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INTRODUCTION  

Curve Lake First Nation, under the leadership of the elected Chief and Council, acknowledge that the 

strength of the community comes from the people. There are many who continue to dedicate their 

time and energy to the delivery of quality programming to the members and other residents of the 

First Nation. This document will delineate authorities and responsibilities for Human Resource 

Management within the First Nation Administration. 

Chief and Council, through their review and approval of Policies, Procedures and Plans, do authorize 

the following Authorities to the General Manager to have approval in: 

1. Staffing – all positions which have a salary budget. 

2. Approval of Acting Pay, overtime pay and special bereavement leave. 

3. Leave approvals for all positions under his/her supervision. 

4. Disciplinary Actions for all positions under his/her supervision. 

5. Termination with or without Cause. 

6. Curve Lake First Nation Employee Training Plan. 

7. Close the Office due to Inclement Weather. 

8. Determining Conflict of Interest. 

9. Determining Impact of Negative CPIC check. 
 

Managers/Supervisors and Coordinators have approval authority in: 
 

a. Leave approvals for all positions under his/her supervision, within specified authority. 

b. Disciplinary Action for positions under his/her supervision, up to Written Reprimand. 

c. Training activities for individuals, who report directly to them, as approved on the CLFN 

Employee Training Plan. 

Managers/Supervisors and Coordinators have recommendation authority in all other matters 

affecting Human Resource Management. 

This policy framework and supportive procedures will outline the professional relationship between 

the government of Curve Lake and its employees. This policy document also ensures that: 

a. The Community as a whole, along with the administration and employees understand the 

obligations and commitments made to ensure professional effective and efficient services are 

delivered. 

b. There is fair and equitable treatment for all employees. 

c. Together we create a safe, positive and harassment free workplace. 

d. There is recognition of the work of the employees. 

e. There is shared commitment to quality and equitable service delivery. 

f. There is a clear outline of roles and responsibilities. 

g. This Policy is enforceable under the authority of the Chief and Council of Curve Lake First 

Nation. 



 

 

Application: 
 

This policy applies to all employees, all individuals who make application to be employed, and all 

individuals who have received and accepted a written Job Offer from Curve Lake First Nation. 

Curve Lake First Nation confirmed through First Nation Council Resolution that, effective April 1, 

1977, no elected official shall be entitled to be employed within the Curve Lake Administration. 

Exclusions: 
 

The non-monetary benefits do not apply to those individuals who are hired as supply, casual or, a 

daily rate basis to perform work for the Curve Lake First Nation. 

Responsibilities: 
 

Council is responsible to ensure that Policy is in place to ensure transparent and effective 

governance. 

Administration is responsible to ensure that the Policies and Procedures of the Curve Lake First 

Nation are followed and to identify areas of policy concern. 

Human Resources is responsible to ensure employment practices and procedures conform to 

legislation and the approved Curve Lake First Nation Policies. 

Employees are responsible to meet the requirements of this policy and their job description, and 

carry out the functions in a professional manner 

Review: 
 

This policy will be reviewed every two years and may be amended from time to time. 
 
Originally Passed:  
 
April 25, 2016 
 
Amended:   
  
June 10th 2019 
August 17th 2020 
September 21st 2020 
November 16th 2020 
February 8th 2021 
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GLOSSARY  

a. “Acting Pay” is a change in basic pay provided to an individual employee who is required to 
perform duties of a position at a higher level than their normal job duties for a consecutive 
period longer than 10 days. Acting pay shall be paid from the date on which he or she started 
to act as if he or she had been appointed to that higher position. 

 
b. “Casual” means a period of daily work which is on an as needed basis, not to exceed 30 days, 

to provide daily support to the operations of Curve Lake First Nation. 
 

c. “Chief” means the elected Chief of the Curve Lake First Nation 

 
d. “Clearance Certificate” is a document certifying that all property has been returned to the 

employer when an employee leaves the organization. 

 
e. “Compensation” means remuneration and benefits as detailed in the Human Resource 

Management Policy. 

 
f. “Compensating Time” is time earned for work performed beyond the normal scheduled 

hours for each employee, which may be taken as paid time off on approval by a supervisor. 
 

g. “Curve Lake First Nation Council” or “Council” is the duly elected Chief and Council, 
representing the membership of the Curve Lake First Nation. 

 
h. ”Curve Lake First Nation Member” is a registered status individual having federal 

government acknowledgement membership to the Curve Lake Indian Reserve. 
 

i. “Discipline” is action, as a corrective measure, to affect positive change in an employee’s 
behavior. 

 
j. “Employee” means a person who has been hired by Curve Lake First Nation and is receiving 

wages or salary to perform a specific set of job duties. 

 
k. “Employee Representative” is an individual, who at the request of the employee, acts as a 

witness to discussions between the employee and their supervisor. This representative may 
be an employee or a member of the community. 

 
l. “Employer” means the Curve Lake First Nation. 

 
m. “Flexible Work Schedule” is a pre-approved two-week work schedule, outside the normal 

business hours of the Curve Lake First Nation. 
 

n. “Immediate Family” means the spouse, parent, guardian, sibling, grandchild or grandparent 
of an employee, Father In-Law, Mother In-Law, and any person who lives with an employee 
as a member of the employee’s family, unless otherwise defined. 

 
o. “Indeterminate Employment” is a period of employment for which there is a start date and 

no specified end date. 
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p. “Indeterminate Part-time” is employment for which there is a start date and no specified 
end date, but is less than the normally scheduled work week. 

 
q. “Job Description” is a detailed outline of duties to be performed within the approved scope 

of services for which an individual is hired to deliver. 
 

r. “Leave” means an approved absence from work. 
 

s. “Overtime” means work performed beyond the normal scheduled hours for each employee. 
 

t. “Overtime Pay” is financial remuneration for pre-approved work performed beyond the 
normal hours of schedule work. 

 
u. “Social Media” is the means of interactions among people using websites where they create, 

comment on, share and exchange information and ideas in virtual communities. 
 

v. “Specified Term Employee” is a person who has been hired by Curve Lake First Nation to 
perform duties for a wage on a limited time basis with a specified beginning and end date 
included in their letter of offer. These individuals are hired to cover short-term vacancies or 
to carry out short-term projects. 

 
w. “Tenure” is a period during which a position of employment is to be held or occupied. 
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CHAPTER 1 – RECRUITMENT AND SELECTION    

Curve Lake First Nation Recruitment and Selection Policy is in compliance with the Canadian Human 

Rights Act and acknowledges the commitment to the members and other residents of Curve Lake to 

ensure equal access and delivery of accountable, quality service and programming. 

