Appropriate action will be taken by the Association. Upon completion of the investigation, and where
it is warranted, the Association will promptly take corrective measures, which could include counseling,
reprimand or dismissal. If the complaint was filed in good faith, no documentation whatsoever is
placed in the complainant’s file, regardless of whether or not the complaint is upheld.

Confidentiality is maintained. A complete written record is kept of each complaint that proceeds to an
investigation, including how it was investigated and resolved. Every attempt will be made to ensure all
information gathered is kept as confidential as possible.

Anonymous complaints are not dealt with under these guidelines.
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The Details

This section is meant to provide you with a quick and general reference. For complete, up-to-date legislated
definitions, refer to the BC Human Rights Code.

Harassment

Harassment is a form of discrimination and includes any conduct—be it verbal, physical, or by innuendo—
that is likely to cause offense or humiliation to any person based on the prohibited grounds of discrimination
provided in the Human Rights Code.

Examples of harassment, or discriminatory conduct that may constitute harassment, include:

. Employment decisions made on the prohibited grounds in the Code, rather than on merit, which
includes decisions made as a result of submission to or rejection of harassment. This would include
implicit or explicit coercive and inappropriate behavior used to control, influence, or affect the career,
salary or job of any employee

. Comments that promote disability, ethnic, racial, age, sexual, or religious stereotyping

. Jokes or comments that draw attention to a person’s disability, age, ethnic, racial or religious back
ground or affiliation, gender or sexual orientation and that are embarrassing or offensive

. Derogatory remarks, verbal abuse, or threats directed towards members of one gender or regarding
one’s sexual orientation or with respect to a person or group’s ethnic, racial, or religious background or
affiliation.

Sexual Harassment

Sexual harassment is defined as one or more incidents involving unwelcome conduct of a sexual nature, by
men towards women, by women towards men, between men, or between women.

Specific examples of unwelcome conduct of a sexual nature that may constitute sexual harassment include:
. Requests for sexual favors

. Advances, propositions, touching or leering

. Persistent unwanted contact or attention after the end of a consensual relationship
. Sexually suggestive comments or gestures

. Stalking or persistent attempts to contact another person

Document Number: 004
Document Owner: Association
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. Sexually degrading words used to describe a person
. Inquiries or comments about a person’s sex life or sexual behavior
. The display of sexually suggestive or pornographic material causing embarrassment or offense told or

carried out after the person showing the material has been informed that it is embarrassing or
offensive, or that by its nature is known or ought reasonably to have been known to be embarrassing or
offensive

. Sexual stories or jokes causing embarrassment or offense told or carried out after the person telling the
story or joke has been informed that it is embarrassing or offensive or that are by their nature known
or ought reasonably to have been known to be embarrassing or offensive.

Additional Information

Related Documents

Vernon Students’ Association - Okanagan College Constitution & By-Laws (2011)
(Human Rights Representative - p. 10, 11)

Please note that in the event of a difference in operating protocol for the Association between these policies
and the above noted Constitution & By-laws, the final authority rests with the Constitution & By-Laws.

External Resources
BC Human Rights: http://www.ag.gov.bc.ca/programs/hrc/

BC Human Rights Coalition: http://www.bchrcoalition.org/files/lawoverview.html
Human Rights Tribunal (for enforcement of human rights legislation in BC: http://www.bchrt.bc.ca/
Canadian Human Rights Reporter - Information on the Basics: http://www.cdn-hr-reporter.ca/basics.

heml

If you have questions, comments or suggestions regarding this document, contact Eric Reist, General Manager,
ereist@okanagan.bc.ca
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Overview

We respect your personal privacy and your right to an expectation of privacy in personal matters at work.
However, as a general rule of thumb, we should all consider that anything we do while on Association premises or
create on Association time using Association resources might be read, checked or monitored by management at
any time.

Guidelines

Your work output is generally considered Association property. As such, others in the Association may review it
at any time. In addition, business equipment belonging to the Association and supplied for the purposes of your
work (e.g. computers, desks, cabinets) should not be considered your private property. There may be occasions
when another individual is required, for business purposes, to access your office equipment in your absence.

