
 

 
 
START TIME 

 
AGENDA ITEM  
 

 
LEAD 

 
TIMING 

5:30 p.m. 1. Opening Remarks  and Call to Order L. Burchett 1 min. 

5:31 p.m. 2. Approval of the Agenda  L. Burchett 1 min. 

5:32 p.m. 3. Conflict of Interest Declarations   L. Burchett 1 min. 

5:33 p.m. 4.    Approval of the Minutes 
4.1 October 13, 2016 

 

L. Burchett 2 min. 

5:35 p.m. 5. Follow Up Items D. Robinson 1 min. 

5:36 p.m. 6. Report from HR Specialist D. Robinson 10 min. 

5:46 p.m. 7. Policy Review 
    Referred Back 

7.1 B1.1 – Hiring Policy  
7.2 C3.6 – Conflict of Interest 

New Review 
7.3 B1.4 – Orientation of New Employees 
7.4 B1.5 – Probationary Period 
7.5 B2.1 – Job Summary 
7.6 B2.2 – Performance Appraisals 
7.7 B3.1 – Conflict Resolution Procedure 
7.8 B4.2 – Harassment, Violence and/or Bullying in 

the Workplace 

D. Robinson 
 

60 min. 

6:46 p.m. 8. ED Report L. Gagne 12 min. 

6:58 p.m. 9. New Business L. Burchett 1 min. 

6:59 p.m. 10. Date of Next Meeting:  January 19, 2017  
@ 5:30 p.m. 

L. Burchett 1 min. 

7:00 p.m. 11. Adjournment L. Burchett 1 min. 

 

HUMAN RESOURCE COMMITTEE MEETING 
 

Thursday, December 8, 2016 
5:30 p.m. 

AGENDA 



 

 
 

 
In Attendance 
S. Holman – Acting Chair 
R. Trask 
L. Gagne, Executive Director 
V. Fowler, Manager, Finance & Administration 
D.  Robinson, HR Specialist 
V. Wall, Executive Assistant (Recorder) 

 
Via Teleconference  
A. Blignaut 
M. Hackl 
 
Regrets  
L. Burchett 
U. Filice 
 

Agenda Item and Minutes 

1. Call to Order and Opening Remarks 
As the Chair, L. Burchett had to send regrets. S. Holman agreed to Chair this meeting and 
called it to order at 5:31 p.m. 
  

2. Approval of the Agenda 
L. Gagne asked that items 8 and 10 be reversed on the agenda and the Executive Director 
report be added under New Business as item 11.1. 
 
It was motioned by M. Hackl, seconded by A. Blignaut to accept the Agenda with the above-
noted changes, CARRIED. 
 

3. Conflict of Interest Declarations 
None were made. 
 

4. Approval of the Minutes 
4.1 May 19, 2016 

It was motioned by A. Blignaut, seconded by R. Trask to accept the minutes of May 19, 
2016 as presented, CARRIED. 

Human Resource Committee Meeting 
Victoria Park Community Homes  

October 13, 2016 

Minutes 
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4.2 August 4, 2016 

It was motioned by A. Blignaut, seconded by R. Trask to accept the minutes of August 4, 
2016 as presented, CARRIED 

 
5. Follow Up Items 

5.1 V. Wall advised that Item 1, Review of the Terms of Reference, would be presented under 
item #7 of this meeting. 

5.2 D. Robinson advised that Items 2 and 3 being the Conflict of Interest Policy and Appropriate 
Use of Technology in the Workplace Policy were deferred to December 2016. 

 
6. Select Chair for the 2016-2017 Committee Year 

It was motioned by A. Blignaut and seconded by M. Hackl to appoint L. Burchett Chairperson 
of the Human Resource Committee, CARRIED. 

 
7. Review/Edit Terms of Reference 

The Committee reviewed the draft Terms of Reference presented and agreed to the proposed 
changes.  In addition, there is a typo in Paragraph 7, line 1: the word three should be changed 
to the word five. 
 
It was motioned by R. Trask and seconded by A. Blignaut to accept the Terms of Reference, 
as presented with the above-noted correction, CARRIED. 
 

8. Report from Finance 
8.1 COLA Increase for 2017 based on Rental Guideline Increase  

V. Fowler provided some background on when Victoria Park started using the Rental 
Guideline Increase as a COLA increase. She referenced policy D 1.1., Salary Philosophy. L. 
Gagne explained that this is the factor that guides our rent increases and since rents are 
our major source of revenue, salary increases should not exceed our revenue increases. 
 
The Committee discussed how VPCHMP’s policies are not consistent on this point. The 
Salary Philosophy policy states that “Salaries will be adjusted in accordance with the Rent 
Increase Guidelines (RIG) as approved by the Board of Directors...”; however, it is silent 
about whether or not the increase can apply when the increase would make an employee’s 
salary exceed the maximum of the salary range; it is open to interpretation. On the other 
hand, Policy D.1.2, Merit Performance Increase, states explicitly that “salaries [SIC] 
increases cannot exceed the job’s salary band maximum.”   
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If the application of COLA should not apply outside the maximum of the salary range, three 
(3) staff will not receive the RIG increase this year because they have reached their 
maximum salary in the salary bands. 
 
The Committee agreed that the Salary Philosophy policy is not clear and should be 
reviewed for consistency   
 
It was motioned by M. Hackl and seconded by A. Blignaut to approve the 1.5% COLA 
increase for 2017 per policy D1.1, CARRIED. 
 
It was motioned by M. Hackl and seconded by A. Blignaut to approve the 1.5% COLA 
increase for all employees until such a time that policies D1.1 and D1.2 are reviewed and 
made consistent, CARRIED.   
 

9. Report from the HR Specialist 
D. Robinson presented the report for information purposes only. The Committee discussed 
the contribution to the South Mountain Neighbourhood project and the partnership with 
Kiwanis and McGivney Community Homes.  L. Gagne clarified that VPCHI’s contribution was 
$12,500 a year, for two years for a total contribution of $25,000. 
 
Senior Management have decided to defer pursuing the Canadian Non Profit Employer of 
Choice Award (Item 11 of the HR Specialist’s Report) until next year due to workloads and 
time constraints of the program. 
 
It was also noted (based on  Appendix E of the HR Specialist’s Report) that 52% of 
VPCHMP’s workforce are baby boomers or older and will be leaving the workforce within the 
next 10-15 years. 
 
Appendix D references the main reason that Resident Managers gave for leaving VPCHI as 
the low salaries in relation to the workload. 
 

10. Compensation Philosophy Discussion 
V. Fowler provided some background information regarding the last salary survey and some 
of the challenges it had caused due to the limited range of bands ($12,000 spread between 
first and sixth tier regardless of job type, i.e. same band width for entry level positions as for 
most senior managers). She gave some examples of how employees could reach the top of 
their band much quicker than the three years between salary surveys than was the intent. 
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The Committee had a lengthy discussion regarding the current and future compensation 
philosophy at VPCHMP and VPCHI.  The Committee discussed various aspects of 
compensation including direct compensation and benefits. It was recognized that 
compensation can be structured many ways including base + benefits + variable incentives 
and that different positions within VPCHMP and VPCHI may fall into different compensation 
structures. 
 
The Committee agreed that the decision of whether the organization should be performance 
based only or a mix of performance based and COLA and/or other incentives would require 
more discussion after the salary review has been completed.  There was a full discussion 
regarding the impact of COLA on entry level employees versus management employees and 
the committee agreed that this should be a consideration when reviewing COLA as part of 
total compensation. 
 
 
The Committee agreed that the organization’s policy should be to at least match the market 
in total compensation (direct plus indirect compensation).   They further cautioned that the 
survey must be conducted in the Hamilton market and presented in such a way that qualifiers 
would not have to be used to discount the information received. 
 
The Committee also recognized that the Resident Manager position may have to be handled 
differently due to the uniqueness of the role and in light of the comments highlighted in the 
HR Specialist’s report.  Staff is to research and present options to the Committee about the 
Resident Manager compensation plan. 
 
 

11. New Business 
11.1 Executive Director Report 

L. Gagne presented the report for information purposes.  She discussed concerns over 
staff workload and stresses and advised the Committee of some of the pressures as 
follows: 

• Yardi migration is bigger than originally anticipated including three new modules; 
• Starting late Spring, funding streams have been rolling out at various levels of 

government and in some cases, the same stream is being handled differently by 
each Service Manager so staff need to customize each request; 

• These funding streams will continue for the next few years; 
• Strategic priorities are still being worked on because by the time we were aware of 

the pressures of the funding streams, these activities were underway and it is very 



5 
 

difficult to pull back; 
• This is all on top of regular duties.   

 
L. Gagne highlighted some results from the Management Team exercise with the 
Consultant using Patrick Lencioni’s model; the Management team are also concerned with 
workloads and staff morale.  That said, it was noted that two of the greatest strengths of 
the management team are that they are all highly committed and caring towards the goals 
of VPCHI and the people we serve. 
 
