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THE SALVATION ARMY 

LONDON VILLAGE

Mission

The Salvation Army London Village is a Christian Community dedicated to providing support to families through:

· Child Care Programs for children from birth to 12 years

· Respite Programs for children and adults with intellectual disabilities

· Adult Day Programs for seniors with Alzheimer Disease and Related Dementias

Vision

The Salvation Army London Village is a valuable partner and recognized leader in providing excellence in care, while respecting individual needs.

We Believe in…

· Celebrating and respecting diversity

· Strong community partnerships

· Providing nurturing, safe environments

· Supporting choices and valuing beliefs

· Ongoing evaluation & improvement to the services we provide

INTRODUCTION

Welcome to The Salvation Army London Village!  It gives us great pleasure to welcome you as part of a team dedicated to providing the highest quality of care to the people participating in our programs.  We trust that you will quickly feel part of this team and that you will find your employment at the Village to be very rewarding.

This Employee Handbook has been prepared to assist you in learning more about The Salvation Army London Village.  While there is a much broader Policies and Procedures Manual which you will become familiar with, this handbook has been designed to provide you with the answers to some of your basic questions about our agency.  In most cases, only a portion of the policy is stated, therefore, it is important that you review the entire policy.

If you have any questions, please feel free to discuss them with your Team Leader, Program Director or Executive Director.

HISTORY OF THE SALVATION ARMY

The Salvation Army was founded in 1865 by William Booth.  Booth had spent many years as a Methodist Minister, traveling all around the country of England, preaching and sharing God’s word to all who would listen.  Yet he felt that God wanted more from him, that he should be doing more to reach ordinary people.  He returned to London, England with his family, having resigned his position as a Methodist Minister.

One day in 1865 he found himself in the East End of London, preaching to crowds of people in the streets.  Preaching to the poor and wretched of London’s Ease End, Booth brought the good news of Jesus Christ and his love for all men.  Booth soon realized he had found his destiny.  He formed his own movement, which he called ‘The Christian Mission’.

Slowly the Mission grew.  However, it was not until 1878 when the Christian Mission changed its name to The Salvation Army that things began to happen.  The impetus changed.  The idea of an Army fighting sin caught the imagination of the people and the Army began to grow rapidly.  Inevitably, the military spirit of the movement meant that The Salvation Army soon spread abroad.

By the time General William Booth was ‘Promoted to Glory’ (passed away) in 1912, the Army was at work in 58 countries.  The Salvation Army now works in 123 countries.

HISTORY OF THE SALVATION ARMY

LONDON VILLAGE
The Salvation Army London Village had been part of the London community since 1954.  The then named “Children’s Village” provided a parent-model living arrangement for orphaned children.  Throughout the past 50 years many different types of services and programs have been offered to children, adults and seniors.

We believe the Village still plays an integral role in the community of London.

CURRENT PROGRAMS/SERVICES

In our Child Care Program, The London Village currently provides childcare for up to 104 children, aged 3 months – 5 years and 6-12 school ages.  Our objective is to promote the children’s mental and physical development and spiritual awareness, in keeping with each child’s needs and level of development.

· Summer Day Camp for children (ages 6-12) operates during the months of July and August as well as Christmas and March breaks.  Approximately 60 children per day attend this inclusive summer day camp program.  
The Respite Program, supports adults and children with intellectual disabilities and their families offering a variety of program options as follows:
· In-Centre Respite provides 24 hour care including assistance with personal care and routines of daily living as required, as well as, facilitating a variety of activities in the community. 

· Activity Night provides an opportunity for teens and young adults to engage in a weekly leisure activity.
· SibShops offer a mix of recreational and therapeutic activities for children/youth that have a brother or sister with special needs.
· Autism Spectrum Disorder Programs are specifically for children/youth who have a diagnosis of Autism and include overnight, day program, and camp options.
The Adult Day Program, benefits individuals diagnosed with Alzheimer Disease and Related Dementias and their families/caregivers.  It is for people who live at home in the community.  A comprehensive range of services to support each individual’s personal care and leisure interests are offered.  The daily user fee includes the following:
	· Transportation
	· Medication administration

	· Hot Lunch meal
	· Secured environment

	· Assistance with personal care

· Various physical, social, spiritual and intellectual recreational activities
	· Foot care, whirlpool tub baths and hand/nail care can be purchased for additional fee.