Curve Lake First Nation is committed to improving the employment opportunities available to both 

its membership and other First Nation communities.  As such, as per Section 16 (1) of the Canadian 

Human Rights Act, Curve Lake First Nation will give preference to applicants who are First Nation 

members as outlined in Level II of the recruitment process. 

All employment opportunities will be advertised within the current administrative organization 

(internal) and through a public notice of Employment Opportunity (external). All postings will be 

for a minimum of five (5) working days. 

The Recruitment and Selection process of Curve Lake First Nation is based upon a set of guiding 

principles: 

a. Staffing decisions are to be made based on the merit principle of qualifications, relative 

ability, knowledge and skills. 

b. Objectivity, fairness and consistency guide all selection activity. 

c. All employment opportunities will be done to ensure that the most suitable person is hired 

without prejudice or nepotism. 

d. Confidentiality must be maintained by individuals involved in the selection process. 

 
1.1. RECRUITMENT 

 
It is the desire of the First Nation to have available a large number of candidates to consider for a 

position which is or may become vacant. There are two (2) methods of seeking qualified candidates 

for job vacancies within the First Nation. 

 

Option 1. Normal process 

Option 2. Executive search 

- Option 1. Recruitment may occur through a published Employment Opportunities poster 

advertising the position. The poster will be put on the Curve Lake First Nation website in the 

Employment Opportunities section, regional job boards, and provided to other applicable staff 

responsible for posting employment opportunities.  All employment opportunities will be 

posted Internal/External with the following preferences: 

a. Level I: Internal Applicants.  Applicants currently working for the First Nation will be given 
first consideration. 

b. Level II: Any First Nation Member Applicants.  Members of any First Nation will be given 
second consideration. 

c. Level III: Any Applicant.  If there are no qualified candidates at Level I or Level II, all other 
applicants will be given consideration. 
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Option 2. Recruitment may also occur through the use of a Recruitment Firm or Executive Search.  

This method will be limited to the recruitment of management positions when a suitable candidate 

has not been found through the regular recruitment process.  The decision to recruit through this 

method will be determined by the General Manager in consultation with the Human Resources 

Coordinator. 

 

Curve Lake First Nation may also hire qualified individuals as students only during the period of 

May to September. Students will be compensated at the Provincial student minimum wage. 

 

The Employment Opportunities Poster will outline the following: 

 

• Job Title 
• Type of Position – i.e. Indeterminate, Term, Casual, Full-time/Part-time 
• Order of hiring preference 
• Summary of Duties to be performed 
• Basic Qualifications and other professional or other types of Certified Requirements 
• Rated Assessment Criteria (Knowledge, Skills, Abilities and Personal Suitability) 
• Salary Range and eligibility for Benefits 
• Any other conditions of Employment/Job Requirements 
• Application Procedure 
• Deadline date 
• Contact Information for further details 

 
1.2. SELECTION 

 
Selection is the process designed to determine the best-qualified candidate from a group of qualified 

applicants. All Selection processes will be done in a manner which is transparent, equitable and 

meets the requirements of the Canadian Human Rights Act. 

The selection process used in any staffing action will be determined by the authorized Manager and 

will consider: 

• Qualifications of candidates 

• Needs of Curve Lake First Nation 

• Immediacy to fill the vacant position 

 
Each selection process approved for staffing will receive authorization from the delegated manager, 

in accordance with the Council approved delegation document, attached as Appendix “D”. 

 

 
1.3. Hiring Procedures 

 
a. It is the responsibility of the hiring manager to work with the Human Resources 

Coordinator to meet the requirements of the Curve Lake First Nation Human Resource 
Policy, and complete the necessary Staffing Action Form Appendix “D”. 

b. All staffing actions must receive prior approval, as per the Staffing Action Form, attached 



 

5  

as Appendix “D”. 
c. It is the responsibility of each applicant to demonstrate and provide necessary 

documentation to confirm his or her eligibility to be considered for employment as 
advertised. 

d. Applicants will be screened by the hiring manager to determine if they meet the basic 
qualifications. If so, the applicant will be invited to participate in a selection process and 
will be assessed using standard criteria of skills, abilities and personal suitability. A 
minimum of two (2) references will be checked, one of which must be the current or 
most recent supervisor. 

e. A Hiring Committee will be set, comprised of a minimum of three (3) individuals; the 
Supervisor, a management approved employee and a community member.  

f. The hiring manager will ask the members of the Hiring Committee their relationship to 
the applicants to determine if a conflict of interest exists.  

g. All applicants will receive written acknowledgement of their application and notice of 
further consideration for employment. 

h. All candidates who are considered for assessment will receive written notification or 
verbal confirmation of their interview appointment. 

i. All candidates participating in the selection process will receive written notification of 
their results from this process. 

j. All candidates have the opportunity to review their results with the Hiring Manager 
through the Human Resources. 

k. Confidentiality must be maintained by all individuals involved in the Selection/Hiring 
Process. 

 

1.4. ASSESSMENT 

 
All assessment processes will include a review of the individual’s academic qualifications, learned 

skills and abilities, and their personal suitability to perform the required job functions. 