To alleviate some workload from the Property Managers, we have decided to hire a 
Recording Secretary for our Managed Clients.  This person would be responsible for 
distributing the meeting packages and taking minutes at the meetings.  L. Gagne reminded 
the Committee that the purpose of the poll was to deviate from a full posting to save time 
and have this person start immediately.  She also advised the Committee that the student 
we had in mind did not work out due to night classes so we may have to post after all.  A 
further update will come to the next meeting.  
 
After some consultation with P. Mustin and T. Cipriani (former Board member in the 
Engineering field), we have decided to fill the Manager, Capital Assets position with a CET 
(Certified Engineering Technologist) and have this person report to the Manager, 
Operations and Development, to whom the current Architectural Technologist also now 
reports.  The posting will close on October 24, 2016.  Currently, City Housing Hamilton, the 
City of Brantford and HSC are recruiting for similar positions. 
 
L. Gagne advised that we are investigating using the Development Funds to hire staff to 
assist with all the upcoming funding and growth opportunities.  Currently, we are charging 
our Managed Clients a 2.5% administration fee for assisting them with completing the 
various funding applications. 
 

12. Date/Time of Next Meeting:   Thursday, December 8, 2016 at 5:30 p.m. (Dinner at 5:00 p.m.) 
 

13. Adjournment 
There being no further business, It was motioned by R. Trask and seconded by M. Hackl to 
adjourn the meeting at 7:21 p.m. 
 

 



 
 

FOLLOW UP ITEMS FROM HUMAN RESOURCE COMMITTEE MEETING 
Updated December 2016 

 
Item 

# 
Meeting 

Date 
Details 

 
Action Comments Due 

Date 
Complete 

1 01/21/16 Additional 
• Revise HR Committee TOR to 

reference quorum constitutes 
“50% of membership plus 
one” and review Terms of 
Reference document 
language and relevancy. 

 
V. Wall 

 
Review is 
complete. TOR To 
be approved at 
February Board 
meeting. 

 
Feb 2016  

2 05/19/2016 Item 7.5 – Conflict of Interest 
Policy 
• L. Burchett to provide a copy of 

policy to L. Gagne 
 

• Committee recommends that 
the Board review By-law No. 8 
and By-law No. 11. 

 
 
L. Burchett 
 
 
L. Gagne 

 
 
 
 
 
By-Law Review 
committee has 
proposed changes. 
Awaiting review by 
our Corporate 
lawyer. 

 
 
Dec 
2016 
 
In 
Progress 

 
 

3 10/13/2016 Item 8.1 – COLA Increase 
Per the motion, committee 
recommendation that all Staff 
receive COLA will go to the next 
Board Meeting for ratification. 

L. Gagne Complete. 
Approved at Nov 
Board Meeting. 

Nov  
2016 

 

4 10/13/2016 Item 10 – Salary Survey  
Per the discussion, the 
consultant for the salary survey 
will use the philosophy that 
VPCHMP wants to match the 
market place in total 
compensation and for the survey 
to be in our own market. 

D. Robinson Survey expected to 
be completed in 
Jan 2017. 

Jan 2017  



Item 
# 

Meeting 
Date 

Details 
 

Action Comments Due 
Date 

Complete 

5 10/13/2016 Item 11.1 – Recording Secretary 
VPCHMP to hire a Recording 
Secretary to assist PMs at the 
meetings for Managed Clients. 
 

D. Robinson New hire has been 
made.  Contract 
position to start in 
December. 

Dec 
2016 

 

  



 

 

 

Victoria Park Community Homes 

155 Queen Street North 

Hamilton, Ontario, L8R  2V6 

 

 

Human Resource Specialist Report 

to the Human Resource Committee 

December 8, 2016 

 

PURPOSE 

 

The purpose of this report is to provide information to Members of the Human Resource 

Committee about the Strategic Plan, Health and Safety, Absenteeism, and other issues of 

significance that have transpired since the last report was submitted to the Human Resource 

Committee on October 13, 2016. 

 

1. STRATEGIC PLAN UPDATE 

 

Goal 1.3 Develop/Update HR policies, practices, and manuals. 

 

In June 2015 Committee Members agreed to meet a minimum of five times a year to complete a 

full policy review every two years. The review is about 46% done, with the first set of policies 

having been reviewed approximately 14 months ago. In September Committee Members agreed 

to defer the policy review scheduled for the October meeting so that they could devote their full 

attention to a discussion on Compensation Philosophy. At the time we were looking at scheduling 

another HR Committee meeting in 2017 so that we remain on schedule. Since then, Lori-Anne 

has suggested adding 1 policy to each meeting rather than adding another meeting to the 

calendar. 

 

At the January 19th, 2017 meeting the following policies are scheduled for review: 

 B1.2 Employee Suggestions 

 B4.1 Equal Opportunity 

 B5.1 Employee Discipline 

 B5.4 Providing References 

 C2.1 Attendance and Punctuality 

 C3.2 Alcohol and Drug Use 

 

 

                  P: 905.527.0221   T: 1-866-780-7275   E: info@vpch.com   www.vpch.com 
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 Policy samples on any or all of these topics that Committee Members would like to provide as  

 resource material would be greatly appreciated. 

 

 In addition, the Consultant retained to conduct the salary survey is scheduled to present the survey 

 results to Committee Members on January 19th. 

 

Goal 6.1 Keep all staff informed and engaged around corporate direction. 

 

 Lori-Anne has scheduled a Corporate Update for Friday, December 16. 

 The following activities have been or are being organized by the Social Committee (Charlene 

Thornhill, Darlene Robinson, Dawn Sacks, Katie Racher, Lorna Mills, Vincenza Wall): 

a) Hallowe’en 

- The children from Wesley Day Care visited our office to parade their costumes for trick or 

treats.  The children followed a path laid out by ghostly footprints; staff were invited to 

wear orange and black that day and, if so inclined, to don a costume for the children’s visit. 

Special recognition is due Patti Thomas for orchestrating this event. 

b) Christmas 

- Raffle tickets are being sold to raise funds for the Good Shepherd Centre of Hamilton 

Christmas Food Drive.  The prize, a beautiful cedar chest crafted by one of Victoria Park’s 

Maintenance Attendants, Mr. Real Lessard, is being awarded on Monday, December 5 by a 

random draw. 

- A Holiday Cookie and Treat Exchange is being organized for Monday, December 12. 

- Employees who volunteer to work through their lunch will join their colleagues in a team 

building event of wrapping gifts for City Kidz of Hamilton on December 12.  These gifts 

ensure that less fortunate children have a visit from Santa Claus this Christmas. 

- Kudos are due Lorna Mills and Charlene Thornhill for initiating the Holiday/Christmas 

activities.  
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2. HEALTH AND SAFETY 

 

2.1. WSIB 

 October 7 – November 29, 2016 

 One (1) Form 7 was filed during this period. Neither lost time nor lost wages were  

  incurred. 

 WSIB premiums are compliant for April, May and June 2016. Confirmed at the   

  November 2, 2016 Finance Committee meeting in the Source Deductions report.  

 

2.2 “Building Your Health and Safety Program” 

 Andrew Jackson, Manager of Operations and Development, is attending a free and voluntary 

 health and safety training program for senior managers. In return for Victoria Park’s 

 participation and meeting all the requirements of the program, the company can get a one-

 time 5% rebate on its previous year’s WSIB premiums, which amounts to a rebate of 

 approximately $4,500. 

 

 

3. SICK TIME  

 

  Four staff have taken Short Term Disability Leave since the last HR Committee meeting: 

 One has returned to work full time with restricted duties;  

 Two others are scheduled to return in January,  

 The fourth is off indefinitely (although optimistic about a quick return to work). 

 

  Based on paperwork received and recorded up to December 1, 2016: 

 VP Management employees have taken a total of 96.5 sick days to date. This 

 includes one  employee who exhausted their sick leave entitlement before going on 

 disability leave. Absences range from 0.5 – 11.5 days per employee with the average 

 being 3.33; 9 employees have not reported any sick days.  Last year at this time 63.5 

 sick days had been taken. 

 VP Inc. employees have taken a total of 87.5 sick days; this includes three 

 employees who exhausted their sick leave entitlement before going on disability 

 leave. Absences range from 1-13 days per employee with the average being 1.88 per 

 employee; 31 employees have not reported any sick days. Last year at this time 75.5 

 sick days had been taken. 
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Salary Survey Update 

 

On November 24 Veronica and I met with the Consultants from Pesce Associates (Elizabeth 

Hill and Gurjeet Gill) for the kick-off meeting. We provided them with all the information 

they requested and confirmed January 19th as the date they will meet with the HR 

Committee to present the survey results, with the draft report to be issued as part of the 

meeting package on January 13th.  We also confirmed the February 16th Board meeting date. 

We reminded them that Victoria Park wishes to match in the middle of the middle market 

range; that this matching is to include both direct and indirect compensation, that the 

reference market is to be Hamilton, and that the results are to be presented in in clear 

language so that qualifiers would not have to be used to discount the information received, 

i.e. no comparing apples to oranges. They advised that it may be difficult to find similar 

employee classifications/positions in the non-profit sector and the affordable housing 

industry within Hamilton for all the positions and therefore may have to expand the area to 

ensure a meaningful return. These would be noted. The survey is scheduled to be 

distributed December 7 with a deadline for completion of December 23. 