Email and Internet activity conducted using Association property is subject to monitoring at any time.

Additional Information

Related Documents
Vernon Students’ Association - Okanagan College Constitution & By-Laws (2011)

Please note that in the event of a difference in operating protocol for the Association between these policies

and the above noted Constitution & By-laws, the final authority rests with the Constitution & By-Laws.

If you have questions, comments or suggestions regarding this document, contact Eric Reist, General Manager,
ereist@okanagan.bc.ca
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Overview

Privacy legislation is to be taken seriously and affects the way we do business.

Very simply: All private information the Association obtains from any person, including our members, partners,
employees and candidates must be accompanied by disclosure for the reason of collection, consent for its use,
and a guarantee that the information will be safeguarded and only used for the purposes of original collection.

For example, as a manager or board member, virtually nothing you write about a job candidate or Association
employee can be considered off limits to the candidate. Scribbles on a performance review, comments about an
individual on a piece of paper, or comments on interview notes are now accessible information.

Every individual has a right to view anything written about him or her, whether that information is located in
the Association personnel files, in an email, or in the margin of a manager’s notebook.

However, there is no reasonable expectation of privacy when using the Association email system and Internet.
For more information, please see our practices on Internet and Email use.

Guidelines

The Association Privacy Officer is Eric Reist, General Manager. If you have any questions about Federal or
Provincial privacy legislation and how it affects your job, please contact this person.

Managers, Employee & Board Members Privacy

Here are some specific examples of how privacy legislation affects you as a manager:

. All written, recorded or scribbled notes (including drawings) about an individual are considered private
information about that individual and the Privacy Officer is responsible for making sure the information
is accessible to that individual. Any communication about an individual, regardless of form, must be
filed in personnel records.

. An applicant who is interviewed has the right to ask for interview notes from every individual who inter
viewed that person.
. If Human Resources or a manager put together a report about an individual—whether it be a case for

termination, performance review, or recommendation for promotion—the information must be in the
individual’s file and accessible to him or her.
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. Resumes of all applicants must be kept on file for a year and kept secure.

. Storage of an individual’s personal information—performance, salary, date of birth, medical or
personal issues—should be consolidated wherever possible. The Privacy Officer needs to know what
information is stored where. This includes personal information stored on home computers, lap tops,
removable disks, etc.

. Circulation of home addresses, birthdays, telephone numbers, and cellular telephone numbers (unless
paid for by the Association), etc. is not allowed.

. As a manager, you are not necessarily allowed to see an individual’s files. There may be no reason for you
to know private information, particularly medical information.

. Without exception, all emails and Internet access that use the Association network belong to the
Association.

. Anyone with access to private information must sign a special confidentiality agreement, particularly as

it relates to medical information and non-disclosure after parting with the Association.

The Details

The Personal Information Protection and Electronics Documents Act (PIPEDA) is the Canadia Federal legisla-
tion act currently in place. Unless a province has developed its own privacy act, it is automatically governed by
the PIPEDA. Privacy legislation can be compared to the Employment Standards Act in that a Company with
multiple offices across the country needs to be aware of provincial differences. At this time, Quebec, Alberta
and British Columbia are the only provinces with their own privacy legislation.

Collecting private information is different than collecting and using business information. For instance,
conducting a survey for marketing purposes is fine if the information being collected is for business-to-business
use and not business-to-consumer or employee. An example of business-to-business use would be collecting an
individual’s business email or mailing address. A retailer asking for personal information prior to conducting a
cash transaction would be business-to-consumer use.

Prmczples of BC Privacy Legislation
Accountability: An individual or individuals (Chief Privacy Officers) must be designated as
accountable for the organization’s compliance with privacy legislation.

2. Identifying purposes: The purpose for collecting private information needs to be clear. For example,

“We need this information to be able to contact someone in the case of an emergency”.
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N

10.