Days of operation are Tuesday, Thursday, and Fridays.
HEALTH AND SAFETY

The Management Team of The Salvation Army London Village is committed to the health and safety of its employees and will take every reasonable precaution to provide a safe and healthy work environment.

The Salvation Army London Village will ensure that all employees are aware that discrimination, harassment and workplace violence are unacceptable and will not be tolerated.  All employees will be trained on these policies. 

The Salvation Army London Village is a smoke free facility.  

Employees are expected to protect their own health and safety by working in compliance with the law and within any safe work practices established by the employer, ensuring that all reasonable precautions are taken.

There is a designated Health and Safety Representative in each program.  The key responsibility of this representative is to monitor employee health and safety concerns and report these concerns to the Program Director.

As an employee of The London Village you are covered under the Workplace Safety Insurance Board for any work-related injuries or illnesses.  It is important that WSIB reports be completed within 24 hours of a work-related injury or illness where medical attention is being sought.  An Employee Incident Report has to be completed for any work related injury even if medical attention was not required.  A copy will be kept on the employee’s personnel file and in an Employee Incident file in the main building.  The Health and Safety committee will review these quarterly.   

The London Village will make every effort to help an injured employee to stay at work (SAW) or to return to work (RTW). The “Return to Work Program” will ensure that as an agency we are committed and able to supply modified/accommodated duties to all employees, where possible, without undue hardship.

EMPLOYEE RESPONSIBILITIES

Each employee will be expected to reflect the agency’s mission statement in his/her actions and words.  All employees are responsible for adhering to the policies and procedures of the agency.

CODE OF CONDUCT

Guidelines have been put in place to define and protect the rights of all and to ensure a positive and healthy working relationship.  It is important that employees understand and adhere to these guidelines.  

Code of Ethics- The Code of Ethics provides a framework for the delivery of efficient and effective service as well as guidelines for employees regarding the expected manner in which they fulfill their responsibilities.

Confidentiality- All employees are required to sign an oath of confidentiality and must observe the strictest confidentiality at all times regarding information acquired by them through employment with The Salvation Army.

Alcohol/Drugs- Employees must report to work in a condition fit to perform duties in a safe and efficient manner (i.e. not under the influence of, or suffering from the effects of alcohol, drugs or other intoxicants).  Employees must not be in possession of and/or consume alcohol and/or illegal drugs while on duty.

Dress Code- Employees are expected to dress in a manner that reflects the nature of their job.  Clothing bearing questionable slogans, beer, liquor, tobacco, marijuana or pornographic advertising is not permitted.  All staff is discouraged from wearing keys, pens, or large chains around the neck, or dangling earrings.  Employees must wear shoes that are sensible and safe and appropriate for both indoors and outdoors, with a non-skid sole.  
Cell Phone- A program cell phone is provided to ensure communication and assistance is readily available for support staff and program participants in an emergency or crisis situation when out in the community.  The use of personal cellular phones while on shift is prohibited.

EMPLOYMENT PRINCIPLES

The agency seeks to employ the most competent persons in all positions.

It is the policy of the agency to encourage qualified internal candidates to apply for available positions.  Vacant and new positions will be posted internally so that current employees will have an opportunity to apply for each position.  Internal selection will be based on qualifications, skill, ability, experience and evaluations, as well as a reflection of career objectives.

The agency will endeavour to provide a working environment conductive to enabling each staff member to contribute to the fullest extent of his/her skills and abilities and to gain job satisfaction.

RECRUITMENT AND SELECTION OF EMPLOYEES

The recruitment and selection of employees is the responsibility of the Program Director and will be based on a well-defined and fair practice.
As an employee of The London Village you may be assigned an alternate shift, work location or job responsibility within your program.
JOB POSTINGS

Job postings will be posted at all work locations for a minimum of five working days.  Temporary positions over eight weeks will be posted.  

The agency has the right to fill the vacancy or new position on a temporary basis until such time as the posting procedure has been complied with and arrangements have been made to permit the successful candidate to be assigned to the position.  Applicants from within the agency may apply for the available position.

ORIENTATION

It is the policy of the employer that each new employee be allowed the opportunity to become acclimatized to the agency through a well-developed orientation program.