 

Positive News: South Mountain Neighbourhood Project 

Courtesy of Andrew Jackson, Manager of Operations and Development, about Promoting 

Togetherness on Hamilton’s South Mountain: 

 

http://www.hamiltonnews.com/news-story/6984606-promoting-togetherness-on-hamilton-s-
south-mountain/ 

 

 

http://www.hamiltonnews.com/news-story/6984606-promoting-togetherness-on-hamilton-s-south-mountain/
http://www.hamiltonnews.com/news-story/6984606-promoting-togetherness-on-hamilton-s-south-mountain/
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HR Committee Policy Review Status 
As at Thursday, December-01-16 

 

 Policy Policy # Reviewed by HR 
Committee 

HR Committee 
Decision 

Approved by Board Presented to Staff 

1 Employee Training and 
Development/Tuition 
Reimbursement 

B-2.3 Feb. 19, 2015 Accepted with 
revision. 

April 1, 2015 April 2, 2015 announced. 
Discussed at April 15, 2015 
staff event. 

2 Inclement Weather Policy 
(NEW) 

C-2.11 Feb. 19, 2015 Accepted with 
revision 

April 1, 2015 April 2, 2015 announced. 
Discussed at April 15, 2015 
staff event. 

3 Salary Philosophy D-1.1 Feb. 19, 2015 Revisions 
accepted as 
presented. 

April 1, 2015 April 2, 2015 announced. 
Discussed at April 15, 2015 
staff event. 

4 Personal Days With Pay C-2.2 Nov. 23, 2015 Rescinded. New 
proposed policy 
Personal Leave 
With Pay (# C-
2.12) accepted 
with revisions. 

February 18, 2016 February 22, 2016 
announced. Discussed at 
February 24, 2016 staff 
event. 

5 Sick Leave C-2.3 Nov. 23, 2015 

6 [Sabbatical]Leave of Absence 
Without Pay 

C-2.4 Nov. 23, 2015 Revisions 
accepted as 
presented. 

February 18, 2016 February 22, 2016 
announced. Discussed at 
February 24, 2016 staff 
event. 

7 Pregnancy Leave C-2.5 Nov. 23, 2015 Revisions 
accepted as 
presented 

Deferred February 18, 2016 
 
Approved April 7, 2016 

 
 
Announced and 
distributed to staff April 
11, 2016 

8 Parental Leave C-2.6 Nov. 23, 2015 Revisions 
accepted as 
presented 

February 18, 2016 February 22, 2016 
announced. Discussed at 
February 24, 2016 staff 
event. 
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HR Committee Policy Review Status 
As at Thursday, December-01-16 

 

 Policy Policy # Reviewed by HR 
Committee 

HR Committee 
Decision 

Approved by Board Presented to Staff 

9 Emergency Leave of Absence C-2.7 January 21, 2016 Accepted with 
revision. 

February 18, 2016 February 22, 2016 
announced. Discussed at 
February 24, 2016 staff 
event. 

10 Bereavement Leave C-2.8 January 21, 2016 Accepted with 
revisions. 

February 18, 2016 February 22, 2016 
announced. Discussed at 
February 24, 2016 staff 
event. 

11 Jury Duty and Court 
Appearance 

C-2.9 January 21, 2016 Accepted with 
revisions. 

February 18, 2016 February 22, 2016 
announced. Discussed at 
February 24, 2016 staff 
event. 

12 Dress, Grooming and Personal 
Hygiene [Renamed Dress 
Code] 

C-3.3 January 21, 2016 
 
 
 
 
 
 
March 3, 2016 

Deferred. Lana to 
provide resource 
and policy will be 
brought back for 
further 
consideration. 
 
Accepted with 
revisions 
 

April 7, 2016  
 
 
 
 
 
 
Announced and 
distributed to staff April 
11, 2016 

13 Neatness of Work Area C-3.5 January 21, 2016 Rescinded. Move 
subject matter to 
corporate Health 
and Safety 
policies. 
Operational. 

N/A  
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HR Committee Policy Review Status 
As at Thursday, December-01-16 

 

 Policy Policy # Reviewed by HR 
Committee 

HR Committee 
Decision 

Approved by Board Presented to Staff 

14 Personal Use of Equipment 
and Supplies 

C-3.9 March 3, 2016 Approved as 
presented. 

April 7, 2016 Announced and 
distributed to staff April 
11, 2016 

15 Appropriate Use of 
Technology in the Workplace 

C-3.14 March 3, 2016 
 
 
 
 
 
 
 
May 19, 2016 

Deferred. Lana 
and Dale to 
provide resource 
and policy will be 
brought back for 
further 
consideration. 
 
Accepted as 
presented. 

June 9: Approved as 
presented. 

Announced and 
distributed to staff June 
13, 2016 

16 Protective Equipment and 
Work Clothing 

C-3.15 March 3, 2016 Rescinded. Move 
subject matter to 
corporate Health 
and Safety 
policies. 
Operational. 

N/A  

17 Use of Company-owned, 
Wireless Communication 
Devices While Driving 

C-3.16 March 3, 2016 Accepted with 
revisions. 

April 7, 2016 Announced and 
distributed to staff April 
11, 2016 

18 Overtime C-1.2 March 3, 2016 Approved as 
presented. 

April 7, 2016 Announced and 
distributed to staff April 
11, 2016 

19 Conflict of Interest C-3.6 May 19, 2016 
December 8, 2016 

Deferred.   

20 Enforcement of Policies A-1.1 May 19, 2016 Accepted with 2 
revisions. 

June 9: Approved as 
presented 

Announced and 
distributed to staff June 
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HR Committee Policy Review Status 
As at Thursday, December-01-16 

 

 Policy Policy # Reviewed by HR 
Committee 

HR Committee 
Decision 

Approved by Board Presented to Staff 

13, 2016 

21 Summary of Roles and 
Responsibilities 

A-1.2 May 19, 2016 Approved as 
presented. 

June 9: Approved as 
presented. 

Announced and 
distributed to staff June 
13, 2016 

22 Hiring Procedures B-1.1 May 19, 2016 
December 8, 2016 

Accepted with 1 
revision. 

June 9: Deferred  

23 Hiring Family Members B-1.3 May 19, 2016 Accepted as 
presented. 

June 9: Approved as 
presented 

Announced and 
distributed to staff June 
13, 2016 

24. Orientation of New Employees B-1-4 December 8, 2016    

25. Probationary Period B-1-5 December 8, 2016    

26. Job Summary B-2.1 December 8, 2016    

27. Performance Evaluations B-2-2 December 8, 2016    

28. Conflict Resolution Procedures B-3-1 December 8, 2016    

29. Harassment, Violence and/or 
Bullying in the Workplace 

B-4-2 December 8, 2016    

 



VICTORIA PARK COMMUNITY HOMES - HUMAN RESOURCE POLICIES 

Section: Employee Management Policy Number:  B-1.1 

Sub-section: Recruitment and Selection Effective Date:  March 1, 2002 

Subject: Hiring Procedures  Revision Date:  January 15, 2007 

Second Revision: May 19, 2016 

Page:  1 of 3 

Hiring Policy and Principles 

Purpose: 

This policy outlines Victoria Park’s  hiring process and supporting principles. 

Qualification: 

All employees of Victoria Park Community Homes. 

 
Principles: 
 
1. Victoria Park will employ only the best qualified person available for each job. The 

corporation prefers to hire internal candidates; however, not to the exclusion of 
external candidates offering better qualifications and/or experience. 
 

2. Vacancies will be filled by a competitive recruitment and selection process 
managed by Human Resources. This process will: 
• enable current staff members to access opportunities, 
• ensure a fair and transparent process is available to all applicants, and  
• ensure the best qualified candidate is available to the Corporation. 

 
3. The selection process and decisions made will reflect, where appropriate, the time 

limits for specific positions.  (Example:  managed portfolios) 
 

4. Recruitment and selection activities will be conducted as expeditiously as possible.  
 

5. New staff, who become employees of Victoria Park Community Homes  

Commented [D1]: AMENDMENT – Reworded. 

Commented [DR2]: NEW to include all employees 

Commented [DR3]: NEW sets the context. We want the best 
person for the job. 

Commented [DR4]: NEW “and/or experience”. Recommended 
by HR Committee 

Commented [DR5]: DELETION – Point 2 in current policy 
removed. Redundant.  

Commented [DR6]: NEW specification 

Commented [DR7]: DELETION – Point 4 in current policy 
removed. Redundant. 

Commented [DR8]: AMENDMENT – revised wording;  
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as a result of the acquisition of a management contract with another non-profit 
housing provider, will not be subject to the recruitment or the selection process. In 
these cases an exception to this policy will be automatic. 

 
6. The background, interests and aspirations of all applicants to a position are a matter 

of privacy and confidentiality. For this reason such information must remain 
confidential to the Hiring Committee. 
 

7. Employees who were involuntarily separated from the Corporation will not be 
considered for re-employment.  

 
8.7. Victoria Park Community Homes reserves the right to waive the posting of a 

position which was originally posted and successfully filled as a temporary position 
and subsequently becomes permanent. 