Consent: Knowledge and consent of individual are required for information collection.

Limiting Collection: Collection of information is limited to that which is necessary to carry out the
purposes identified by the Company. For example, you can’t ask for an individual’s waist measurement as
an “add on” question if the information is not relevant to the purpose of collection.

Limited Use, Disclosure, Retention:

Personal information will only be used for the purpose originally communicated

Personal information will not be disclosed to others

Personal information is only retained for the period of time necessary for fulfillment of those purposes.
Accuracy: Keep information up to date and accurate.

Safeguards: Keep the information safe. More sensitive material requires stronger safeguards.
Openness: The Association needs to communicate policies and practices relating to managing personal

information.

Individual Access: An individual has the right to ask to be informed of the existence, use, and
disclosure of his/her personal information. This means that any individual has the right to see his or her
files and ask what we have used the information for. We must be prepared to answer. For example, “We
provided your manager with your performance review file on Feb 05, 2003. On Sept 06, 2003, we
provided Great West Life with your new salary for updated LTD benefits calculations”.

Challenging Compliance: An individual has the right to address any concerns regarding compliance
with the above principles to the Chief Privacy Officer.

Additional Information
Related Documents

018 Privacy of Personal Information
022 Computer & Network use

023 Email Use

024 Internet Use

External Resources

Ofhice of the Information and Privacy Commissioner of BC: http://www.oipcbc.org/
Privacy Commissioner of Canada: http://www.privcom.gc.ca/

BC Exemption from PIPEDA (Federal Regulations):
http://canadagazette.gc.ca/partl]/2004/20041103/html/sor220-e.html
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. BC Ministry of Management Services: www.mser.gov.bc.ca/foi_pop/Privacy/default.htm

If you have questions, comments or suggestions regarding this document, contact Eric Reist, General Manager,
ereist@okanagan.bc.ca
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Overview

We are all equally important to the Association’s success, but occasionally, we may have different classifications.

Each individual in the Association is classified into an appropriate position in order to provide uniformity and
equality in the administration of payroll and benefits and the application of Association guidelines.

See the “Definitions” below for a list and description of each classification category. In many cases, government
regulates the definition of each status. For more information, visit the government links provided at the end of
this document.

Definitions

“Everyone” refers to the aggregate of all individuals defined below:

. Employee: Describes any person working for the Association who is paid directly through our payroll
system

. Employees eligible for standard benefits: An employee entitled to health and all other standard benefits
available in the Association.

. Regular Full-time: An individual who is scheduled to work our regular workweek (EXAMPLE: 37.5 or
more hours per week).

. Regular Part-time: An individual who is consistently scheduled to work less than EXAMPLE: 37.5
hours per week. EXAMPLE: 20 hours per week is the minimum number of hours for benefit eligibility.

. Regular: An individual who is hired in a longer-term capacity and is anticipated to successfully complete
the probationary period.

. Temporary: An individual who is hired by the Association for a pre-established period, perhaps during
peak workloads, for special projects, or to provide vacation relief.

. Consultant/Independent Contractor/Freelancer: An individual who has been contracted via a business
contract to perform a specific task or service. Services are paid via an invoice through Accounts Payable.
These individuals are not eligible for Association benefits.

. Board Member (Student Council): An individual who is elected according to the criteria established in
the Association Constitution & By-laws. The Student Council shall be the governing body of the
Association.

. Member of the Association: An individual who is registered as a student at Okanagan College — Vernon

Campus, and who meets all of the eligibility criteria outlined in the Association Constitution & By-laws

(By-law II — p.4,5).
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Additional Information

Related Documents
VSAOC Constitution & By-Laws (2011)

External Resources
. BC Employment Standards Branch: Employee or Independent Contractor Fact
Sheet: http://www.labour.gov.bc.ca/esb/facshts/employee.htm
. CCRA - Employee vs self-employment criteria: http://www.cra-arc.gc.ca/E/pub/
tg/rc4110/rc4110-e.html

If you have questions, comments or suggestions regarding this document, contact Eric Reist
ereist@okanagan.bc.ca
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Overview

We foster a fun and casual environment — but one that has boundaries. One of our fundamental principles is an
expectation that all individuals, business acquaintances, business, and property be treated with respect.