An assessment process is designed to select the best-qualified individual to fill the job requirements. 

The assessment tools will respect the Inclusive Workplace Policy included as Chapter 16. 

All assessment tools will be completed by the hiring manager in conjunction with the Human 

Resources Coordinator.  

 

An assessment process will be done in partnership with the Community membership being 

represented by one or more individuals. 

 

1.4.1. Procedures: 

a. A rating guide for all assessment tools will be completed and used by the Selection 

Committee. 

b. The assessment tools will be provided to the committee at least two days before the 

interview. 

c. HR coordinator and hiring manager will screen candidates and this score will carry 

forward in to consideration in the overall selection process.  

d. All assessments will be done in a manner to allow the “candidate” to provide the best 

response possible; this may include providing a copy of the questions for their reference, 
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rewording of questions to allow clarity or other accommodations as the Hiring 

Committee Chair deems necessary to accommodate the individual’s needs. 

e. All individuals participating in the assessment process will confirm that there is no 

Conflict of Interest through their participation, and their confirmation of impartial 

participation by signing the Selection Board Declaration attached as Appendix “B”. 

f. The assessment process may include written and/or oral examinations/presentations. 

g. All candidates who were previously employed by CLFN will have their previous employment 

file examined and consideration will be given to:  reason for ceasing to be CLFN employee, 

reprimands, performance reviews and time passed since these events.  

h. There will be a minimum of two (2) reference checks done; one being the current 

supervisor, where possible; or alternatively, the most recent supervisor. 

i. All candidates must meet a minimum of 65% mark to be further considered. 

j. All candidates will be advised in writing of their success/failure in the assessment 

process. 

 

 
1.4. OFFER OF EMPLOYMENT 

 
a. Every offer of employment will be made on the basis of merit. 

b. All offers of employment will be made without prejudicial treatment of individuals based 

on Race, Color, National or Ethnic origin, Sex (including pregnancy), Marital or Family 

Status, Age, Religion, Sexual Orientation, Gender Identity, Gender Expression, Pardoned 

Conviction or any Physical or Mental Disability (including drug or alcohol dependence). 

c. All offers of employment must be made in writing, specifying the position being offered, 

the compensation to be provided, tenure of employment, entitlements upon termination 

of employment, and any other conditions, i.e. probationary period of the offer. 

d. All offers of employment must be accepted in writing. 

e. All individuals accepting Curve Lake First Nation’s Offer of Employment will complete an 

Employee Announcement in the format attached as Appendix “E”, to be submitted in the 

upcoming Curve Lake First Nation Newsletter to the community. 

 
1.5. TENURE 

 
a. Each Offer of Employment will specify the type of employment being offered, i.e. 

indeterminate full-time; indeterminate part-time, casual, specified-term or acting 

assignment. 

b. An employee who receives an offer of casual or specified-term employment ceases to be 

an employee at the expiry date included in their letter of offer. 



 

7  

1.6. ORIENTATION 

 

Curve Lake First Nation Employee Orientation process is an introductory stage in the process of 

introduction and training for new employees to the organization. This is also an opportunity to make 

the employees feel welcome. It is the responsibility of the immediate supervisor to ensure this 

activity takes place within the first ten days of employment. 

The Orientation Protocol Appendix “H” provides a general outline of what should be provided to the 

new employee. 

Human Resources will provide the orientation package to the new employee’s supervisor. 

A new Employee will be provided, as a minimum, the following documents: 
 

a. Job Description and Pay Scale 

b. Orientation Checklist for New Employees 

c. Budget information 

d. Curve Lake First Nation Human Resource Management Manual 

e. Curve Lake First Nation Program Policies 

f. Curve Lake First Nation Code of Conduct 

1.7. PROBATION 

General 

The probationary period is an integral part of the selection process and should be used to determine 

whether the employee is to continue in their probationary period, be granted indeterminate status 

or have employment terminated. 

a. With the exception of the General Manager all individuals who are offered permanent 

employment will be on probation for a period of six (6) months, which may be extended 

up to one year, based on performance. 

b.  The General Manager’s probationary period, if any, will be detailed in their employment 

contract.  

c. The supervisor is required to provide the employee with the goals and expected 

achievement levels required to meet the terms of probation. The employee and the 

manager will meet on a regular basis to confirm progress and/or change required. 

d. The supervisor will perform a formal assessment, at three months and six months and 

provide notification to the employee of their successful completion, or the required 

change in performance to meet the requirements of the probationary period, or if a formal 

extension of the probationary period is required. 

e. The Probationary assessment will be done using a standardized performance evaluation 

form Appendix “M”. Alternate appropriate evaluation tools may be approved by the 

General Manager. 
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CHAPTER 2 – TERMINATION OF 

EMPLOYMENT 

2.1 TERMINATION FOR CAUSE 

 
An Employee may be terminated by the First Nation at any time for just cause, without notice or payment 
instead of notice. Cause includes, but is not limited to, any act of dishonesty, conflict of interest, breach of 
confidentiality, harassment, insubordination, or carelessness, negligence or documented poor work 
performance. 
 

2.4 REVIEW (INCOMPETENCE AND INCAPACITY) 
 

a. If in the assessment of an employee’s job performance it is deemed that an individual is not 
able to perform the requirements of the job for which they are hired, they may be released 
from these duties for incompetence and incapacity. 

b. The assessment to determine this will be in writing and provided to the affected employee 
for their input. 

c. Employee entitlement upon release will be provided as per each individual’s employment 
contract. 

d. The employee and the employer will complete a Clearance Certificate, attached as 
Appendix “C”. 

e. Final payment will be made to the employee upon approval of the Clearance Certificate. 
f. A Record of Employment will be issued within five business days of issuance of final pay. 

