September 2011

Policies and Procedures

70 – Human Resources

Policy Number:


70.10

Name:




General and Definitions

Origin:



Human Resource Committee

Approved:



June 1997

Approval Process:


Board of Directors

Revision Date(s):


June 2002, October 2003 

70.10.1
GENERAL


70.10.1.1
The CIS Human Resource Policies (70.20 and 70.30) apply to all persons to whom the definition "Staff" applies.  These policies do not apply to casual, term contract or interim leave positions.

70.10.1.2
Amendments to the Human Resource Policy may be made from time to time by the Board of Directors.

70.10.1.3
The HRC shall develop, review and recommend policies relating to human resources to the Board of Directors.

70.10.2
DEFINITIONS

70.10.2.1
Staff and staff member - all those persons who have been hired as permanent staff of CIS.


70.10.2.2
Permanent - staff without term, whose position may be terminated only by resignation, retirement, death, just cause, financial exigencies, or in accordance with the terms within a letter of appointment.


70.10.2.3
Full-Time - 37.5 hour minimum work week.


70.10.2.4
Salary Grid - the salary system used to assign salaries to CIS Positions and staff.


70.10.2.5
Professional Staff -  all permanent full-time staff whose salary falls within Salary Ranges 3 to 8 of the CIS Salary Grid.


70.10.2.6
Support Staff - all permanent full-time staff whose salary falls within Range 1 and 2 of the CIS Salary Grid.

70.10.2.7
Human Resources Committee (HRC) - the Committee responsible for managing staff related issues.

70.10.2.8
Board - the Board of Directors of CIS.
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70.20.1
ESTABLISHING NEW POSITIONS/JOB DESCRIPTIONS

70.20.1.1
Professional Staff positions are established by the Human Resources Committee upon the recommendation of the Chief Executive Officer and approved by the Board.  Positions are established based upon program requirements and available funds.



70.20.1.2
Support Staff positions are established by the CEO and approved by the Human Resource Committee.

70.20.1.3
The HRC shall review the job description and determine the position’s classification ranking on the Salary Grid.

70.20.1.4
The HRC shall approve changes to job descriptions of professional staff.

70.20.2
HIRING POLICIES
70.20.2.1
CIS hires staff without distinction or discrimination by reason of sex, marital status, family relationship, age, race, colour, religious belief, ancestry or place of origin.

70.20.2.2
Vacancies in all professional staff positions shall be advertised in such publications as deemed necessary.  Where it is deemed desirable to fill a staff post without advertising, appointments may be made provided that prior authorization is given, in advance, by the Board.

70.20.2.3
Casual positions, short-term contracts and interim leave positions (i.e. parental leave, sick leave) appointments may be made without competition, at the discretion of the Human Resources Committee.

70.20.2.4
A professional staff member granted an appointment to a CIS position may be eligible for a removal allowance towards expenses necessarily and reasonably incurred in moving which will be based on removal from the place of domicile.  

70.20.3
HIRING PROCEDURES
The following procedures outline the process and authorization required to hire CIS staff.  

70.20.3.1
Professional Staff – Salary Range 8

70.20.3.1.1
Decision to hire must be ratified by the Board.

70.20.3.1.2
Selection Committee will be appointed by the Board and will each have a vote.    There may be additional non-voting participants on the Selection Committee as required.

70.20.3.1.3
Formal approval of the selected candidate will be ratified by the Board.

70.20.3.2
Professional Staff – Salary Ranges 3-7
70.20.3.2.1
Decision to hire must be ratified by the Board.

70.20.3.2.2
Selection Committee will be named by the Chief Executive Officer, President, and the Vice-President of the program which relates most closely to the job description of the position.

70.20.3.2.3
The decision of the Selection Committee will be final and does not need ratification by the Board unless there is a deviation from the established hiring procedures/guidelines.

70.20.3.3
Support Staff  - Salary Ranges 1-2

70.20.3.3.1
The decision to hire will be determined by the Chief Executive Officer, President, and the Chair, Finance Committee.