If you spend a fraction of a second questioning the appropriateness of your actions, carefully reconsider the
action, proceed with caution, or back away until you have considered all possible consequences.

Guidelines

Everyone is expected to know, understand, and adhere to Association practices in order to protect the best
interests of the Association and individuals within it. We expect you to respect the rights and feelings of others
and demonstrate personal integrity and professionalism.

Please refrain from doing anything that would be considered improper conduct. Be aware that anyone in the
Association is subject to dismissal for engaging in serious improper conduct.

By “improper conduct” we mean conduct that involves illegal, fraudulent, dishonest, or unethical behavior, or
serious negligence in the performance of your duties.

The Details

Following are some examples of activities that we view as improper conduct. This is by no means an exhaustive
list, and we expect everyone to exercise good judgment. However, these are actions for which you can assume
immediate disciplinary action will be taken, up to and including termination of employment, or impeachment of
a board member or expulsion of an Association member :

. Theft

. Abuse of Association property or equipment

. Sexually, verbally, physically, or mentally abusing or harassing any person associated with the Association
—on or off premises

. Habitual tardiness or absence

. Solicitation or acceptance of personal gifts or gratuities in exchange for preferential business treatment

. Failure to comply with our policy regarding solicitation for charities or personal businesses

. Falsifying Association records

. Disclosing confidential or proprietary Association information to unauthorized persons
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. Engaging in activity that is determined to be a serious conflict of interest with the Association

. Possession, use or sale of illegal substances on Association premises

. Being under the influence of alcohol or illegal substances at any time on Association premises or while
on Association business

. Insubordination or failure to carry out instructions

. Job abandonment

Additional Information
Related Documents
VSAOC Constitution & By-Laws (2011)

Please note that in the event of a difference in operating protocol for the Association between these policies and
the above noted Constitution & By-laws, the final authority rests with the Constitution & By-Laws.

If you have questions, comments or suggestions regarding this document, contact Eric Reist
ereist@okanagan.bc.ca
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Overview

We are ethical individuals and an ethical Association. We have a reputation to uphold and we want to make sure
that our behavior and business practices are sound and reflect our professionalism. At the same time, we never
want to stifle off-hour activities, creativity, or the ability to engage in outside interests.

We trust your judgment, but if you are unsure of a situation that may place you in a conflict of interest, please
refer to the guidelines below or discuss the situation with Eric Reist, General Manager.

Partial list of potentially sensitive areas: Engaging in outside work; financial transactions with a potential cli-
ent, supplier, or competitor; participating in an appeal or grievance where the individual is directly involved; a
financial matter where the member is directly involved, especially matters pertaining to grant/loan allocations;
receiving gifts from a supplier.

Guidelines

Our Association, our clients, and the outside world, place high expectations on integrity. It is important that a
high standard of ethical, moral, and legal conduct be upheld when business is conducted both internally and
externally.

Individuals may, from time to time, pursue personal and private business interests and ventures, and may partici-
pate in other forms of decision-making organizations. It is the responsibility of every individual to clarify such
outside activities with the Association. In such cases, the individual must provide a full written disclosure to the
General Manager so that an assessment can be made and any potential conflicts of interest may be prevented.

The Details

The following situations require full written disclosure to and approval by the General Manger and Student
Council:

. You are engaged in any outside professional work

. You, your spouse, or a member of your immediate family is engaged in a business similar in nature to the
Association.