 
 

2.1.2 ABANDONMENT 

 
a. An employee who is absent from duty for a period of five (5) consecutive working days or 

more without authorization or notification to their supervisor may be considered to have 
abandoned his/her position. 

b. The employer will ensure that every reasonable effort is made to contact the individual to 
confirm their absence from work. 

 
2.1.3 Procedures for Release due to Abandonment 

 
a. After three (3) days the employer will make reasonable efforts to contact the employee by 

phone and provide written notification advising them to immediately contact their 
supervisor, and that failure to do so may result in termination due to abandonment of 
position. 

b. If on day five (5) of unauthorized absence the employee has not made contact with the 
employer, the employer will advise the employee that their employment is being 
terminated based on abandonment of position and procedures for release will be taken 
immediately. 

 
2.2 TERMINATION WITHOUT CAUSE 

 
In the first year of employment an employee may receive notice of Termination without Cause when the 
Employer has decided that the employee’s services are no longer needed. The reasons for Termination 
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without Cause, though not exhaustive, could be economic reorganization or unsatisfactory work 
performance. 
 

2.2.1 Procedures for Termination without Cause 
 

a. Notice must be provided to the employee in the case of termination without cause. 
b. If the employer chooses to have the employee stop working immediately they must 

provide entitlements as per each individual’s employment contract or relevant 
legislation.  
 

2.3 TERMINATION ON PROBATION 

 
The probationary period allows for both the employee and the employer to determine the suitability of the 
employee for the job. Probation provides the supervisor with an opportunity for close observation of how 
the employee will apply their knowledge, skills and abilities to the job. 
 

2.3.1 Procedures 
 

a. The employer may at any time during the probationary period provide written 
notification to the employee advising that they intend to dismiss the employee, based on 
probationary review, stating the reasons. 

 
 

2.4 LAY OFF 

 
a. In the event that the job specifications change more than 50% an employee may receive a 

“Notification of Lay-off”. 
b. A “Notification of Lay-off” will be provided to the employee with a minimum notice of two 

weeks’. Payment instead of notice may be provided. 
c. Final payment will be made to the employee upon approval of the Clearance Certificate 
d. A Record of Employment will be issued within five business days of issuance of final pay. 

 
2.5 RESIGNATION 

 
a. When an individual chooses to end their employment with the Curve Lake First Nation, 

they will provide a written notice of resignation to their supervisor. 
b. It is requested that a minimum notice of two weeks is provided. 

 
 

2.6 PROCEDURES FOR DOCUMENTING AN EMPLOYMENT TERMINATION 

 
a. All Notices of Termination to or from an Employee will be in writing confirming the 

end of employment and outlining any conditions 
b. The Supervisor will be responsible to work with the employee and complete the 

Clearance Certificate Appendix “C”. 
c. After all final documentation is complete any final payment will be made to the 

employee within five (5) working days. 
d. The Finance Department will issue the Record of Employment within five (5) working 

days. 
e. A copy of all documentation will be placed on the Employee’s Personal File. 
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2.7 NOTIFICATION PROCEDURES FOR TERMINATIONS AND RESIGNATIONS 

 
a. When an employee resigns or is terminated, the General Manager will immediately notify Chief 

& Council, the Human Resources Coordinator, and the supervisor of the departing employee. 

b. The Human Resources Coordinator will first notify the Finance Manager to begin the process of 

arranging final pay, second notify IT Support for account and email deactivation, and third (if 

necessary) Reception to direct incoming calls. 

c. The Finance Manager will notify their staff as appropriate. 

d. In the event of an immediate termination, a generic email response will be set for the 

terminated employee that states: “Aaniin.  Thank you for your email.  For immediate 

assistance, please contact ______________.”  This email will be set no earlier than 24 hours 

following the termination to allow for the notification process to occur.  The Human Resources 

Coordinator will advise on a contact name for the generic email. 

e. One business day following the notification to Chief & Council, an email will be sent by the 

Human Resources Coordinator to all staff informing them the individual is no longer an 

employee of the First Nation. 
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CHAPTER 3 – WORK WEEK & HOURS OF 
WORK 

Curve Lake First Nation, as a Service Provider to the First Nation members and residents of Curve 

Lake, strives to ensure that employees are available to meet the needs of the community. There are 

various functions which require some employees to work shift, split shifts as well as regular office 

hours. Each job posting will outline the expectation in regards to types of work hours. 

Regular attendance and punctuality for work are important factors to personal success and the 

success to the Curve Lake First Nation’s operations. It is expected that all individuals will be at work 

at the assigned times to meet operational and service needs. 

Below are separate statements regarding Hours of Work: 
 

3.1 ADMINISTRATION HOURS OF WORK 

 

The regular office hours for the Curve Lake First Nation Administration are 8:30 a.m. to 4:30 p.m. 

Monday through Thursday and 8:30 a.m. to 4:00 p.m. on Friday inclusive (excluding holidays). 

3.1.1 Standard/Normal hours of work shall be thirty-nine and one half hours (39.5) per week, 

Monday to Friday, for full time employees. Part-time employees are those who work less 

than twenty (20) hours per week. 
 

a. Employees shall be required to be available for eight (8) hours per day - Monday to 

Thursday and seven and one-half (7.5) hours on Friday. 

b. The daily hours shall include one (1) paid lunch hour to be taken between the hours of 

11:00 am and 2:00 pm at mid shift for shift worker individuals. 

c. Full-time employees shall also be allowed to take one (1) fifteen minute break, in the 

morning and the afternoon, or as scheduled for those working shifts. 

d. The employee will not be allowed to take either a rest period or lunch break at the 

beginning or end of their scheduled workday.  ie. Leaving at noon for lunch and taking 

the remainder of the workday off as vacation or other leave.  

e. Any deviation from the above schedule shall be considered for approval by the supervisor 

based on a written substantiation from the employee. 

3.1.2 A part-time employee must work a minimum of four (4) hours to be entitled to one (1) fifteen 

minute break. 