70.20.3.3.2
The Selection Committee will be determined by the Chief Executive Officer.

70.20.3.3.3
The decision of the Selection Committee will be final and does not need ratification by the Board.

70.20.3.4
Casual Positions, and Term Contract and Interim Leave positions

70.20.3.4.1
The decision to hire will be determined by the Chief Executive Officer.

70.20.3.4.2
The Selection Committee will be determined by the Chief Executive Officer.
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70.30.1
LETTER OF OFFER
Upon being hired, a CIS staff member will be required to sign a letter of offer agreeing to review and comply with CIS Policies, Procedures and Rules.

70.30.2
Probation and Continuing Appointment

70.30.2.1
Appointment to the staff will be, in the normal case, by a probationary appointment.

70.30.2.2
The probationary appointment shall normally be for a period of six months from the date of appointment.

70.30.2.3
Variations from the normal case may be made at the discretion of the Human Resources Committee and/or Chief Executive Officer.

70.30.2.4
At least one (1) month before the last day of the probationary appointment, the President or Chief Executive Officer shall advise the staff member in writing, of his or her recommendation as to whether or not the probationary period has been extended for a period of time, or whether or not the staff member will be granted a continuing appointment upon the completion of the probationary appointment.

70.30.2.5
The President or Chief Executive Officer or immediate supervisor shall keep the staff member apprised of his or her progress during probation and, in this respect, shall meet with the staff member at least twice during the six month period in order to discuss that progress.

70.30.2.6
The staff member's supervisor shall submit the recommendation referred to in Clause 70.20.2.4, in writing, to the president or Chief Executive Officer.

70.30.2.7
The decision by the officer authorized to grant a continuing appointment shall constitute the decision of the Board and the President or Chief Executive Officer shall so advise the staff member of the decision, in writing, at least one month prior to the last day of the probationary appointment.

70.30.2.8
Continuing appointment will be offered on the basis of performance during the probation period.  The performance of the staff member during probation shall indicate that he or she will in future be capable of contributing effectively in the performance of those duties to Canadian Interuniversity Sport.

70.30.3
TERMINATION DURING PROBATION

70.30.3.1
If a continuing appointment is not offered, the staff member shall receive notice in writing.

70.30.3.2
The probationary appointment of a staff member may be terminated at any time during the probationary period, without cause, upon one (1) weeks notice or payment in lieu of notice.  Employment may be terminated at any time during the probationary period for cause, without notice of payment in lieu of notice.

70.30.4
SALARY 

70.30.4.1
The Board shall establish a salary grid for the awarding of salaries and increments to staff members.

70.30.4.2
The Board shall approve the Salary Grid and assign salaries to CIS Positions and staff, based on review and input from the HRC.

70.30.4.3
The Salary Grid is divided into Salary Ranges, and each Range is divided into Steps (increments).  For Professional staff, the HRC will recommend a Salary Range for approval by the Board.  For Support Staff, the CEO will recommend a Salary Range for approval by the HRC.

70.30.4.4
Subject to available finances and revenues, the Salary Grid will normally be adjusted upwards annually in step with the Consumer Price Index, as published by Statistics Canada. This adjustment shall be approved by the HRC and the chair of the Finance Committee, and shall take effect on July 1 or as determined by the CIS budget.

70.30.4.5
Salary will be paid bi-weekly.

70.30.4.6
A staff member shall be considered annually for an incremental step increase on the salary grid.  In the case of salary increments, these are awarded exclusively for excellent performance, as determined during a performance review (See item 70.30.5), and are not in any sense automatic or based on length of service.

70.30.4.7
A staff member whose salary is increased so that it enters the maximum Step in the Salary Range for the position shall receive no further incremental step increases in salary. They may however be rewarded for meritorious performance where finances permit and the performance merits recognition.