. You are engaged in outside work that will interfere with your primary job due to your work hours or
attendance at the Association, or that is in some way hostile or adverse to the Association

. You accept a retainer, commission, consulting fee, or any other fee arrangement or remuneration
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. You, or any member of your immediate family, directly or indirectly borrows from, lends to, invests in
or engages in any substantial financial transaction with a client, potential client, supplier or competitor.
Members of immediate family include spouse, children, and any other relative sharing your household.
This does not apply to professionally managed mutual funds, provided that the fund manager is not a
member of your immediate family

. You perform outside work during regular Association working hours and make use of the Association’s
facilities, equipment, labor, or supplies to conduct this outside activity

. You receive gifts from a supplier or competitor

. You work with an employer whose business is in competition with ours or services our clients

. Your work requires use or disclosure of proprietary information of our business or our clients

. Supervisors, managers, and senior individuals in a sensitive or influential position must disclose the

existence of any relationship with another co-worker that has progressed beyond a platonic friendship.

If you engage in any approved outside work, you are under obligation to advise your client that the work is in no
way by, for, or in the name of the Association.

Failure to disclose or discuss information related to any of the above points may lead to corrective action,
including dismissal.

Additional Information
Related Documents
VSAOC Constitution & By-Laws (2011) (By-Law XI - p.13)

Please note that in the event of a difference in operating protocol for the Association between these policies and
the above noted Constitution & By-laws, the final authority rests with the Constitution & By-Laws.

If you have questions, comments or suggestions regarding this document, contact Eric Reist
ereist@okanagan.bc.ca
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Overview

We recognize that it is unrealistic to forbid employees to deal with personal matters during working hours. How-
ever, we want to be clear about what we mean by “appropriate levels” of personal activities. We define appropriate
levels of personal activities during working hours as no more than 30 minutes per day.

Remember, this is a paid benefit of the Association and we trust your ability to work within these guidelines.
While it is difficult to determine how much time each of us spends on personal activities during the work day, it
is each of our responsibility to ensure that such activities do not exceed 30 minutes per day, and that individual
job accountabilities and deadlines are met.

Guidelines

Personal activities during working hours include:

. Computer use

. Internet use

. Email use using your personal web mail and personal email account
. Instant Messaging Use

. Cell phone conversations

. Land line phone conversations

. Errands

. Other activities that are not work-related

Any personal activities during working hours must adhere to all guidelines included in the “Core Company
Policies” section in this Handbook and must not interfere with job accountabilities and deadlines.

Additional Information

If you have questions, comments or suggestions regarding this document, contact Eric Reist
ereist@okanagan.bc.ca
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Overview

Our Association has a strict policy that prevents harassment - including sexual harassment in the workplace
which applies to all Association individuals - including employees, managers, board members, Association mem-
bers and contracted individuals. To prevent harassment, it is common for some employers to prohibit their staff
from dating, or entering into consensual romantic relationships with co-workers. We do not feel that such a
prohibition is necessary, provided:

. Both parties mutually and voluntarily consent to the relationship;

. No undue pressure was brought by either party towards the other to engage in a relationship;

. The relationship does not affect the performance of the duties of involved parties in any way; and
. The relationship does not negatively impact the work environment.

The Association believes that an environment where individuals maintain clear boundaries between their personal
and business interactions is most effective for conducting business.

Guidelines

Although this policy does not prevent the development of friendships or romantic relationships between cowork-
ers, it does establish very clear boundaries between work on Association time and the activities of individuals
outside of work. Individuals must not let relationships which are pursued in their free time affect their work
performance. This applies whether or not the relationship was formed during employment. Individuals who fail
to respect those boundaries may be subject to discipline.

Individuals in supervisory or other influential roles are subject to more stringent requirements under this policy
due to their ability to influence others. Supervisors should disclose the existence of a consensual relationship with
a co-worker to the General Manager. It may be necessary to change reporting relationships to avoid perceptions of
favouritism or undue influence.

The provisions of this policy apply regardless of the sexual orientation of the parties involved.
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The Details

Definitions
For the purposes of this policy, the terms used are defined as follows:

Term Definition

Work Venue The place or places where an individual provides services for the Association, including
travel away from a fixed location, attending conferences or seminars, and performing special
assignments away from a normal work location.