 
 

Definitions: 
 
“Recruitment” includes defining the position/job and advertising and/or posting the 
position. 
 
“Selection” includes the interview process, choosing the successful candidate and 
negotiating the offer with the candidate. 
 
“Competitive Recruitment and Selection” refers to the process by which Victoria Park 
Community Homes will attract, develop, and retain a highly qualified, diverse workforce. 
In this regard, Human Resource staff is responsible for ensuring that: 

• all candidates have equal opportunity for appointment and advancement in the 
hiring process 

•  the best qualified person available is hired for every position. 
 

Policy:  

1. Victoria Park Community Homes is committed to hiring qualified employees with 
a social conscience who will enhance the corporate mandate of those 
organizations for whom the Corporation provides management services. In all 
cases, the selection process will involve interview teams. 
 

2. Before a vacant position is posted by Human Resources, the hiring manager will 
review and revise the job summary if necessary to ensure it meets the 
organization’s current requirements. 
 

3. The content of the job posting will be consistent with the current job description 
for the position that has been approved and signed by the Hiring Manager. 

Commented [DR9]: NEW– Points 6-8. Due diligence. 

Commented [DR10]: DELETION – suggested revision 
removed. Need to look at reason for involuntary separation; VP may 
want to consider rehiring a former employee who was let for due to 
a youthful indiscretion, for example. 

Commented [DR11]: AMENDMENT – broadens definition and 
specifies HR’s role and responsibility 

Commented [DR12]: NEW – obliges review of job summary to 
maintain currency 

Commented [DR13]: AMENDMENT – combines old point 3. 
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4. Postings for all positions will be distributed internally at the start of the 

recruitment process. External posting can occur simultaneously. The timeframe 
will be the same for both. 
 

5. All employees, including temporary and contract employees, are eligible to apply 
for job postings. 
 

6. All internal applicants who meet the core requirements of the position will be 
interviewed. 
 

7. All internal applicants who were not interviewed will be contacted by either the 
Hiring Manager or Human Resources to inform them of the reason they did not 
receive an interview. 
 

8. Except for the Executive Director’s position, all positions will be filled through 
the use of interview teams appointed by the Hiring Manager, in consultation with 
Human Resources. The interview team will consist of a minimum of three (3) 
people and will include the Hiring Manager, a Human Resource representative, 
and a third employee. The Hiring Manager will lead the interview team. 
 

9. The Executive Director will participate on the Interview team when a 
management position becomes vacant or is created.  The Executive Director will 
lead the Interview team. 
 

10. Interview team members must declare before the interviews are scheduled if there 
is any reason that that they cannot make an objective selection 
decision.  Interview team members must remove themselves from the team if one 
of the candidates being interviewed is a family member or a friend, or 
alternatively, someone with whom the member has been in a conflict situation. 
 

11. The employment of all candidates will be contingent on the appropriate security 
clearance and reference checks being completed and accepted by the corporation. 
This includes a Police Reference Check paid for by the candidate. The results of 
the screening will be held in strictest confidence.  
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VICTORIA PARK COMMUNITY HOMES - HUMAN RESOURCE POLICIES 

Section: Terms and Rules of Employment Policy Number:  C-3.6 

Sub-section: Standards of Conduct Effective Date:  March 1, 2002 

Subject: Conflict of Interest  Revision Date:  May 21, 2002 

2nd Revision: December 8, 2016 

Page: 1 of 1 

Conflict of Interest 

Purpose: 

Victoria Park established this policy to protect all employees, vendors, clients 
and the company itself from entering or appearing to enter into a conflict of 
interest either knowingly or unknowingly.  

Qualification: 
All employees of Victoria Park Community Homes. 

 

Policy: 

1. The improper use of company confidential information will not be 
tolerated. 
 

2. Employees shall not use agency assets or business relationships for 
personal use or gain. 
 

3. All employees must disclose any conflicts of interest regarding their 
position at Victoria Park to Human Resources. 
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4. All employees must report suspected violations to Human Resources. 

 
5. In the event that a violation of this policy occurs, Victoria Park will employ 

disciplinary measures that reflect the severity of the offence up to and 
including termination of employment. 
 

6. Some violations may indelibly affect the company in a negative fashion. In 
this case, punitive measures, including legal action, may be pursued. 
 

7. A copy of each “Conflict of Interest” form is included in the forms section 
of this manual. Employees are required to sign these forms upon hire. 
 

8. References:  
- By-Law Number 8 of Victoria Park Community Homes Management 

Project: Conflict of Interest 
- By-Law Number 11 of Victoria Park Community Homes Inc.: Conflict of 

Interest 
 
 

 



VICTORIA PARK COMMUNITY HOMES – HUMAN RESOURCE POLICIES 
Section: Employee Management Policy Number:  B-1.4 

Sub-section: Recruitment and Selection Effective Date:   March 1, 2002 

Subject: Orientation of New Employees  Revision Date:  February 8, 2007 

  December 8, 2016 
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Orientation of New Employees 

Purpose:  

Once a job offer has been accepted, preparation for orientation by the hiring manager, 
Human Resources, and the Executive Assistant begins.   While each orientation is 
tailored to the specific needs of the new hire, there are common goals: 

• To celebrate the arrival of a new employee and ensure he or she feels welcomed 
and supported. 

• To reinforce to the new employee that he/she made the right decision in joining 
Victoria Park Community Homes 

• To sustain the new employee’s enthusiasm for the new job. 

• To help the new employee gain a comprehensive understanding of Victoria Park’s 
mission, values, and culture. 

• To accelerate the learning curve and to foster productivity. 

• To initiate long-term employee satisfaction and retention. 

• To ensure that new employees are properly oriented to their jobs and Victoria 
Park Community Homes. 

 

Qualification: 

All new employees of Victoria Park Community Homes. 
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Policy:  

1. The hiring manager has primary responsibility for the orientation and on-the-job 
learning of a new employee with support from HR and relevant employees. 

2. The new employee will meet with Human Resources on the morning of their first day 
to complete all administrative paperwork. 

3 The orientation will provide new employees with detailed information about the 
organizaton, inform them of available resources, and  respond to questions they may 
have. Topics will include working conditions, health and safety awareness, 
administrative procedures, and human resource policies. 

4. A copy of the “Orientation Checklist” (form No. 2) is included in the forms section 
of this employee policy handbook and new employees will be required to sign this 
form at completion of orientation for insertion into their HR file. 
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Orientation Checklist: December 2016 
  

 
 

FORM NUMBER: 2 

POLICY NUMBER: B-1.4 

 

 
Once an offer of employment has been made and accepted, the following actions will occur to prepare for the new 
employee’s arrival: 
HR Specialist or Property 
Services/HR Administrator will 
prepare the following package 
to send to the new employee 
before the start date: 
 

Offer Letter 
Job Summary 
TD1 and TDON Tax Forms 
Banking Info Request 
Bondability Form 
HR Policies  and  
   Acknowledgment Form 
Confidentiality Form 
Conflict of Interest Forms 
ESA: What you need to know 
HR Information Form 
 
 
 

 

Hiring Manager will advise the 
Executive Assistant about 
equipment and access no later 
than two weeks before the start 
date: 
 
Desktop Computer 
Laptop Computer 
Cell Phone 
Tablet 
Network Drives 
Email address 
Yardi Access 
Telephone Ext. 
Desk assignment 
Office Supplies 
Key Fob 
Key to Office 
Security System Access 
Business Cards 
Vehicle Keys 
Corporate Credit Card 
Announcement to Staff 
First Day Schedule 
New Employee Folder 

 

Executive Assistant will prepare a folder for 
the new employee to receive on their first day. 
It will contain: 
 

Organizational Chart 
Phone List 
Website and password access for staff area of  
Go-To list 
Lottery Information 
Board and Committee Information 
Coffee Fund 
Upcoming Events 
Fax Instructions 
Calendar Instructions 
Floor Plan 

 

 



VICTORIA PARK COMMUNITY HOMES – HUMAN RESOURCE POLICIES 
Section: Employee Management Policy Number:  B-1.5 

Sub-section: Recruitment and Selection Effective Date:  March 1, 2002 

Subject: Probationary Period  Revision Date:  February 8, 2007 

December 8, 2016 
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Probationary Period 

Purpose: 

To establish a probationary period for employees that will allow Victoria Park 
Community Homes to assess their suitability for the position. 

The purpose of the probationary period is to allow Victoria Park Community Homes 
and a new employee to become acquainted and mutually assess expectations and 
the employee’s suitability for the job. It is an opportunity to provide orientation, 
guidance, on the job training, and coaching to the probationary employee so that 
he/she has an opportunity to learn and fulfill the requirements of the new position.  
 
Probation also provides the manager with the opportunity to evaluate job 
performance. To do this the manager will be required to monitor, measure, and 
review the probationary employee’s level of performance regularly during the 
probationary period. Permanent employee status is conditional upon the successful 
completion of probation. 
 

Qualification: 
All employees of Victoria Park Community Homes. 