70.30.4.8
Annual salary increments, if awarded, are effective on the first (1st) day of July or as determined by the CIS budget. 
70.30.4.9
The President or CEO shall make confidential recommendations on awarding salary increments to the HRC. The HRC shall approve salary increments for professional staff members with the input from the CEO.  The CEO shall approve salary increments for support staff.

70.30.4.10
The decision of the Human Resource Committee to award an increment shall constitute the decision of the Board and the President and/or the Chief Executive Officer.

70.30.4.11
Should the HRC exceed the budget allotment for staff compensation, approval must be obtained by the Board of Directors.

70.30.4.12
The decision of the HRC regarding individual salary adjustments will be kept confidential.

70.30.4.13
During the CIS budgeting process, a staff salaries budget amount that reflects the maximum amount that all staff might receive should their performance be deemed meritorious of an increase, shall be included in the proposed budget that gets presented to the Membership at the AGM. If the full amount of the staff salary envelope is not used, the unspent funds will revert to surplus. The CEO will communicate any salary adjustments to all staff members no later than August 30.  Copies of these communications are to be preserved in the staff members' permanent files.

70.30.5
PERFORMANCE REVIEWS

70.30.5.1
The HRC shall monitor the annual performance review process of the Canadian Interuniversity Sport staff.

70.30.5.2
The Chief Executive Officer will provide to the President annually the following documentation:

a)
an organizational chart for the Canadian Interuniversity Sport Offices;

b)
a job description for each staff position in the Offices;

c)
a self-evaluation of performance by each staff member (including recommendations for revisions to the job description itself, if applicable);

d)
a detailed appraisal of each staff member's performance during the preceding 12 months; and

e)
recommendations on revisions to current job description.

70.30.5.3
After perusing the above documents, the President will meet with the Chief Executive Officer to discuss the points raised.  The President will also discuss findings and final recommendations with the Chief Executive Officer prior to their presentation to the HRC.

70.30.5.4
To carry out the review of the Chief Executive Officer's performance, the President will invite input from selected individuals.  Once the decisions have been made on his/her terms of reference, the HRC will meet with the Chief Executive Officer and discuss its findings and recommendations prior to their presentation to the Board of Directors.

70.30.5.5
The Chairperson of the HRC will present the recommendations on the performance review of the CEO annually to the Board of Directors which shall remain confidential within the Board of Directors. Other recommendations and observations will also be presented to the Board of Directors at this time.

70.30.6 
BENEFITS

70.30.6.1
Pension Plan

Participation in the Academic Pension Plan of the Association of Universities and Colleges of Canada (hereinafter referred to as "A.U.C.C.") (Details available from the CIS office) or such other plan or plans provided by the Board from time to time is an option for all permanent staff members of CIS.  Full-time professional staff who work at least 30 hours per week are eligible to join the pension plan after having completed six months of continuous service from the date of their employment.  Full-time support staff who work at least 30 hours per week are eligible to join the pension plan after having completed twelve months of continuous service from the date of their employment.  Permanent part-time staff members who work at least 17.5 hours per week on a regularly scheduled basis are also eligible to join the plan after having completed two years of continuous service from the date of their employment.

70.30.6.2
Disability Insurance

Long Term Disability, Short Term Disability and Group Life Insurance plans (or such other plan or plans provided by the Board from time to time) is available to all full-time staff of CIS.  The Policy is held by Canada Life and administered by the Canadian Olympic Committee. CIS shall pay one hundred (100%) percent of the premiums for such insurance. Coverage begins on the first day of employment (Coverage details available from the CIS Office).

70.30.6.3
Medical Insurance and Dental and Health Care

Group major medical and dental insurance coverage with Canada Life is available to all full-time staff of CIS.  The Policy is held by Canada Life and administered by the Canadian Olympic Committee. CIS shall pay one hundred (100%) percent of the premiums for such insurance. Coverage begins on the first day of employment. (Coverage details available from the CIS Office). 