The Program Director will ensure that each employee has fulfilled the orientation requirements within 4 weeks of commencement of their employment.

PROBATION

A probation period of up to 3 months for full time and permanent part time employment or up to 6 months casual shall apply to all employees.  Feedback for the employee will be ongoing during the probationary period.  Employment may be terminated by either party during the probationary period.  

EMPLOYMENT OF RELATIVES

Family members are not to be hired in permanent positions which place them in a position of authority with other family members.  

SALARY/PAYROLL ADMINISTRATION

The salary structure of the London Village is based on The Salvation Army Salary Schedule – Ontario Region.  Salaries and rates will be reviewed annually.  Salary adjustments will be based on Territorial Headquarters directions, funds available and the economic climate.
Wages are paid every other Thursday and are directly deposited in the employee’s bank account.  Paystubs will be mailed or emailed directly to the employee by Territorial Headquarters.  Any questions or concerns should be directed to the Program Director.
GROUP HEALTH BENEFIT PLAN

All new permanent employees, having completed their probationary period, and working a minimum of 25 hours a week must participate in all core elements of the “Taking Care” benefit plan, except Long Term Disability (LTD).  Employees working 30 hours or more per week must also participate in the LTD program.

The employee will be provided with the “Taking Care” information package, including all forms.

REGISTERED RETIREMENT SAVINGS PLAN

For permanent full time or part time employees registration for the Group RRSP occurs at the completion of employee’s probationary period.  The employer’s contribution on the employee’s behalf will be in the form of a percentage of earnings based on years of experience.

Employees can also make voluntary contributions.

Please refer to the Group RRSP for employees of The Salvation Army brochure for further details
ATTENDANCE AND ABSENTEEISM

Each employee is responsible for reporting to work as scheduled.

In the event of illness;

· Day Care employee must call Team Leader (whoever is on the 9:30 a.m. shift) as much in advance as possible, at a minimum no later than 6:30 a.m.

· Respite employees must call the program and on-call designate as much in advance as possible.  With the exception of emergency situations, the employee must cover his/her own shift.

· Adult Day Program employees must call the Director at home prior to 8:00 a.m.  If unavailable, please call program cell phone.

If staff have to leave a voicemail message it is the staff’s responsibility to continue to follow-up with phone calls to ensure the message has been received. 

UNDER NO CIRCUMSTANCES SHOULD EMAIL MESSAGES BE LEFT!

SICK LEAVE

Employees working regularly scheduled shifts who have been employed for longer than three months are eligible for sick leave benefits, which accumulate from the first day of employment.  Sick leave is recognized as the period of time an employee is permitted to be absent from work with full pay by virtue of being sick or disabled.

Full-time employees earn one day per month, part-time earn one day for every 160 hours of work (maximum 12 sick days per year).  Any absence of four hours or less will be credited as one-half sick day.  Any absence over four hours will be credited as one sick day.

VACATION
All employees are entitles to vacation benefits.  The Salvation Army London Village vacation year is from January 1st to December 31st.

Upon immediate hire new employees receive 1 day per month.  January 31st of the following year a full time employee will receive 3 weeks.  For part time and relief employees please refer to the Vacation Policy, 3.14.0 in the Human Resources Manual.
Vacation is as follows:
	Completed Years of         Service as of December 31st
	Total Vacation Entitlement per Year (January 1st – December 31st)
	Accrued Days per Calendar Month to be taken in the next calendar year

	1 – 6 Years
	3 weeks
	1.25 days per month

	7 – 13 Years
	4 weeks
	1.66* days per month

	14 – 19 Years
	5 weeks
	2.08* days per month

	20 Years or more
	6 weeks
	2.50 days per month


*Rounded up to the next full day 

PUBLIC HOLIDAYS

The following holidays recognized by the employer are:

New Years Day                          Canada Day               Christmas Day

Family Day                                 Civic Day
            Boxing Day

Good Friday                               Labour Day              Easter Monday

Victoria Day                               Thanksgiving Day

All full and part time employees are entitled to receive public holiday pay, or a substitute day off.  Public holiday pay is the total of the regular wages payable to the employee in the four weeks before the week in which the public holiday falls – divided by 20.