3.1.3 The planned scheduled workday shall be approved by the supervisor annually. 
 

3.1.4 Where there is a requirement to have a more flexible work schedule due to job requirements, 

this will be stated clearly in the individual’s job description and the Letter of Offer to the 

employee. 
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3.1.5 Subject to Operational Requirements, an employee may request in writing a “Flexible Work 

Schedule”. The written submission must demonstrate how they will meet the above time 

requirements and will be subject to a three-month review period. 

3.1.6 It is normal business practice to close the Administration office and other Community 

services for business on December 24th at 12:00 p.m. This closure is to be considered paid 

vacation time and will be in addition to an employee’s normal vacation entitlement. 

3.2 HOURS OF WORK – SCHOOL PERSONNEL 

 

The First Nation has accepted responsibility for the delivery of a quality Elementary Education 

program, which is comparable to the local Provincial School Board. Therefore, the hours of work 

shall conform to the local board and the required number of Instructional Hours and Instructional 

Days are required. 

The School Year Calendar as approved by Chief and Council on an annual basis. 
 

a. Teachers and Support Staff will be on-site a minimum of thirty minutes before the start 

of the school day and remain a minimum of thirty (30) minutes after the students have 

been dismissed. 

b. Teachers and Teacher Aides will be required to provide out of classroom supervision (i.e. 

Recess) throughout the day. The schedule for this supervision will be completed 

annually. 

c. Teachers and Support Staff are entitled to a lunch period of no less than thirty (30) 

uninterrupted minutes. 

d. Teachers are entitled to a period of forty (40) minutes preparation time per day. 

e. Teachers must make themselves available before and after school hours for the purpose 

of Home and School meetings, Parent Meetings and Information Nights. These hours will 

not be compensated outside the Teacher’s regular pay. 

 
3.3 HOURS OF WORK – SHIFT WORKERS 

 

The First Nation has accepted responsibility for the delivery of programs which support a Healthy 

Community. Therefore, the hours of work shall be as described in the job description and or 

developed in conjunction with the General Manager. 

 

3.4 LATENESS 

 

Employees are expected to be regular and punctual in attendance. 
 

a. Employees unable to arrive at work on time must report the reason to their supervisor. 
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b. If an employee demonstrates an ongoing problem with arriving to work on time, the 

supervisor will review the situation with the employee and determine a solution to rectify 

this problem. 

c. If an employee is persistently late, the supervisor may provide a recommendation to 

deduct the employee’s pay. 

d. If lateness is an ongoing concern, this will be discussed and documented during the 

annual performance review or may become part of the discipline process. 

e. There may be positions where due to program reporting requirements, employees are 

only paid for the time they are present.  Program policies will outline these exceptions. 

 
3.4.1 Procedures for Reporting Unplanned Absences from Work (including Lateness) 

 

It is the responsibility of the employee to advise their employer, through their immediate 

supervisor, of their unplanned absence. If an employee is unable to report for work at the 

normal scheduled hour due to illness, emergencies or other unforeseen circumstances they 

are required to report as soon as possible, and no later than within one half (1/2) hour of the 

employee’s regular start time. 

a. The employee will phone their supervisor and explain the absence and provide an 

expected report time and/or date. 

b. The supervisor will advise the Receptionist of the employee’s absence only. 

c. The message on their phone will be changed to notify the caller of their absence and who 

may be contacted for assistance. 

 
3.5 ON-CALL – DUTIES 

 

The purpose of an on-call arrangement is to be available to respond to the unexpected during off- 

duty hours. 

a. An employee who is required to be on-call shall be provided with written notification by 

their immediate supervisor. 

b. An employee who is on-call shall be available within one (1) hour of service requirement. 

c. If required to perform the full range of duties, the employee’s hourly rate will apply and 

they will be compensated in accordance with the overtime policy for the period of time 

worked while on-call. 

d. On-Call Pay shall be provided at the rate of ½ hour pay for each 4 hour period the 

employee is on-call. 

 
3.6 INCLEMENT WEATHER – OFFICE CLOSURE 

 
a. During periods of inclement weather, all employees shall make every reasonable effort to 

report to work. 

b. Where an employee finds it unsafe or impossible to report for work due to inclement 

weather, family responsibilities, or road or transportation problems, the supervisor will 

make every effort to accommodate an employee’s request for vacation leave, compensatory 
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leave or special leave. 

c. A decision to shut down business operations or permit employees to leave (without using 

paid vacation leave) due to adverse or inclement weather will be made by the most senior 

officer within the administration.  

d. Employees who are on prior approved leave prior to the workplace closure will be required 

to take that leave as approved. 

e. Employees who reported for work and remained until the approved closure will be 

credited for a full workday. 

f. Notification of chief and council will occur when employees are sent home.  

 
3.7 OVERTIME 

 
a. Overtime is the time worked beyond the normally scheduled workday of the employee. 

b. No overtime shall be planned or worked without specific written permission of the 

employee’s supervisor. 

c. Overtime compensation shall be calculated at a rate of one and one-half (1.5x) time on 

regular scheduled days, and two (2x) times the rate on designated holidays. 

d. Compensation for overtime may be considered for “compensating time” or payment, 

depending on agreement and authorization from the supervisor. 

e. All overtime and flexible work schedules must be recorded. A copy will be on the 

employee’s Attendance Leave or Pay File depending on the compensation approved. 

f. All compensating time or payment must be taken or provided within the fiscal year earned. 

g. Business travel for conferences, meetings, etc. which cause an employee to depart or arrive 

home on a non-work day does not constitute overtime. The General Manager must approve 

any exceptions. 