70.30.6.4 Critical Illness Insurance

All CIS employees must purchase and participate in the Critical Illness coverage provided by Industrial Alliance Pacific. Employees may receive a one time lump sum of $10,000 in the event an employee is diagnosed with one of 18 critical illnesses. Employee premiums are in the neighbourhood of $40/year.
 

70.30.7
PAID LEAVE
70.30.7.1
Vacation Leave


70.30.7.1.1
Vacation days will accrue to full-time professional staff as follows:

0 to 3 years of service: 15 working days per year accumulated on the basis of one and one-quarter (1.25) days per month of service and shall be paid on the basis of six percent (6%) of wages earned from CIS.

over 3 years of service: 20 working days per year accumulated on the basis of 1.666 days per month of service and shall be paid on the basis of eight percent (8%) of wages earned from CIS.

70.30.7.1.2
Vacation days will accrue to full-time support staff as follows:


0 to 3 years of service: 10 working days per year accumulated on the basis of .833 days per month of service and shall be paid on the basis of four percent (4%) of wages earned from CIS.

3 to 5 years of service: 15 working days per year accumulated on the basis of one and one-quarter (1.25 ) days per month of service and shall be paid on the basis of six percent (6%) of wages earned from CIS.


over 5 years of service: 20 working days per year accumulated on the basis of 1.666 days per month of service and shall be paid on the basis of eight percent (8%) of wages earned from CIS.

70.30.7.1.3
Staff members must successfully pass the probationary period before being permitted to take paid vacation leave.  

70.30.7.1.4
Approval for vacation days must be obtained from the staff member’s supervisor by completing a “Vacation Request Form” (70.30.7.6).

70.30.7.1.5
Salary in lieu of vacation will not be paid to staff members.

70.30.7.1.6
In the event of a dispute concerning vacation time, a staff member has recourse to the Human Resources Committee.

70.30.7.1.7
It is expected that staff members will take their annual vacations.  Accordingly, it will not normally be permissible to carry over unused vacation time from year to year.  Exceptions to this rule may only be approved upon prior consultation by the Chief Executive Officer.

70.30.7.2
Maternity and Parental Leave

70.30.7.2.1
General

70.30.7.2.1.1
The CIS maternity and parental leave policy is designed not only to meet the requirements of both Employment and Immigration Canada (EIC) and the laws of the Province of Ontario but to further supplement those requirements.  The payment aspects of these Canadian Interuniversity Sport leaves are intended to integrate with the applicable EIC legislation.

70.30.7.2.1.2
The supplementary topping-up is a generous benefit that CIS wishes to extend to valued staff who serve the organization for a considerable period of time. As such, in order to be eligible for a top-up, the staff member must serve a minimum of 2 years of continuous employment before taking leave, and must serve a minimum of 2 years of employment after returning from the leave. 

70.30.7.2.2
Unpaid Leave

70.30.7.2.2.1
A staff member who has been employed with CIS for at least 13 weeks, will be granted unpaid leave for a period of up to the maximum allowed by EIC.  Leave may commence as early as 17 weeks preceding the expected date of the childbirth.

70.30.7.2.2.2
Where the staff member has been employed with CIS for a period of less than 24 continuous months, the leave will be unpaid.  Fringe benefits except pension contributions will be continued at CIS’ expense.

70.30.7.2.3
Paid Leave
70.30.7.2.3.1
Where the staff member has been employed by CIS for at least 24 continuous months preceding the estimated date of delivery or adoption, CIS will provide support for up to 24 continuous weeks of leave as follows:

70.30.7.2.3.2
During the 2 week EI waiting period, Canadian Interuniversity Sport will contribute 80% of the qualifying staff members salary.

70.30.7.2.3.3
During the next 22 continuous weeks CIS will contribute an amount equal to the difference between what EI contributes and 80% of the staff members salary at the time the leave was started. In addition, CIS will continue their payment of fringe benefits, including pension plan contribution based on the amount of pay being received from CIS.