Dating Entering into a consensual romantic relationship with another co-worker.

Personal Ex- Intimate behavior which includes public displays of affection towards another individual.
change

Intimate Con- | Cuddling, kissing, fondling, touching, or other similar physical contact of a romantic nature.
tact

Reasonable A standard used to denote a hypothetical person who exercises “those ordinary qualities of
Person attention, knowledge, intelligence and judgment which society requires of its members for

the protection of its own interest and the interest of others.” The phrase does not apply to a
person’s ability to reason, but rather the prudence with which he or she acts under the cir-
cumstances.

Working Hours | Hours during which the individual provides services for the Association

During working hours and at work locations, Association individuals are expected to keep personal exchanges
limited so that others are not distracted or offended by such exchanges.

During non-working hours, such as lunches, breaks, and before and after work periods, individuals are not pre-
cluded from having appropriate personal relationships at work locations as long as their conversations and behav-
iours could in no way be perceived as offensive or uncomfortable to a reasonable person.

Individuals who allow personal relationships with co-workers to adversely affect the working environment, will be
subject to the appropriate provisions outlined in the “Discipline and Termination of Employment” policy. Failure
to modify behavior and observe appropriate standards of workplace conduct shall be viewed as a serious disciplin-
ary matter.
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Intimate Contact on Association Premises

Individuals are strictly prohibited from engaging in intimate contact that would in any way be deemed inappropriate
by a reasonable person while anywhere at any of our Association work locations, whether during working hours or
not.

Off-Duty
Individual’s conduct outside of working hours and work location is generally regarded as private, as long as such
conduct does not create problems within the workplace.

Disclosure of Relationships

Supervisors, managers, and any senior individual in a sensitive or influential position must disclose the existence of
any relationship with another co-worker that has progressed beyond a platonic friendship. Disclosure must be made
in writing to the General Manager confirming that the relationship is consensual. This disclosure will enable the
Association to determine whether any conflict of interest exists because of the relative positions of the individuals
involved.

Conflicts of Interest

Where problems or potential risks resulting from the relationship are identified, the Association will work with the
parties involved to consider options for resolving the conflict. The initial solution will be to make sure that the par-
ties involved no longer work together on matters where one is able to influence the other or take action for the other.
Matters such as hiring, firing, promotions, performance management, compensation decisions, and financial trans-
actions are examples of situations that may require reallocation of duties to avoid any actual or perceived advantage
or disadvantage.

Reassignment

In some cases, more extreme measures may be necessary such as a transfer to another position or department. The
individual with the more senior position will be considered for transfer first to avoid any perception of retaliation
against the less senior person. Refusal of reasonable alternative positions, if available, may be grounds for discipline.
Continued failure to work with the Association to resolve such a situation in a mutually agreeable fashion may ulti-
mately be deemed insubordination and therefore serve as cause for termination.
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Termination of Relationship

By disclosing in writing that the relationship is consensual, both parties to the relationship shall agree that they are
both free to end the relationship at any time, and that upon termination of the relationship, not to allow the break-
up to negatively impact the performance of their respective duties. Failure of either party to observe these provisions
will result in disciplinary action up to and including termination.

Additional Information
Related Documents

. 0021 Core Association Policies

If you have questions, comments or suggestions regarding this document, contact Eric Reist ereist@okanagan.bc.ca
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Overview

There may be times when each of us considers taking a second job to supplement income or job experience. This
is within the Association guidelines, as long as the second job doesn’t conflict or interfere with work at the Asso-
ciation. We do, however, require that additional jobs be disclosed to our General Manager in writing or email.
If you are asked to consider appointment to a governing board of another Company or organization, this should
be disclosed to our General Manager as well to avoid any potential conflict of interest.

Guidelines

If you are considering taking another job or appointment or a voluntary position in another Company or organi-

zation, please keep the following in mind:

. You must discuss the situation with our General Manager in advance to avoid any potential conflict of
interest. The General Manager will need to know the Company you will be working for and what type of
work you will be performing, and will provide you with written approval to proceed with any outside

position.