When an employee is required to work on a public holiday, he/she shall be paid one and one-half times the regular straight time rate of pay.

BEREAVEMENT LEAVE

Employees are entitled to take time off with pay following the guidelines set-out by the employer with respect to bereavement leave.

Bereavement leave is as follows:

· Five days bereavement leave with pay shall be granted upon the death of an employee’s spouse or child.

· Three days bereavement leave with pay shall be granted upon the death of an employee’s parent, sibling, parent-in-law, grandparent or grandchild.

· One day bereavement leave with pay shall be granted upon the death of an employee’s aunt, uncle, niece, nephew, brother-in-law or sister-in-law
Additional time off without pay may be granted at the discretion of the Program Director.

LEAVES OF ABSENCE

The employer has defined provisions for compassionate, maternity, family and personal leaves of absences.  In all cases, request for a leave of absence must be made in writing (except in the case of an emergency) and approved by the Program Director.

HOURS OF WORK AND OVERTIME

The hours of work for employees is specified in their employment agreement, changes in hours of work may be permitted at the discretion of the Program Director.  Except in emergency situations, overtime will not be scheduled.  Employees are expected to complete work assignments within the prescribed daily working hours and are not normally expected or required to work overtime.  However, when requested by the employer to work extra hours, the employee will be compensated in accordance with provincial employment standards legislation.

HEALTH ASSESSMENTS

All employees must complete the Health Assessment Form within four weeks of their hire date and validated annually thereafter.
PROPERTY – PERSONAL DAMAGE

The employer may reimburse employees for significant damage to personal property incurred while performing their regular duties.  This will be determined at the discretion of the Program Director and Executive Director based on available resources.  The employer does not assume any responsibility for items lost or stolen.  Lockers and/or locked cabinets are available for use to store personal belongings.

POLICE RECORDS CHECKS

All employees are required to provide a police records check upon hire.  The offer of employment is conditional upon the result of this check.  The cost of this police check is the responsibility of the employee.

Police records checks must be completed again during the fourth year of employment and every third year thereafter.  The employer will cover the cost of these subsequent police checks once a receipt has been submitted to the Program Director.
COMPUTER ACCESS AND USAGE

Employees must follow the computer Access and Usage Policy, 5.4.0 outlined by Territorial Headquarters.  This includes, but is not limited to, use of the Internet, legal software, passwords and use of email.

PERSONNEL RECORDS

A personnel file shall be set up and maintained by the employer for each employee.  It is the employee’s responsibility to ensure that relevant information is kept current.  Employees wishing to review their file must make this request in writing to their Program Director.

PERFORMANCE APPRAISALS

All employees will have their performance appraisal at the completion of their probationary period and annually thereafter.
PROFESSIONAL TRAINING AND DEVELOPMENT

Employees are expected to maintain any mandatory certification/training as required for their specific program.  

Employees will be encouraged to attend workshops, seminars or courses that are related to the employee’s job and that will help improve job performance.

PROGRESSIVE DISCIPLINE

The term progressive discipline implies that the employer is willing to provide the employee with an opportunity to modify their behaviour with respect to unacceptable conduct or work habits.  Discipline will be administered as fairly, objectively and consistently as possible.  Progressive discipline is normally a four-step process, except in cases where conduct, because of its seriousness, justifies omitting one or more steps.

TERMINATION OF EMPLOYMENT

Resignation – In order to reduce the disruption to normal activities and ensure proper replacement and orientation to a position, it is expected that a frontline employee will provide the employer with two weeks written notice.  Similarly, a management employee will provide the employer with four weeks written notice.

Termination – Termination of employees will be carried out in a fair and consistent manner, following the guidelines outlined in the Employment Standards Act.

Exit Interviews – Upon receipt of written resignation, the employee will be asked to complete an exit interview with the Program Director or complete an exit interview form and return it to the employer.

Letter of Reference – The agency will provide, at the request of an employee, a verbal or written reference to a prospective employer.  Information regarding the employee’s position(s), start date and responsibilities will be given.  Employee’s requiring a personal reference for academic purposes may request this through their Program Director.

Please be reminded that this employee handbook is a quick reference guide only.  It is the responsibility of each employee to review and adhere to the most current policies and practices of the agency as outlined in the policy and procedure manuals. 
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