 
3.7.1 Procedure for Requesting Overtime 

 

The employee or the employer may request overtime work. This request must be made in 

writing using the approved Overtime Authorization Form Appendix “F”. 

a. A request will be made for additional time to complete specific job requirements. 

b. The request will outline the task(s) to be completed and the expected time requirements. 

c. The request will state the expected compensation – i.e. Compensating time or Payment. 

d. The supervisor will authorize all compensation. 

e. A copy of the approved Overtime Authorization Form will be placed on the employee’s 

file. 

 
3.8 FLEXIBLE WORK SCHEDULE 

 

An employee may request a flexible daily work schedule where operational requirements permit, 

and they will be given due consideration based on a reasonable assessment of the circumstances 

surrounding the employee’s request. The employee must apply in writing to their 

manager/supervisor. 
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a. Variations in the employee’s work schedule may include staggered start and finishing 

times. 

b. Any approval shall be for an initial trial period of three (3) months. Upon mutual consent, 

the flexible work schedule may be extended indefinitely. 

c. Where a statutory holiday falls on one of the adjusted days, the time considered will be 

the normal working hours of the First Nation. 

d. Should an employee be unable to perform their duties due to illness or injury, they shall 

apply for sick leave for the amount of hours which would have been worked on the 

scheduled day, i.e. if number of work hours scheduled was to be ten (10) the employee 

will request use of ten (10) hours of sick leave. 

e. Vacation leave shall be determined in the same manner as sick leave. 

f. All requests and responses shall be in writing. 

g. All other aspects of “Hours of Work” will continue to apply. 

 
3.8.1 Procedures for Requesting a Flexible Work Schedule 

 
a. An employee who wishes to apply for a Flexible Work Schedule must make application in 

writing to their immediate supervisor at least thirty (30) days prior to the planned start 

time. 

b. The application will outline the planned schedule of work and demonstrate how the 

required seventy-nine (79) hours will be completed within a two-week period. 

c. The supervisor will review the request to ensure that there is no impact on operational 

requirements and no resultant costs to the First Nation. 

d. The supervisor will provide a recommendation to the department manager for consideration. 

e. A written response to the employee’s application will be provided within ten (10) 

working days of the receipt of the application. The response will include any conditions 

and length of time of approval or the reason for the denial. 

f. A copy of the approved or denied application will be placed on the employee’s attendance 

file. 
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CHAPTER 4 – DESIGNATED HOLIDAYS  

4.1 The Sixteen (16) following days shall be designated holidays for all employees, and shall be 

considered as a paid workday: 

• New Year’s Day 

• Family Day 

• Good Friday 

• Easter Monday 

• Victoria Day 

• Aboriginal Day 

• Canada Day 

• Civic Holiday 

• Labor Day 

• Thanksgiving 

• Remembrance Day 

• Christmas Day 

• Boxing Day 

• Christmas Shutdown – additional three and one-half days 
 

4.2 In order for an employee to receive pay for the above designated holidays, they must have: 
 

a. Been employed by the First Nation for thirty (30) calendar days preceding the holiday; and 

b. Received wages for the previous twenty (20) working days. 

4.3 When a designated holiday falls on a normal day of rest, the paid leave shall follow on the 

next scheduled workday. 

4.4 When an employee is required to work on a designated holiday, they shall receive  

compensation for the holiday pay plus receive double (2x) time for hours worked. 
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CHAPTER 5 – LEAVE GENERAL  

All employee leave is earned based on continued service with the Curve Lake First Nation. 
 

Leave credits earned and used will be based on the First Nation’s fiscal year – April 1st to March 31st, 

inclusive. 

5.1 VACATION LEAVE 

 
a. Employees of Curve Lake First Nation are entitled to receive paid annual vacation leave, 

with the exception of Casual workers, specified term employees, Teachers and summer 

student employees. 

b. It is expected that all employees will take vacation time in the year in which it is earned. 

c. All vacation time approved by a manager must be against time earned. 

d. An employee may request an advance of unearned vacation leave, not to exceed an 

individual’s annual entitlement. 

e. Upon termination of employment any unearned, used vacation leave shall be recovered 

from the individual’s last pay. 

f. Vacation time is earned by employees based on continuous years of service and will be 

prorated based on the number of hours worked per month. 

Vacation leave credits will be earned for each calendar month in which they (note exclusions above) 

have earned at least ten (10) days’ pay. The employee shall earn vacation leave credits at the rate of: 

g. During the first year of employment an employee shall earn one and one-quarter days of 

paid vacation time per month. 

h. In the second and subsequent years of continuous employment the employee may earn 

three (3) weeks’ vacation. 

i. In the employee’s 10th service anniversary year the annual entitlement an employee may 

earn is four (4) weeks’ vacation. 

j. In the employee’s nineteenth (19th) service anniversary year, the annual entitlement an 

employee may earn is five (5) weeks’ vacation. 

k. For additional years of service beyond nineteen (19) an employee will receive five (5) 

weeks’ vacation plus one (1) additional day per service year to a maximum of five (5) days 

of vacation leave. 

l. Total maximum entitlement for any employee meeting the above terms shall be six (6) 

weeks. 

m. On the effective date of this policy, all employees who have met the nineteen or more years 

of service shall have their vacation leave entitlement grandfathered at the current time 

earned. However, no further time will be accumulated. 

n. An employee who resigns or ceases to be employed by Curve Lake First Nation shall receive 

pay for any unused vacation credits. Any unearned credits used shall be deducted from the 

employee’s last paycheck. 
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5.1.1 Procedures for the Use of Vacation Leave Credits 

 
a. Any request for carry-over of unused vacation leave must be requested by the employee, 

recommended by the supervisor and approved by the General Manager. 

b. An employee may request an advance release of their paycheck for the vacation period 

by giving a minimum of fourteen days’ notice to the General Manager. 

c. A request for vacation time may be denied due to operational requirements. Any denial 

of a leave request will be provided to the employee in writing, stating the reasons for the 

denial. 