 

Policy: 
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1.  All new non-managerial employees will be on probation for the first three (3) 
months of employment with Victoria Park Community Homes. The Executive 
Director or designate supervising manager may extend this probationary period 
under in extenuating circumstances.  

 
All newly hired senior managers (other than the Executive Director) and Property 
Managers will be on probation for the first six (6) months of employment with 
Victoria Park Community Homes. The Executive Director may extend this 
probationary period in extenuating circumstances. 
 
A newly hired Executive Director will be on probation for the first nine (9) months 
of employment with Victoria Park Community Homes. The Board of Directors may 
extend this probationary period in extenuating circumstances. 

 
2.  During the three month probationary period, the supervising manager will 

regularly review and discuss the new employee’s performance with him/her. If 
difficulties are encountered, written documentation regarding goals for the 
remainder of the probationary period will be required. 

 
3.  At Prior to the end of the probationary period, the responsible supervising 

manager will schedule and conduct a performance review of the employee and 
decide whether to continue employment.to determine the future status of the 
employee. This status can include the employee achieving permanent status, the 
extension of the probationary period until specific objectives are achieved, or 
termination. 

 
4.  A copy of the Performance Appraisal Report (Form No. 3) is included in the 

Forms Section of this handbook. Both the supervising manager and the employee 
will be required to sign it at the completion of the employee’s his/her 
probationary period. 

 
5.  Throughout the probationary period, the employee will be provided with 

assistance and direction whenever it is needed. 
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VICTORIA PARK COMMUNITY HOMES – HUMAN RESOURCE POLICIES 
Section: Employee Management Policy Number:  B-2.1 

Sub-section: Performance Management Effective Date:   March 1, 2002 

Subject: Job Summary Revision Date: February 8, 2007 

  December 8, 2016 
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Job Summary 

Purpose:  
To develop and maintain a clear and efficient structure and description of job 
responsibilities within Victoria Park Community Homes. 
 
Qualification: 
All employees of Victoria Park Community Homes. 
 
Policy:  
1.  The Corporation will endeavour to maintain complete and accurate job summaries 

for  new and existing positions.  
2.  The Job Summary is only an outline of the major duties and responsibilities of the 

position. It is not a detailed list of every duty the incumbent may be asked to 
perform. Other duties may be assigned at any time, at the Corporation’s 
discretion. 

3. An employee’s Job Summary will be reviewed during the annual performance 
appraisal. At that time, any areas of the job summary that are believed to require 
modification will be discussed and revised if deemed appropriate. 

4. The Executive Director or designate may change an employee’s Job Summary in 
its entirety when substantive changes are necessary. 

5. Employees will acknowledge their current Job Summary by signing and dating 
two originals of the document, one for their record and the other for their 
employee file. 
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VICTORIA PARK COMMUNITY HOMES – HUMAN RESOURCE POLICIES 
Section: Employee Management Policy Number:  B-2.2 

Sub-section: Performance Management Effective Date:  March 1, 2002 

Subject: Performance Appraisals  Revision Date: October 21, 2013 

2nd Revision: December 8, 2016 
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Performance Management 

Purpose:  

Victoria Park Community Homes is committed to supporting the growth and 
development of its employees through effective performance management and to 
fostering  an environment where all employees understand the impact their 
contributions have on the success of the organization. This is achieved through an 
active, ongoing and collaborative performance management process involving both 
the manager and the employee planning, managing, reviewing, and acknowledging 
the employee’s performance throughout the year. It culminates in a confidential 
annual performance review by the employee’s manager. 
 
 
Qualification: 
 
All employees of Victoria Park Community Homes. 

Policy: 

The elements of employee performance management at Victoria Park Community 
Homes include: 
 

• Alignment of employee performance objectives to organizational goals 
While the employee’s job summary establishes the duties to be performed, 
performance objectives define the qualitative and quantitative standards for each of 
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the main responsibilities. All employees at all levels of the organization should be 
able to clearly understand how their duties and the level of their performance directly 
contribute to the success of the organization. 
 
• Manager - employee collaboration 

A collaborative performance management system encourages trust and fosters 
constructive and productive working relationships, particularly between employees 
and their managers in the context of setting performance objectives and evaluation 
results. 
• Performance management methods 
The following methods of performance management will be followed for every 
employee’s annual performance management cycle: 

- Performance planning: When the manager and employee review the 
employee’s job summary, establish performance standards and expected 
results for the coming year, and document the performance, including any 
training or development plans required by the employee to meet performance 
objectives. 

- Informal performance feedback: This is an ongoing informal activity consisting 
of periodic communication from the manager to the employee that serves as a 
performance indicator for the employee. It may be linked to a specific project 
or to overall performance and provides an opportunity to reinforce the agreed-
upon expected results. 

- Mid-point performance meeting: Approximately midway through each 
performance year, the manager and employee will meet to discuss the 
employee’s progress toward achieving his/her performance objectives. This is 
the time to affirm expectations about the employee’s performance. 

- Performance management - In addition to providing feedback, managers 
should provide coaching and other resources to assist employees who are not 
achieving performance standards. Employees who are unable to meet 
performance standards over the long term (after training and coaching) will 
be placed on a performance improvement plan, which offers them the 
opportunity to succeed while still holding them accountable for past 
performance. 
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- Performance appraisal  The employee’s Manager will regularly evaluate their job 
performance on an informal basis and provide employees with feedback about 
their work.  

2 The employee’s Manager will conduct a formal, written performance 
evaluation annually on the anniversary date of the employee’s hire and complete 
it within thirty (30) days.  Managers will meet with the employees informally once 
a year for an annual review. The onus is on the Manager to set the date and 
prepare for these reviews by completing the prescribed Performance Appraisal 
Report.  A copy of the Performance Appraisal Report (Form No. 3) is provided in 
the “Forms” section of this Manual.   The purpose of the annual review is to 
ensure that employees are meeting established goals and to enable employees to 
obtain any necessary support if required. 

 
 Evaluations of the Executive Director shall be conducted by the Human Resource 

Committee of the Board of Directors each February who may in advance solicit 
input (list to be formulated with the Executive Director from those who have a 
direct working relationship with him/her). The performance appraisal shall be 
based on the approved Job Summary for the Executive Director and the review 
period shall be the previous fiscal year..   

 
3 The objectives of the Performance Appraisal are as follows: 

• to ensure employees are meeting the responsibilities described in their Job 
Summary; 

• to challenge employees to continually build on their performance; 
• to keep the employee informed about their progress so they can maximize 

their achievements; 
• to assist the Corporation in setting appropriate compensation and making 

decisions about training and promotions. 
 

4 The performance appraisal is a participatory process in which Victoria Park 
Community Homes expects the employee to evaluate themselves.  This will 
ensure that the employees take ownership over their performance and their 
contributions to the efforts of the entire team. 
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5.  If at any time the employees wish to discuss a performance-related matter with 
their Manager, they are encouraged to do so. 
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PERFORMANCE REVIEW REPORT 

 
Employee Name:  __________________________ Date:  __________________________ 

Title:  ___________________________________ Department: __________________________ 

Supervisor: _____________________________  

 

Reason for Review 

 Annual (To be held within 30 days of employee’s anniversary date of hire.) 
 End of Probation (3 months; shall also serve as the goal/expectation setting for time 

 period until next annual review). 

_________________________________________________________________________________ 

Performance Planning 
At the beginning of the review period, initial this area upon establishing applicable goals, special projects, work activities, and 

the performance expectations for the performance standards.  

 
Date: ________________ Employee Initials __________ Supervisor Initials __________ 
 
_________________________________________________________________________________ 
 
Review Period  From:      -     -                     To:      -     -      
                           (Month/day/year)                                                  (Month/day/year) 

_________________________________________________________________________________ 
 
EMPLOYEE’S OVERALL PERFORMANCE LEVEL ACHIEVED FOR THIS REVIEW PERIOD: 

 
    0. Does not meet expectations; needs immediate correction 
    1. Meets expectations with supervision 
    2. Meets expectations 

   3. Exceeds expectations 
 
 
_________________________________________________________________________________ 
 
ACKNOWLEDGEMENT 
 
My supervisor has conducted a performance review interview and we have discussed my 
performance.  I have been given an opportunity to attach my written comments.  I have reviewed the 
policies in the Human Resource Policies Manual that has been provided to me. 
 
 
Employee signature: __________________________ Date: ______________________ 
 
Supervisor’s signature:  _________________________ Date: ______________________ 
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How to Use the Performance Review Report 

 

STEP 1 – Beginning of review period:  Complete Parts One and Two by filling in ‘Area of 

Responsibility’ and ‘Objectives’ for Part One; ‘Learning, Training and Career Objectives’, 

‘Learning Strategies’ and ‘Target Date/Timeframe for Completion’ for Part Two.  These need 

to be reflective of Part Three ‘Performance Standards’ so that they can be analyzed and 

evaluated at the end of the year. 

   

STEP 2 – End of review period:  Complete Part Three and fill out ‘Achievements’ in Part One 

and ‘Success Indicators and Results Achieved’ in Part Two.   