. Be aware that we expect our work requirements, including any mandatory overtime, will take precedence
over any other job or position you may hold.

. If the second job or voluntary position does constitute a potential conflict of interest to the Association,

written approval from the General Manager and the Student Council is required if you are to continue
working in both positions.
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Additional Information

Related Documents

VSAOC Constitution & By-Laws (2011) (By-Law XI - p.13)
002 Core Association Policies

Please note that in the event of a difference in operating protocol for the Association between these policies and
the above noted Constitution & By-laws, the final authority rests with the Constitution & By-Laws.

If you have questions, comments or suggestions regarding this document, contact Eric Reist
ereist@okanagan.bc.ca
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Overview

We all receive compensation to create, develop, investigate, and compile intellectual and material property for
the Association. As individuals, employees and independent contractors or consultants, everything we create,
develop, investigate, and compile belongs to the Association, unless clearly outlined otherwise in a contractual
agreement.

Guidelines

Work produced for the use of the Association, by an individual, during or outside working hours, on or off of the
Association’s premise, belongs to the Association.

Such information should not be taken outside of the Association, nor divulged to anyone other than authorized
persons, and should be used for the benefit of the Association only.

Intellectual property generally refers to the product of intellectual or creative activity, which is protected under
the law. Improperly divulging or using intellectual information may lead to corrective action up to and including
dismissal.

Additional Information
Related Documents

002 Core Association Policies

External Resources

. Canadian Intellectual Property Office (CIPO): http://strategis.gc.ca/sc_mrksv/cipo/welcome/welcom-e.
heml

. Strategis, the Canadian Business and Consumer Site - for more general information: http://www.strat

egis.gc.ca/engdoc/main.html

If you have questions, comments or suggestions regarding this document, contact Eric Reist
ereist@okanagan.bc.ca
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Overview

We recognize that the state of your health affects job performance and the quality of work performed. Drug and
alcohol abuse adversely affect your health and will inevitably result in problems at work.

We don't test for the use of illegal drugs or alcohol abuse unless you are employed in a safety-sensitive position,
but we do prohibit use of these substances on Association premises or while you are acting as a representative of
the Association.

TIP: Workers Compensation Board regulations also provide that employees will not report to work when their
faculties are impaired by alcohol or drugs. Individuals must be free from the effect of alcohol and controlled
substances that impair job performance and endanger other employees. The use, possession, sale, distribution, or
manufacture of illegal controlled substances is prohibited. No alcoholic beverages will be brought onto or con-
sumed on Association premises except in conjunction with authorized Association events.

Guidelines

The manufacture, distribution, dispensation, possession, or use of an illegal controlled substance is not permit-
ted on Association premises. Also prohibited is the use, sale, possession, distribution, dispensing, manufacture,
or transfer of an illegal controlled substance on non-working time if those activities affect the reputation of the
Association.

Compliance with this drug/alcohol policy is a condition of employment. This policy is applied equally to anyone
working on Association premises including full or part-time employees, board members, temporary employees,

contractors or consultants.

If an individual has a problem with drug or alcohol abuse:

. You may be eligible for a medical leave of absence in order to obtain treatment. You should not, in any
event, work when you are impaired from performing your work safely.
. You should be aware that the Association retains the right to require an individual to obtain treatment

from a rehabilitation program as a condition of continued employment.
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Additional Information

Related Documents

008 Code of Conduct
017 Alcohol Consumption at Association Events

External Resources
. WorkSafe BC - Impairment:
http://regulation.healthandsafetycentre.org/s/Part4.asp#SectionNumber:4.19

If you have questions, comments or suggestions regarding this document, contact Eric Reist
ereist@okanagan.bc.ca
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Overview

We are committed to maintaining a work environment free from violence, threats of violence, harassment, in-
timidation, and other disruptive behavior. No one should ever feel threatened or unsafe while on our premises.
Anyone who engages in any physical assault, threatening behavior or verbal abuse in the work setting will be
immediately removed from the premises and may be subject to disciplinary action, immediate termination of
employment, and possibly criminal penalties.