 
5.2 SICK LEAVE 

 

Employees of Curve Lake First Nation are entitled to receive paid sick leave, with the exception of 

Casual workers, specified term employees, and summer student employees. An employee shall be 

granted sick leave with or without pay when he/she is unable to perform his or her duties because 

of illness or injury. Leave for on-going medical appointments or treatment will be charged against 

sick leave. 

5.2.1 Sick Leave Credits 

 
a. A full-time employee shall earn sick leave credits at a rate of one (1) day, each month 

the employee receives ten (10) days’ pay. 

b. A part-time employee shall earn sick leave credits on a pro-rated basis, based on number 

of hours worked. 

c. An employee may accumulate sick leave credits to a maximum of 50 days. 

d. When an employee resigns or is terminated the sick leave credits are not compensated. 

 
5.2.2 Use of Sick Leave Credits 

 

An employee may be granted sick leave with pay when they are unable to perform their duties due 

to illness or injury provided that: 

a. They have the necessary sick leave credits. 

b. They are able to satisfy the employer that their condition prevents them from reporting 

to work, and provide an anticipated return to work date, to the extent possible. 

c. Leave to attend regular medical, dental appointments may be granted using available sick 

leave credits. 

 
5.2.3 Sick Leave without Pay 

 

An employee may be granted sick leave without pay when they are unable to perform their duties 

due to illness or injury. The conditions of sick leave without pay are: 

a. The employee must have no sick leave, vacation or other credits available; 

b. The employee is able to satisfy the employer that their condition prevents them from 

reporting to work, and they provide an anticipated return to work day, to the extent 
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possible; 

c. While on sick leave without pay, no credits will accrue. This includes but is not limited 

to: sick, vacation, and special;  

d. While on sick leave without pay, years of service will not accrue; 

e. The maximum amount of time an employee can be on unpaid sick leave is 20 weeks; and 

f. The employee may submit evidence of extenuating circumstances to request unpaid 

leave past 20 weeks.  

 

Unless otherwise informed by the employer, a signed statement by the employee stating that due to 

illness or injury he or she was unable to perform his or her duties, shall meet the requirements above 

when delivered to the employer. Employees are not obligated to divulge information relating to their 

personal lives, but they do have an obligation to actively deal with any barriers to satisfactory work 

performance. 

The employer may ask for a doctor’s note, confirming the illness where an employee has been absent 

due to illness for more than three (3) days, or the employee has a demonstrated pattern of use of sick 

leave. 

An employee may be referred to the First Nation Insurance provider to access Long Term 

Disability Pension, when the program requirements are met, or may make a claim to 

Economic and Social Development Canada. 

5.2.4 Procedure for Use of Sick Leave 

 
a. If an individual is unable to report for duty at their normally scheduled time, they must 

report the expected absence and expected date for return to work. 

b. Immediately upon their return to work the individual will provide the necessary 

application (with required documentation) for approval and filing. 

c. The employer may request that an employee have a Fitness for Work Assessment 

completed when there has been an extended period of sick leave or an ongoing 

performance concern based on illness/injury. 

 
5.2.5 Fitness for Work 

 

A Fitness to Work assessment is a medical assessment done when an employer wishes to be sure 

that an employee can safely do a specific job or task. The purpose is to determine if, medically, the 

employee can perform the job or task under the working conditions. 

Fitness to Work assessments are generally done in cases where an employee has been out of the 

workplace for an extended period of time due to illness or injury, change in the employee’s health, or 

where in the employer’s opinion the employee’s or another individual’s safety may be compromised. 

The Assessment will be completed by a medical professional, using the Functional Ability Form 

Appendix “I”. The medical professional will typically only report one of three conditions back to the 

employer: 
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1. Fit 

2. Unfit; or 

3. Fit subject to modifications 
 

These last two conditions may be reported as temporary or permanent. 

The employer is entitled to medical information respecting the following: 

a. Explanation of any limitations the employee has which may affect ability to perform full 

range of duties of their job; 

b. Any types of work that are not recommended; 

c. Any ongoing treatment required, that may affect performance or attendance; 

d. Any adaptations to the workplace which may be required to accommodate the employee; 

and 

e. The prognosis for the employee’s ability to return to full range of duties. 
 

It is the employer’s responsibility to make accommodations and all reasonable attempts to modify 

the job, the job requirements, or the working conditions so that the employment can continue in a 

way that is safe for the employee, coworkers and clients. 

 

5.2.6 Covid Sick Leave 
 

In an effort to ensure all employees are supported financially and to reduce the spread of COVID-19, 
effective September 21, 2020 and for the remainder of the COVID-19 pandemic, employees will be 
eligible to use additional sick time that will not be deducted from their accumulated sick leave credits 
for the following reasons: 

 
1. The employee has been diagnosed with COVID-19 – this will include from the date of testing to 

the positive diagnosis plus 14 calendar days of COVID-19 Sick Leave; 
2. The employee is symptomatic, has gone to get tested and is waiting on COVID-19 test results; 
3. The employee has a family member who lives in their household who has been diagnosed with 

COVID-19 and must self-isolate as directed by Public Health; 
4. The employee has been identified through contract tracing of a contact of a positive COVID-19 

individual and must self-isolate as directed by Public Health. 
 

Employees wanting to access COVID-19 Sick Leave for reasons not listed above must submit their 
request for review by the Department Manager and Human Resources Coordinator who will make a 
recommendation to the Chief Operating Officer. This is to ensure consistent application across 
departments and make changes as necessary during this unprecedented time. 

 
Employees who become hospitalized due to COVID-19 will continue to receive the COVID-19 Sick 
Leave for 14 calendar days following their positive test result. Following these 14 calendar days, 
employees will be required to use accumulated attendance credits, or take leave without pay. 