70.30.7.2.4
Notice requirements
70.30.7.2.4.1
An staff member who is entitled to leave is requested to give CIS ten weeks written notice prior to the commencement of the leave.  If pregnancy-related complications force the staff member to stop work before she has arranged her leave, she has two weeks from that date to give the employer written notice, with a medical certificate confirming the circumstances and the expected or actual date of birth.

70.30.7.2.4.2
If a staff member on leave wishes to change the date of return to work to an earlier date, the staff member should give the employer four weeks' notice of the date on which the staff member intends to return.  If a staff member wishes to change the date of return to a later date (subject to the rules concerning the maximum length of leave), the staff member should give the association four weeks' written notice before the leave is to end.

70.30.7.2.4.3
If a staff member wishes to change the date of return to work to a later date (but subject to the EIC maximum length of leave) the staff member should give the association four weeks' written notice before the date the leave was to end.

70.30.7.2.5
Procedure and supplementary information for maternity and parental leave
70.30.7.2.5.1
Qualifying staff members who will be on leave will be given a record of employment which will allow the staff members concerned to apply for EI benefits for the maximum period allowed by EIC following a two-week waiting period.

70.30.7.2.5.2
To receive paid Canadian Interuniversity Sport leave benefits the staff member must apply for and be in receipt of EI benefits.

70.30.7.2.5.3
Any payments in respect of guaranteed annual remuneration or in respect of deferred remuneration or severance pay benefits will not be reduced or increased by payments received under the plan.

70.30.7.2.5.4
Arrangements for the maintenance of staff member benefits are made prior to the commencement of the leave, and the staff member is responsible to ensure continued eligibility.

70.30.7.2.5.5
Sick leave benefits are earned but not paid during leave.  Reference is to be made to the sick leave (policy 70.30.7.3) for benefits available prior to birth and after the termination of pregnancy or parental leave.

70.30.7.2.5.6
Annual vacation leave accumulates during maternity and parental leave.  The staff member maintains the right to any accrued vacation credits at the time of taking maternity, or parental leave.

70.30.7.2.5.7
Seniority for all purposes continues to accrue during parental leave.

70.30.7.2.5.8
Following the leave, the staff member will be reinstated to the same position if it still exists.  If it does not exist, the staff member will be reinstated to a comparable position if one exists.

70.30.7.2.5.9
Staff members who have received paid leave, and who leave CIS prior to returning to work for two years will be required to repay on a pro rata basis the share of "unearned" paid leave (total salary and pension cost) as follows: Staff members who return to work for less than 3 months, must return 100% of the top-up contribution including pension costs. Staff members who return to work after the leave for less than 6 months, must return 75% of the top-up contribution including pension costs. Staff members who return to work for less than 12 months, must return 50% of the top-up contribution including pension costs. Staff members who return to work for less than 18 months, must return 25% of the top-up contribution including pension costs. Staff members who return to work for less than 21 months, must return 12% of the topping-up contribution including pension costs.

70.30.7.2.5.10
Contact between the Staff member and CIS during the leave: For professional staff positions on leave, and receiving a top-up from the CIS, the expectation is that the staff member would be available for ongoing calls, consultation and assistance from time to time.

70.30.7.2.5.11
Special circumstances: If the mother suffers a still-birth or miscarriage or the child dies while the mother is still on her pregnancy leave, the pregnancy leave will end six weeks after the date of the still-birth, miscarriage or birth or 17 weeks after the pregnancy leave commenced, whichever is later. If the staff member has been on her pregnancy leave for 17 weeks but the child has not yet been born, the pregnancy leave will end when the baby is born and the staff member will be entitled to take parental leave immediately after the birth.

70.30.7.3
Sick Leave

70.30.7.3.1
Upon successful completion of the probationary period, staff members shall be entitled to accumulate paid sick leave on the basis of one (1) day per month of service during which payment is received from CIS for at least ten (10) days.  Staff members are not entitled to paid sick leave while on leave without pay.  CIS may require such information and in such manner as it deems necessary to establish entitlement to benefits.  