 

STEP 3 – Using the Performance Levels found on the final page, determine employee’s 

overall performance level achieved and complete the ‘Overall Performance Level Achieved” 

on page one.  Write the appropriate number (i.e. 2. Meets Expectations) in the space 

provided.  Add any comments, if required.  Sign and date Performance Review Report before 

final submission.  
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PART ONE - INDIVIDUAL GOALS AND OBJECTIVES 
 
General Instructions 
The Supervisor and Employee will agree on annual goals and objectives that contribute to the department and 
VPCHMP’S overall strategic priorities and corporate performance outcomes.  All goals and objectives should tie into 
VPCHMP’s Strategic Plan.  These goals should be SMART (specific, measureable, achievable, realistic and time 
specific/observable). 

 
INDIVIDUAL GOALS AND OBJECTIVES 

Performance 
Level 

0, 1, 2, 3 
Area of responsibility Objectives 

At the start of the performance review 
period, develop objectives. 

Achievements 
At the end of the annual review period, 
describe the achievements for each 
objective and any obstacles or challenges 
faced. 
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PART TWO - INDIVIDUAL LEARNING, TRAINING AND DEVELOPMENT PLANS 
 
General Instructions 
Complete this section for career planning, developmental opportunities, skills development, course 
requirements, conference attendance or other kinds of experiential learning necessary for the employee to be 
successful in this position. 

 

LEARNING, TRAINING AND DEVELOPMENT PLANS  

Learning, Training and 
Career Objectives 

Learning Strategies 
and Target 

Date/Timeframe for 
Completion 

Indicate how each 
of these items 

contribute to your 
ongoing career 
development  

Type of Learning Opportunity: 
(check all that apply) 

Success 
Indicators and 

Results Achieved 
 

 
 
 

Performance 
Level  

Achieved 
0, 1, 2, 3 

Depart-
ment 
Need 

 

Career 
Growth 

 
 

Housing 
Sector 
Know-
ledge 

Industry 
Know-
ledge 

 

      

 

                 

      

 

                 

      

 

                 

      

 

                 

      

 

                 

      

 

                 

 
Description of the Types of Learning Opportunities 
 

 Department Need:  identified by your supervisor as a key priority for this performance year 
 

 Industry Knowledge: an opportunity to improve knowledge/ skills related to your specific area of 
expertise/ industry 

 

 Housing Sector Knowledge: an opportunity to improve knowledge related to the housing sector 
 
(The above “types” of learning opportunities can be achieved through a variety of activities i.e. attending 
workshops or courses, continuing education programs, participation in professional associations, peer 
mentoring, job exchange, job shadowing, etc.)  
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PART THREE - VPCHMP PERFORMANCE STANDARDS  
 
General Instructions 
 
The supervisor will assign the appropriate performance rating (as per the rating numerical codes 
attached) to each performance standard as it relates to the position.  For performance standards that 
are not applicable, please enter N/A.   
 

PERFORMANCE STANDARDS  

PROVIDE  
EXAMPLES 

 

PERFORMANCE LEVEL ACHIEVED 
0, 1, 2, 3 

 

 
CORE COMPETENCIES 
 

 
0 1 2 3 

Does not meet 
expectations; 

needs 
immediate 
correction 

Meets some 
expectations 

Meets 
expectations 

Exceeds 
expectations 

  

1. Job Knowledge (based on Job Summary) 
 

     

2. Achievement of Results      

3. Teamwork      

4. Customer Service      

5. Communication skills      

6. Problem Solving and Analysis      

7. Organizational Skills      
 

LEADERSHIP COMPETENCIES 
 

     

1. Leadership, Coaching and Supervision  
(Supervisors Only) 

     

2. Fiscal Management  (Supervisors Only)      

3. Resource Management (Supervisors Only)      

4. Achieving Program Results (Supervisors 
Only) 

     

5. Decision Making      
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PERFORMANCE LEVELS 
 
 

0. Does not meet expectations; needs immediate correction 
 
Performance demonstrated at this level has not met the key results, goals and objectives of the 
position as outlined in the performance review/plan (i.e. employee did not achieve the objectives, did 
not meet timelines, targets and service achievement standards).    Specific improvements are needed 
to reach full performance level. 
 

 
1. Meets some expectations 
 
Performance met most of the key results, goals and objections of this position as outlined in the 
performance review/plan; however, a great of supervision and direction has been required. 
 

 
2. Meets expectations 
 
Performance demonstrated met the key results, goals and objectives of this position as outlined in the 
performance review/plan (i.e. in full performance, employee achieved the business objectives as 
outlined in the performance plan).   
  
 
3. Exceeds expectations 
 
Performance demonstrated exceeded the position’s requirements based on the Job Summary and 
goals set. 
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EMPLOYEE AND SUPERVISOR COMMENTS 
 

 
EMPLOYEE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
SUPERVISOR 
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Conflict Resolution Procedure 

 
Purpose: 
To provide the resources to help employees resolve internal disputes. Conflict arises 
when co-workers cannot agree on a specific action(s) or issues(s) which has a 
negative effect in the work environment. 
 
 
Qualification: 
All employees of Victoria Park Community Homes. 
 

 
Policy:  
Victoria Park Community Homes encourages teamwork, open communication and 
the timely resolution of employee concerns. 
 
If employees have a workplace dispute or conflict, the Corporation expects them to 
make every effort to resolve the matter with the person with whom they are having 
difficulty. Do not let problems fester. Deal with them immediately so that it does not 
become more difficult or awkward to handle. 
 
 
Informal Conflict Mediation Procedures 
 
1. Both parties must recognize that a conflict exists, and must identify the exact 

nature of the conflict. 
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2. If both parties agree that a conflict exists and identify the nature of the conflict, 
they shall try to resolve their differences by developing options. If both can agree 
on a preferred option, then no further action is required.  

 
3. When the conflict cannot be resolved, it shall then be referred to their Manager 

for resolution. If the conflict is still not resolved and it is an operational issue, the 
Manager(s) may consult with the Executive Director and on operational issues, 
the Executive Director’s decision will be final. 

 
 
NOTE: EMPLOYEES ARE ENCOURAGED TO RESOLVE THEIR DIFFERENCES BY 
UTILIZING THE INFORMAL PROCESS DETAILED IN POINTS 1, 2 and 3. 
 
Employees shall pursue resolution through the “Formal” method if satisfaction has not 
been achieved through the informal process in matters of Human Resources. 
 
Formal Conflict Resolution 
(Human Resource Issues ONLY) 
 
1. Employees with concerns will prepare a written summary of the issue(s) and 

present a copy to the Executive Director and to the other party directly involved. 
 
2. Within (5) five working days from the date the Executive Director receives the 

written summary, the Executive Director or his/her designate will convene a 
meeting of the conflicting parties to allow them to present their viewpoints in an 
objective environment. 

 
3. After both parties have had the opportunity to present their case, the Executive 

Director or his/her designate will render a decision in writing within (2) two 
working days. 

 
4. If at this time the employee/s initiating a complaint are not satisfied with the 

decision of the Executive Director, they may appeal in writing and in person to 
the Human Resources Committee, copying the Executive Director, and may 
request a meeting with the Chairperson or his/her designate. This written appeal 
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must be submitted within (5) five working days of the decision rendered by the 
Executive Director. An appeal will be deemed to have been received when 
submitted to the Executive Director. 

 
5. In the case of an appeal to the Human Resource Committee, a written decision 

will be rendered by the Committee within (10) ten working days from the date the 
appeal was heard.  
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Sub-section: Human Rights Effective Date:  March 1, 2002 

Subject: Harassment, Violence and/or Bullying in the Workplace Revision Date: March 30, 2010 

2nd Revision: December 8, 2016 

Page:  1 of 7 

 
Workplace Violence and Harassment Policy 

 

Purpose:  

Victoria Park Community Homes seeks to provide an environment that supports the 
productivity, personal dignity and self-esteem of every employee.  The destructive nature 
of workplace harassment and violence undermines the integrity of the employment 
relationship and threatens the well being and job performance of the employee.  
Workplace harassment and violence will not be tolerated from any person in the 
workplace.  Harassment and violence by anyone in the workplace is a serious offence and 
is subject to disciplinary action up to and including termination. 
 
This policy complies with Bill 168 – The Occupational Health and Safety Amendment 
Act (Violence and Harassment in the Workplace), 2009 and with Bill 132, the Sexual 
Violence and Harassment Action Plan Act (Supporting Survivors and Challenging Sexual 
Violence and Harassment), 2016. 
 
 
Qualification: 

All employees of Victoria Park Community Homes. 

In addition, for the purpose of this policy, a worker means: 

• a person who performs work or supplies services for Victoria Park Community 
Homes for monetary compensation. 

• a secondary school student who performs work or supplies services for Victoria Park 
Community Homes for no monetary compensation under a work experience program 
authorized by the school board that operates the school in which the student is 
enrolled. 

• a person who performs work or supplies services for Victoria Park Community 
Homes for no monetary compensation under a program approved by a college of 
applied arts and technology, university or other post-secondary institution. 

• such other persons as may be prescribed who perform work or supply services to 
Victoria Park Community Homes for no monetary compensation, i.e. volunteers. 
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Policy:  
 

• Each employee has the right to a workplace free from any form of workplace 
violence and harassment as defined in the legislation specified above. 

