TERMS OF EMPLOYMENT POLICY
The objective of this policy is to ensure effective and consistent administration of terms and conditions of employment within {company name}. Terms of employment are administered in an equitable, accurate, transparent, and timely manner. This policy provides the framework for the employment agreement, hours of work, and salary administration.
PROCEDURES
Employment Agreement

1. The employment agreement, in the form of a job offer letter, will be signed by both the manager/President/owner and the new employee. The job offer letter specifies the following information for a new employee:

· The date employment will commence;

· The title of the position;

· The salary or hourly rate;

· Hours of work;

· Probationary period;

· Performance management process;

· Termination of employment;

· Code of conduct;

· Safety requirements;

· Confidentiality;

· Vacation;

· Benefits; 

· Training programs.

2. A job description and the {company name} Employee Handbook will be given to the new employee upon signing the job offer letter.

Part II: Employee Handbook provides direction to developing a customized Employee Handbook {provide link}

Part III: Recruitment & Selection, of the Human Resource Toolkit provides templates for job offer letter and job descriptions. (Provide link}
Hours of Work

Hourly Employees

1. Standard Hours of Work: the standard hours of work are eight (8) hours per day or forty-eight (48) hours per week. Employees will receive a meal break of thirty minutes (30) after five hours of work. The employer and employee can agree that the meal break can be split into two eating periods within every five consecutive hours. Together these meal breaks must total thirty (30) minutes; 

2. Overtime:  All hours worked above forty-four (44) hours in a regularly scheduled work week, will entitle the employee to one and one half times (1½) their regular rate of pay. Employees have the right to refuse overtime work if it is beyond the regularly scheduled hours for that particular day;

3. {If your company falls under the ‘Landscape Gardener Exemption, include this section – if it does not then leave this section out}Landscape Gardener Exception: Regulation 285/01 of the Employment Standards Act (ESA), 2000 provides that “a person employed as a landscape gardener” is except from the standard hours of work and overtime pay clauses within the ESA.

4. An employee must not work for more than five hours in a row without getting a 30-minute eating period (meal break) free from work. However, if based on the job requirements {company name} and the employee can agree, the eating period can be split into two eating periods within every five consecutive hours. Together these must total at least 30 minutes. This agreement can be oral or in writing;
5. It is the company’s policy to continue operations despite inclement weather unless: the conditions threaten to make employee transportation to or from work impossible or dangerous; or the conditions create a situation where the work to be conducted becomes unsafe or virtually impossible; Supervisors will be responsible for notifying all employees that report directly to them if work is to be cancelled for a given day. 

Appendix VIII: ‘Landscape Ontario Defining Landscape Gardener’

Appendix IX: Basic Log Sheet for Tracking Hours of Work
Salaried Employees
1. Employees Working Standard Hours of Work: the standard hours of work are eight (8) hours per day or forty-eight (48) hours per week. Employees will receive a meal break of thirty minutes (30) after five hours of work. {Company name} and the employee can agree that the meal break can be split into two eating periods within every five consecutive hours. Together these meal breaks must total thirty (30) minutes; 
2. Overtime:  All hours worked above forty-four (44) hours in a regularly scheduled work week, will entitle the employee to one and one half times (1½) their regular rate of pay. Employees have the right to refuse overtime work if it is beyond the regularly scheduled hours for that particular day. Managers and supervisors do not qualify for overtime if the work they do is managerial or supervisory. Even if they perform other kinds of tasks that are not managerial or supervisory, they do not get overtime pay if these tasks are performed only on an irregular or exceptional basis. {Company name} and the employee can agree in writing that the employee will receive paid time off work instead of overtime pay. This is sometimes called "banked" time or "time off in lieu." If an employee has agreed to bank overtime hours, he or she must be given 1½ hours of paid time off work for each hour of overtime worked.

Salary
{Company name} has established salary rates based upon work classification. Salary is determined by three primary factors:

· Assigned work classification;

· Years of service;

· Individual performance as assessed in annual performance review.

Salary Payment

Employees are paid on a {weekly, bi-weekly} basis and the net pay is deposited into the employees’ bank account {if applicable}. Net pay is determined by deducting income tax, EI, and CPP from the gross pay (total hours worked x hourly rate). Salaries are administered by {title of position}. 

Salary Increases

Salary increases normally occur at the beginning of each fiscal year which starts the beginning of {month}. Each employee’s salary is assessed annually based on performance, experience in the position, level of knowledge, skills, potential for advancement, etc. A decision for a salary increase should be based on the following factors:

· The employee’s position within the job grade (level and relation to the salary maximum);

· The employee’s performance evaluation for the year;

· Internal equity;

· Company performance.

Banking Hours for Hourly Paid Employees

It is possible for an employee to ‘bank’ hours worked during the season for compensation during the off season. For example, if an employee works an average of 120 hours every 2 weeks in the spring, then he/she can request that {company name} bank 40 of those hours towards payment over the winter months. In this instance, the employee would receive immediate compensation for 80 hours of work, while the compensation of the remaining 40 hours would be delivered during the off season.

The ‘banking of hours’ approach is an acceptable practice. The employee and {company name} must sign a contract detailing the terms and conditions that will govern the ‘banking’ process. 
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