70.30.7.3.2
There shall be no pay out of sick leave credits upon retirement, resignation or termination of employment

70.30.7.3.3
Sick leave unused during a fiscal year does not accrue to the next.

70.30.7.4
Compassionate Leave
70.30.7.4.1
Up to ten working days are available upon the death of a staff member's spouse/partner or children.  Up to three working days are available upon the death of a staff member's parents, grand-parent's, parent's in-law, or siblings. Exceptions may be approved upon prior consultation with the Chief Executive Officer.

70.30.7.4.2
A single day's leave to attend the funeral for other family members may be taken. 

70.30.7.4.3
Up to five working days are available if the spouse or children of a staff member suffers a serious accident or illness.

70.30.7.4.4
All requests for compassionate leave must be approved by the CEO.  

70.30.7.5
Jury Duty
70.30.7.5.1
A staff member may take up to 29 (twenty-nine) days off for jury duty with full pay.  A staff member will not be given paid leave to attend court cases he or she initiates or defends unless the court case is directly related to the staff member's job.

70.30.7.6   CIS STAFF MEMBER VACATION AND OTHER TIME OFF TRACKER







Name: __________________    Fiscal Period: ________      Vacation Days Allowed:_________
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	Supervisor
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	Step one.
	Discuss your chosen vacation /Family Day/working at home dates with your staff supervisor.
	

	Step two.
	Write agreed to dates on form and have staff supervisor initial the dates.

	Step three.
	Keep a copy of form and give copy to your supervisor and to Admin and Finance Staff Leader.

	Step four.  Use the copy to start again at step two for the next vacation days being requested.

	A new blank form will be provided to each staff person at the beginning of each fiscal year indicating the number of vacation days available.

	


70.30.8
OTHER LEAVE

70.30.8.1
Staff members may be granted leave other than that covered in Policy 70.30.7 for prescribed periods and purposes.  Staff members may also, on occasion, be seconded to other employers or agencies.  Application for leave under this item shall be made to the Chief Executive Officer through the various intermediate levels of supervision, where appropriate.

70.30.9
OVERTIME

70.30.9.1
Regulations – Professional Staff



70.30.9.1.1
Monetary overtime compensation will not be provided to professional staff members.

70.30.9.1.2
Taking time off to accommodate for weekends worked by professional staff is permitted under the following terms:

a)
The scheduling of the time-off must be requested in writing by the employee and approved in advance by the supervisor

b)
The time off shall be scheduled in a timely basis and/or during slower periods of workload.

c)
One day off may be taken for every weekend worked at National Championships, Universiades, events, and meetings.

d)
Entitlement to time off shall not be carried over from year to year, nor shall there be any cash compensation for unused lieu time at the time of resignation, retirement or separation.

70.30.9.1.3
No time off shall be provided for:


a)
Staying late or coming in on weekends in order to catch up or complete planned tasks for which the staff member is accountable and expected to complete in the normal course of their duties.

b)
Attending social functions.

c)
Attending orientation or training workshops, pursuing personal studies or other development programs, even when these workshops, studies or programs are wholly or partly paid by Canadian Interuniversity Sport.

70.30.9.2
Regulations – Support Staff
70.30.9.2.1
General


70.30.9.2.1.1
Overtime is only paid to support staff members for working in excess of 44 hours per week, provided that overtime worked is non-discretionary (non-elective). Working at international and national meetings, competitions and events is optional and excluded from the above and will not be considered for overtime payment.

70.30.9.2.1.2
Overtime is non-discretionary when a supervisor asks the staff member to work and this usually involves a specific project outside normal work plans.   It is not paid if the supervisor asks the staff member to stay 30 minutes or less to meet a critical deadline.

70.30.9.2.1.3
Supervisors will give reasonable notice whenever overtime is needed so that the staff member involved has sufficient time to make the necessary arrangements.