 
• Victoria Park Community Homes is committed to providing a working 

environment in which all individuals are treated with respect and dignity.  Each 
individual has the right to work in an atmosphere, which promotes equal 
opportunities and prohibits discriminatory practices.   This policy, however; is not 
intended to constrain social interaction between people in our workplace. 

 
• Workplace violence and harassment that occurs outside the workplace may also 

be defined as workplace harassment if it has repercussions in the workplace and 
adversely affects employee relationships. 

 
• Per the Occupational Health and Safety Act [section 32.0.1(1)(a) and (c)], 

Victoria Park Community Homes will review this policy at least annually and will 
make necessary revisions, as required.  
 

• This policy will be available to all employees in the electronic format of the 
Human Resources Policies. It will also be posted in a central and visible location 
of the workplace. 
 

• Victoria Park Community Homes employees, volunteers and board members will 
receive Workplace Violence and Harassment training every three (3) years or 
when required due to changes in the policy or legislation.  

 
 
KEY TERMS AND CONCEPTS 
 
Definition of Workplace 
 
The Occupational Health and Safety Act defines the workplace as “any land, premises, 
location or thing at, upon, in or near which a worker works”. Therefore for the purpose of 
this policy, the workplace is not confined to Victoria Park Community Homes’ offices 
and residential properties; it also includes any other location where Victoria Park 
Community Homes conducts business, including but not limited to various 
communication methods such as the phone, email, and Skype; a vehicle; a construction 
site; at work-related social activities; conferences; and training and education sessions.   
 
Definition of a Worker 
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For the purposes of this policy, a worker means:  
 
1. A person who performs work or supplies services for monetary compensation.  
 
2. A secondary school student who performs work or supplies services for no 
 monetary compensation under a work experience program authorized by the  
 school board that operates the school in which the student is enrolled.  
 
3. A person who performs work or supplies services for no monetary compensation 
 under a program approved by a college of applied arts and technology, university 
 or other post-secondary institution.  
 
4. A person who receives training from an employer, but who, under the 
 Employment Standards Act, 2000, is not an employee for the purposes of that Act 
 because the conditions set out in subsection 1 (2) of that Act  have been met. 
 
5. Such other persons as may be prescribed who perform work or supply services to 
 an employer for no monetary compensation. 
 
 
Workers’ Duties 

 
1. Workers have a duty to report any incidents of violence or harassment they become 

aware of, even if they are not personally involved.  
 

2. Workers who feel they have been harassed have a duty to communicate clearly to the 
person who harassed them that the behaviour was unwelcome, unless it is 
unreasonable to expect them to do so.  
 

3. Workers who report an incident or file a complaint have a duty to co-operate with the 
people who are looking into the incident or complaint.  

 
 
Definition of Workplace Violence and Harassment 
 
a) Workplace Violence 
 
The Occupational Health and Safety Act defines workplace violence as the exercise of 
physical force by a person against a worker, in a workplace, that causes or could cause 
physical injury to the worker. It can be a threat or an act of aggression resulting in 
physical (including property damage) or psychological damage, pain, or injury to an 
employee inflicted on that employee by co-workers, intruders, clients or visitors. It also 
includes an: 

• attempt to exercise physical force against a worker in a workplace, that could 
cause physical injury to the worker; and a 
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• statement or behavior that a worker could reasonably interpret as a threat to 
exercise physical force against the worker, in a workplace, that could cause 
physical injury to the worker. 

 
 
Workplace violence may include: 

• verbally threatening to attack a worker; 
• leaving threatened notes at or sending threatening emails to a workplace; 
• shaking a fist in a worker’s face; 
• wielding a weapon at work; 
• hitting or trying to hit a worker; 
• throwing an object at a worker; 
• kicking an object the worker is standing on, such as a ladder; or 
• trying to run down a worker using a vehicle or equipment such as a forklift. 

 
The following are examples of violence in the workplace, regardless of method (i.e. in 
person, by telephone, email, etc.,) that are not acceptable.  
 

• Physical Violence, i.e. hitting, shoving, pushing, biting, pinching, kicking or 
inciting a dog to attack employees, clients and/or visitors; 

• Intrusive conversation or shouting; 
• Threats, threatening behaviour, abusive language involving excessive swearing or 

offensive remarks; 
• Poisoned Work Environment:  defined as being a hostile and abusive work 

environment resulting from harassment by comment or conduct that ridicules or 
demeans; and/or 

• Willful damage to Victoria Park Community Homes property. 
 
Information about a Person with a History of Violent Behaviour 
Under The Occupational Health and Safety Act, an employer has a general duty to 
provide information, instruction, and supervision to protect workers. The Act stipulates 
that employers and supervisors must provide workers with information, including 
personal information, related to a risk of workplace violence from a person with a history 
of violent behavior only when: 

• The worker can be expected to encounter the violent person in the course of his or 
her work; and when the 

• risk of workplace violence is likely to expose the worker to physical injury. 
 

Domestic Violence 
A person who has a personal relationship with a worker – such as a spouse or former 
spouse, current or former intimate partner or a family member – may physically harm, or 
attempt or threaten to physically harm, that worker at work. In these situations, domestic 
violence is considered workplace violence. 
 
Notices 
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B) Workplace Harassment  
Workplace harassment is defined as engaging in a course of vexatious comment or 
conduct against a worker in a workplace that is known or ought reasonably to be known 
to be unwelcome. Workplace harassment includes sexual harassment, psychological 
harassment or personal harassment. 
 
Workplace harassment may include:  

• making remarks, jokes or innuendos that demean, ridicule, intimidate, or offend; 
• displaying or circulating offensive pictures or materials in print or electronic 

form;   
• bullying 
• repeated offensive or intimidating phone calls or e-mails; 
• workplace sexual harassment. 

 
What is not workplace harassment: 

• A reasonable action taken by an employer or supervisor relating to the 
management and direction of workers or the workplace.  

• Reasonable management actions would be part of a manager’s or supervisor’s 
normal work function, and could include changes in work assignments, 
scheduling, job assessment and evaluation, workplace inspections, 
implementation of health and safety measures, and disciplinary action.  

• If these actions are not exercised reasonably and fairly they may constitute 
workplace harassment. For example, if a worker was not scheduled for shifts 
solely because of his or her sexual orientation, this would likely be workplace 
harassment.  

• Differences of opinion or minor disagreements between co-workers would also 
not generally be considered workplace harassment. 

 
Workplace sexual harassment 
The Occupational Health and Safety Act defines workplace sexual harassment as  
 

• engaging in a course of vexatious comment or conduct against a worker  in a 
workplace because of sex, sexual orientation, gender identity or gender  
expression, where the course of comment or conduct is known or ought  
reasonably to be known to be unwelcome, or 

 
• making a sexual solicitation or advance where the person making the solicitation  

or advance is in a position to confer, grant or deny a benefit or advancement to  
the worker and the person knows or ought reasonably to know that the solicitation  
or advance is unwelcome; 
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Workplace Sexual harassment may include: 
• asking questions, talking, or writing about sexual activities; 
• rough or vulgar humour or language related to sexuality, sexual orientation or 

gender; 
• displaying or circulating pornography, sexual images, or offensive sexual jokes in 

print or electronica form; 
• leering or inappropriate staring; 
• invading personal space; 
• unnecessary physical contact, including inappropriate touching; 
• demanding hugs, dates or sexual favours; 
• making gender-related comments about someone’s physical characteristics, 

mannerisms, or conformity to sex-role stereotypces; 
• verbally abusing, threatening or taunting someone based on gender or sexual 

orientation; or 
• threatening to penalize or otherwise punish a worker if they refuse a sexual 

advance. 
 
 
Gender Identity and Gender Expression 
Gender identity is each person’s internal and individual experience of gender. It is their 
sense of being a woman, a man, both, neither, or anywhere along the gender spectrum. A 
person’s gender identity may be the same as or different from their birth-assigned sex. 
Gender identity is fundamentally different from a person’s sexual orientation. 
 
Continuum of Behaviours 
A continuum of inappropriate or unacceptable behaviours can occur in the workplace. 
This can range from offensive remarks to violence. Workplace harassment may escalate 
over time. Where harassment, including sexual harassment, in the workplace involves 
threats, attempts or acts of physical force, this would be considered to be workplace 
violence under the Occupational Health and Safety Act. Such behavior must be 
recognized and dealt with promptly to avoid escalation and to support the targeted worker 
and his/her colleagues. 
 
 
REPORTING PROCEDURES 
 
Workers are encouraged to report any incidents of workplace harassment to their direct 
supervisor, a member of the management team, or a member of the Joint Occupational 
Health and Safety Committee.  
 
Management will investigate and is committed to dealing with all complaints or incidents 
of workplace harassment in a fair, respectful and timely manner. Information provided 
about an incident or about a complaint will not be disclosed except as necessary to 
protect workers, to investigate the complaint or incident, to take corrective action or as 
otherwise required by law.  
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Managers, supervisors, and workers are expected to adhere to this policy, and will be 
held responsible by the employer for not following it. Workers are not to be penalized or 
disciplined for reporting an incident or for participating in an investigation involving 
workplace harassment.  
 