If anyone feels unsafe or threatened while at work, please notify the General Manager immediately. We will

not discriminate against workplace violence victims. All concerns, regardless of severity will be handled fairly,
promptly and without retaliation for bringing a valid claim forward. (This exoneration does not apply to false
claims. The claim must be a valid and proper claim for immunity to apply). If the Association finds that a claim
of workplace violence was made in bad faith, the Association will take disciplinary action against the person who
made the bad faith claim, up to and including discharge.

Guidelines

We all have a responsibility to prevent violence in the workplace. You can help by reporting anything you see that
might indicate that an individual is in trouble or the Association policies are being disregarded. All reports will be
investigated and the information will be kept confidential.

If you engage in any violence in the workplace, or threaten violence in the workplace, you will be removed from
the premises and may be subject to disciplinary action, immediate termination of employment, and criminal pen-
alties. No talk of violence or joking about violence in the workplace will be tolerated.

When we say “violence”, we are referring to physical or verbal assault toward another person, shooting, rape,
stabbing, shoving, pushing, harassing, intimidation, verbal abuse, coercion, callous or intentional disregard for
the physical safety or well being of others, brandishing weapons, obscene phone calls, serious threats, or threaten-
ing any of those activities. No employee, customer or anyone coming into contact with Association individuals
should ever feel threatened while on our premises.
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The Details

In order to ensure a safe environment for everyone, we strictly enforce the following:

. Weapons or firearms even if properly registered are not permitted on Association property or in vehicles
parked on Okanagan College property. Individuals are not authorized by law to carry a weapon or
firearm while performing Association business outside Association premises. Weapons include: any device
from which a projectile may be fired, guns, knives, any simulated firearm, sling shots, clubs, metal knuck
les, explosives, and other items with the potential to harm another person.

. Desks, cabinets, telephones and computers are Association property. The Association reserves the right to
search these areas or view email and data stored on your computer.
. Any conversations overheard during monitoring for quality control, or private messages retrieved, that

can be deemed threatening to other individuals can and will be used as a basis for disciplinary action or
termination of employment.

Additional Information

Related Documents
002 Core Association Policies

External Resources
. WorkSafe BC - Regulations on violence in the workplace::

http://regulation.healthandsafetycentre.org/s/Part4.asp#SectionNumber:4.27
If you have questions, comments or suggestions regarding this document, contact Eric Reist
ereist@okanagan.bc.ca
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Overview

Teamwork is essential in our Association and everyone has the right to work in an environment free of inappro-
priate conduct by other individuals and employees, including threatening or harassing behaviour.

Do our rules apply to electronic medium? The answer is yes. Just because we stick the word “electronic” or
“cyber” in front of an action or activity doesn’t change what it may fundamentally be, be it a transaction, a sale, a
slander, or a crime. Inappropriate conduct shouldn’t be more acceptable because it happened online using a hip
new technology.

It makes no difference how inappropriate conduct occurs, whether on Association or personal time. Once it’s
public knowledge, the team loses trust in, and respect for each other. We don’t have to like our co-workers or
agree with everything in our work environment, but we do need to be polite, ethical, lawful, and professional

while on or off-duty.

Guidelines

Off-Duty Conduct

You may be disciplined, up to and including termination, for inappropriate off-duty conduct, whether verbal,
written or through any form of blogging, that:

1. Damages the Association’s reputation and goodwill with the Community.
Materially and adversely affects your job performance or the job performance of other employees.

3. Uncooperative or insubordinate conduct towards supervisors, employers, guests and/or regulatory agen
cies or otherwise engaging in conduct that does not support the Association’s goals and objectives.

4. Divulging private information of the Association or of other to any person or entity who is not authorized

to receive that information.
5. Makes libelous, slanderous or maliciously false statements towards or concerning the Association, any of
its employees, services or products.
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Document Purpo