70.30.9.2.2
Paid Overtime Approval
Before overtime work starts, the supervisor and staff member are advised to get together to review the work plan and establish the maximum hours that should be worked.  It is the supervisor's job to approve overtime work in advance, keep accurate records and report overtime claims immediately so that the staff member can be paid in the pay period the overtime is earned.

70.30.9.2.3

Overtime Rate




Pay for non-discretionary overtime is paid at the following rates:





- Time and a half per hour for Monday through Saturday





-  Double time per hour for Sundays and holidays

70.30.10
COPYRIGHT



CIS is the owner of the copyright and of all copyright works produced by a staff member who has been engaged by CIS to prepare such works for CIS, or part of whose normal responsibilities to CIS is the preparation of such works.
70.30.11
INDEBTEDNESS TO Canadian Interuniversity Sport


Where a staff member is indebted to CIS and where other arrangements have not been made with respect to repayment, CIS is entitled to deduct the amount of such debts incurred by a staff member from the salary due and payable to that member.

70.30.12
SUPPLEMENTARY REMUNERATION AND OUTSIDE PROFESSIONAL ACTIVITIES

70.30.12.1
Under certain circumstances it is appropriate for staff members to assume responsibilities at Canadian Interuniversity Sport in addition to their regular duties and for which they may receive additional remuneration.  Normally these are duties which are performed outside of regular office hours.  Request to assume such additional responsibilities must be approved by the Chief Executive Officer and Human Resource Committee.

70.30.12.2
A staff member who proposes to engage in activities outside CIS which are related to his or her duties at CIS or which are of a consulting nature, whether during regular Canadian Interuniversity Sport office hours or not, shall so inform his immediate supervisor.  Where the proposed activities are during regular office hours, the permission of the supervisor must be obtained prior to the staff member utilizing such facilities.  If the staff member expects to make extensive use of such facilities, the staff member may be required to reimburse CIS for such use.

70.30.12.3
Care must be taken by the staff member that the outside activities are not in conflict of interest with Canadian Interuniversity Sport duties.

70.30.13
RESIGNATION

Employees may resign their employment at any time and for any reason upon providing Canadian Interuniversity Sport with four (4) weeks’ notice in writing of the intent to resign.  Canadian Interuniversity Sport may waive the resignation notice period, in whole or part, by providing payment of regular salary and benefits for the period so waived.
70.30.14 
RETIREMENT

As per Government of Ontario legislation, there is no mandatory retirement age.  Employees participating in the CIS retirement plan, can access benefits as early as age 55 (early retirement). Regardless of the age at which the employee retires, the employee can postpone receiving retirement plan benefits no later than age 69 (postponed retirement).  See the CIS retirement plan handbook for more details.

70.30.15
TERMINATION 
70.30.15.1
Employment may be terminated at any time, for cause, without notice or payment in lieu of notice

70.30.15.2
Employment may be terminated at any time without cause after the probationary period has been completed, upon notice or payment in lieu of notice and severance pay in accordance with the requirements of the Employment Standards Act of Ontario, as amended from time to time.  Upon satisfaction of these entitlements, payment of outstanding wages and vacation pay to the date of termination, as well as continuation of all benefits for the period required by the Employment Standards Act of Ontario, the employee agrees that CIS will not be liable for any further compensation arising out employment or the termination thereof.

70.30.15.3
Notwithstanding the right to terminate, employees acknowledge the right of the employer to temporarily lay-off in accordance with the requirements of the Employment Standards Act of Ontario and that no claim for constructive dismissal will be made with respect to the temporary lay-off.

70.30.15.4
Employees agree to return all CIS property that they might have in their possession upon termination of their employment or resignation of their employment.

70.30.16
Use of Handheld Devices:

CIS employees are prohibited from using CIS supplied portable technologies while behind the wheel of a moving vehicle, unless appropriate hands-free accessories and mounting systems are installed in the vehicle.
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