If a worker needs further assistance, he or she may contact Human Resources, their 
manager, a member of the Joint Health and Safety Committee, or the Victoria Park’s 
Employee Assistance Program. 
 
Fear of retaliation, embarrassment, or feelings of guilt may cause an employee to muzzle 
his/her complaints. However, each employee has a responsibility to play a part in 
ensuring the workplace is free from violence and harassment. Employees should 
promptly report any incidents that they believe to be relevant. 
 
If an employee is experiencing workplace violence and/or harassment, the following 
steps should be followed: 
 
Step 1:  Ask the Perpetrator to Stop 
 
If the person(s) experiencing harassment feels safe to do so, inform the individual that 
her/his behaviour is unwelcome.   It is possible that the individual is unaware that their 
behavior is offensive.  If the person refuses to cooperate, remind her/him that such 
behaviour is against corporate policy. Document this conversation in safe place, noting 
date, time, specifically what was requested, and the individual’s result/reaction. These 
details can be helpful in the event the behaviour does not stop or the problem escalates.  
 
Step 2:  Keep a record of the Incident(s) 
 
Complainants are strongly advised to keep a record of the incidents noting date, time, 
location, witnesses, a description of the incident, and the response to the perpetrator. 
Your incident report will not be invalidated if you do not keep a diary of events; 
however, a written record will reinforce it. 
 
Step 3:  File a Complaint 
 
If the behavior continues and/or it is not feasible to speak directly to the perpetrator, 
report the incident(s) to the Executive Director in writing by completing and signing a 
copy of the Harassment Complaint Form (Form No. 5 included in the forms section of 
this Human Resource Policy Manual.)  The Executive Director, together with designated 
staff, will conduct an investigation and take steps to resolve the problem.  The 
investigation will include interviewing the complainant, the alleged perpetrator, and any 
other person(s) who may provide information. 
 
Complaints of harassment against the Executive Director should be made in writing to 
the Board of Directors through the Chairperson of the Human Resource Committee.  All 
information will be treated confidentially. 
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If there is evidence of harassment, disciplinary measures will be taken as appropriate.  
Such discipline may include reprimand, suspension, or termination. 
 
If the complaint is found to be not supported, no documentation of the complaint will be 
placed in the personnel file of the alleged perpetrator. The Executive Director will retain 
all reports of harassment in his/her records. 
 
Timeframe 
 
As a general rule, investigations are limited to issues thirty (30) days preceding a 
complaint.  This timeframe may be extended in special circumstances. 
 
Resolving a Complaint 
 
An investigation will be initiated within ten (10) working days of the date the complaint 
is made. 
 
The investigation will include separate interviews with the complainant, the alleged 
perpetrator(s) and any other persons who may provide information.  Confidentiality will 
be maintained throughout the investigation process. Witnesses and complainants will be 
asked to provide signed statements. 
 
The allegation will be shared with the alleged perpetrator(s) and a written response will 
be requested. 
 
The Executive Director will share the results of the investigation with the complainant 
and the alleged perpetrator(s) and a final opportunity for input will be given to both. 
 
If it is concluded that the complaint is unfounded, no documentation of the complaint will 
be placed in the alleged perpetrator’s personnel file. All documentation of the 
investigation will be kept by the Executive Director or designate in a separate and secure 
file. 
 
This policy does not preclude a person from pursuing his/her rights to seek advice or 
assistance from the Ontario Human Rights Commission or criminal charges in the event 
of an assault. 
 
Impartial Investigator 
 
The employer may be ordered to have an investigation into an incident or complaint of 
workplace harassment carried out by “an impartial person possessing such knowledge, 
experience or qualifications as are specified by the inspector”. This investigation would 
be conducted at the expense of the employer, and a written report would be provided to 
the employer.  
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An “impartial person” is someone who is unbiased, with no conflict of interest, and in 
good standing with their professional body (if applicable).  It would likely be someone 
external to the workplace although in some circumstances it could be someone in the 
organization, as long as there is no conflict of interest. 

 
Examples of an “impartial person” may include a specialist in workplace investigations, 
human resource professionals, have other professional designations, or be licensed as 
private investigators or health and safety system partners. 
 
Specific criteria for knowledge, experience, and/or qualifications would depend on the 
circumstances of each case, and could include: 

• knowledge of the workplace harassment and reprisal provisions under  the 
Ontario Health and Safety Act and other applicable laws;  

• experience in conducting workplace investigations; dealing with confidentiality 
and privacy in the context of those investigations; preparing comprehensive  
reports; and or dealing with complex and sensitive situations. 
 

If someone conducts workplace investigations as a primary part of their business, they 
need to be properly licensed, usually as a lawyer or a private investigator. 
 
Responsibility of Managers and Supervisors 
 
It is the responsibility of Managers and Supervisors to ensure that the work environment 
is free from violence and harassment and to report any incidents to the Executive 
Director.  It is also the responsibility of Managers and Supervisors to protect employees 
from retaliation (e.g. job demotion, unwelcome transfer, diminished promotional 
opportunities, and harassment from other co-workers) for having made a complaint in 
good faith.  In accordance with the Ontario Human Rights Code, any employee has the 
right to seek redress under this legislation with respect to harassment.   
 
Complaints between Tenants and Staff 
 
1. Complaints against Victoria Park Community Homes staff by tenants will be dealt 

with following the procedures for resolving a complaint noted above.   Tenants with 
complaints against staff can report the incident in writing to the Manager or the 
Executive Director or speak to the Executive Director or a Board member.  
Complaints against the Executive Director will be directed to the Board of Directors 
through the Chairperson of the Human Resource Committee. 

 
2. Staff complaints against tenants fall under this policy and the Occupational Health 

and Safety Act.  Complaints should be reported immediately to their Manager.  The 
Manager is responsible for investigating the situation and reporting their conclusions 
in writing to the staff person, the Executive Director, and the tenant concerned. 

 
3. The Manager will take steps to ensure the safety and freedom from harassment, 

violence and/or bullying of Victoria Park Community Homes’ staff.  Some possible 
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results of this process are that the tenant may be transferred to another housing unit in 
another development. 

 
The Appeal Process 
 
1. If a person is dissatisfied with the steps that were taken to resolve his/her complaint 

and/or feels that the complaint process has not been followed properly, he/she can 
appeal to the Chairperson of the Human Resource Committee.  The Chairperson will 
complete a review within ten (10) days of receiving the request. 

 
2. Any decisions made by the Executive Director, including termination of employment, 

will remain in effect during an appeal. 
 
3. It is Victoria Park Community Homes’ responsibility to protect a complainant against 

any retribution, regardless of the outcome of an investigation. 
 
4. Victoria Park Community Homes will not tolerate any retaliation against employees 

for reporting harassment, violence and/or bullying and will treat any retaliation in the 
same manner as harassment. 

 
Assistance for the Victim of Harassment, Violence and/or Bullying 
 
Being the victim of harassment, violence and/or bullying in the workplace can be a very 
traumatic experience.  Employees in this situation may need supportive counseling.  
Victoria Park Community Homes will provide and bear the cost of any counseling that is 
provided for the victim through the group health program. 
 
 
Assistance for the Accused Perpetrator found Non-Guilty of Harassment, Violence 
and/or Bullying 
 
Being falsely accused of committing the offense of harassment, violence and/or bullying 
can be traumatic experience.  Employees in this situation may require supportive 
counseling.  Victoria Park Community Homes will provide and bear the cost of any 
counseling that is provided for the employee where the investigation proved that he/she 
was innocent of committing the offense of harassment, violence and/or bullying. 
 
 
Guidelines for Responsible Workplace Behaviour 
 

• Remember that while working, workplace standards apply at all times; use good 
judgment and apply the “Employee Code of Work Ethics” as found in the Human 
Resource Policies Manual. 

 
• Never presume familiarity with anyone. 
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• Be conscious of other people’s style, culture, comfort level, verbal and non-verbal 
communication. 

 
• If uncomfortable with another person’s behaviour, express discomfort to the 

person and explain to the person the behaviour changes expected. 
 
 
 

 
 

 
Reference: https://www.labour.gov.on.ca/english/hs/pdf/wpvh.pdf 
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VICTORIA PARK COMMUNITY HOMES - HUMAN RESOURCE POLICIES 

GENERAL INFORMATION 

Code of Work Ethics 

Purpose: 

To provide a positive work environment in which employees can achieve maximum 
productivity and job satisfaction. 

Policy: 

1. In all that employees do, they will try to live up to the following standards: 
 

• To continue learning in order to be more effective in their job. 

• To demonstrate respect for clients, co-workers and others. 

• To be truthful in their communication while striving to maintain the self-

esteem of others. 

• To listen to what people are saying. 

• To be positive in attitude and actions. 

• To be open and approachable. 

• To be sensitive to the needs of others. 

• To cooperate with others in doing jobs together. 

• To be an example to co-workers in the performance of duties. 

• To be responsible and accountable for their actions. 

2. Employees shall endeavor to comply with this policy during working hours and at 
work-related functions that take place after hours. 
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