 
COVID-19 Sick Leave will not take effect until the following is completed: 

 
1. Employees must advise their immediate supervisor they are at home for one of the listed 

reasons above; 
2. Employees must provide proof of test results or advise on direction provided by Public Health. 
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Possible scenarios: 

1. Employee 1 does not feel well on Monday morning. They do not come into work and advise 
their immediate supervisor. They are symptomatic and go get a COVID-19 test. Employee 1 
would be eligible for COVID-19 Sick Leave from the day they get tested, which is Monday, to the 
day they receive a negative COVID-19 test result. 

2. Employee 2 does not feel well on Monday morning. They do not come into work and advise 
their immediate supervisor. They are symptomatic but this employee does not go to get a 
COVID-19 test until Wednesday. Employee 2 must use accumulated attendance credits for 
Monday and Tuesday, but would be eligible for COVID-19 Sick Leave from the day they get 
tested, which is Wednesday, to the day they receive a negative COVID-19 test result. 

 
Employees who must attend appointments unrelated to COVID-19 during working hours will 
be expected to return to the workplace following their appointment. 

 
Employees who must self-isolate due to international travel by either themselves or due to contact with 
an immediate family member in their household are not eligible to access COVID-19 Sick Leave and 
must use accumulated attendance credits. 
 

In addition, retroactive to March 17, 2020, any employee who used accumulated attendance credits or 
took leave without pay related to COVID-19 will be eligible to receive those attendance credits returned 
to them or receive pay for the missed days from the day they went in for a COVID-19 test to the day 
they received their negative test result. 

 
Employees who are on COVID-19 Sick Leave will not be expected to work from home. Employees who 
must self-isolate as directed by Public Health will not receive additional compensation for working 
from home if they choose to work from home. 

 
Employees suspected of taking advantage of the COVID-19 Sick Leave may be subject to progressive 
discipline up to and including termination. 

 
 

5.3 BEREAVEMENT LEAVE 
 

When a member of the employee’s immediate family dies, an employee shall be entitled to a 

bereavement period of five (5) consecutive calendar days. This leave will be without loss of pay or 

benefits. If the funeral falls outside of those five (5) consecutive days then other leave will be used.  

5.3.1 Immediate family for this leave shall be defined as the employee’s spouse or common-law 

partner; the employee’s father and mother and the spouse or common-law partner of the 

father or mother; the employee’s child(ren) and the child(ren) of the employee’s spouse or 

common-law partner; the employee’s grandchild(ren); the employee’s brothers and sisters; 

the grandfather and the grandmother of the employee; the father and mother of the spouse 

or common –law partner of the employee and the spouse of common-law partner of the father 

or mother; or his/her spouse or common-law partner and any relative who resides 

permanently with the employee or whom the employee permanently resides with. 

“Common-law partner” means a person who has been cohabiting with an individual in a 

conjugal relationship for at least one year, or who had been so cohabiting with the 
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individual for at least one year immediately before the individual’s death. 

5.3.2 An employee is entitled to leave with pay up to two (2) days in the event of any other family 

member or relative not defined as immediate. A relative shall include a person related by 

marriage, adoption or common-law. 

5.3.3 It is recognized that there may be circumstances which call for leave in respect of 

bereavement, which are not recognized above. In this instance the employee may request 

special consideration for bereavement leave over and above what is outlined. Approval of 

this consideration will be recommended by supervisors (if applicable) and approved by 

their manager . 

5.3.4 If during the period of sick, vacation or other paid leave, an employee is bereaved in 

circumstances where the employee would have been eligible for bereavement leave with pay, 

the employee shall be granted bereavement leave with pay and his or her paid leave credits 

shall be restored for the bereavement leave approval period. 

5.3.5 Procedures for Bereavement Leave Approval 

 
a. The employee will notify their immediate supervisor of the need for Bereavement Leave. 

b. The supervisor will verbally authorize the leave within their authority. 

c. The day of the return to work the employee will complete the necessary application for 

their supervisor’s approval and placement on their attendance file. 

 
5.4 SPECIAL LEAVE 

 

Each employee will receive, in each fiscal year, an annual credit of five days Special Leave with pay. 
 

This section is intended to outline the terms and conditions surrounding the interpretation and 

provision of Special Leave. These requests for leave may be with or without pay. Credits for Special 

Leave with Pay cannot be carried over into a subsequent fiscal year. All leave with or without pay 

shall be recorded in the employee’s attendance file. 

Special Leave requests must be made in writing to the supervisor, where possible, outlining the 

requested time –off, the reason for the request and the anticipated length of absence from work. All 

applications for Leave must be submitted as soon as reasonably possible and at, the latest, five (5) 

days prior in known situations. 

All Special Leave requests will be given reasonable consideration. 
 

5.4.1 Birth of a Child 
 

A parent shall be granted one (1) day to attend the birth of their child. 
 

5.4.2 Adoption of a Child 
 

An individual shall be granted one (1) day to participate in the formal proceedings regarding 

the adoption of a child. 

5.4.3 Illness in the Family 
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Where the employee is the main caregiver and there are no other care options, an employee 

may be granted leave to provide care of an immediate family member. An employee may use 

up to a maximum of five (5) days annually to provide this care. A doctor’s note is required 

after a period of three (3) days absence. 

5.4.4 Annual Medical/Dental Check-up 
 

An employee may be granted up to ½ day special leave to attend an annual medical or dental 

exam. Any ongoing medical or dental treatment appointments should be made outside 

working hours or be taken as sick leave. 
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5.4.6 Mourner’s Leave 
 

Two (2) hours leave shall be granted as special leave to allow an employee to attend a funeral 

of a community member. 

5.4.7 Personnel Selection Leave 
 

When an individual has been invited to participate in a selection process as a hiring 

committee member, they may advise their supervisor in writing and apply for special leave. 

5.4.8 Special Travel 
 

An employee may request Special Travel Leave of one day to attend a funeral of a relative, 

when the location of the funeral or life celebration is in excess of four hours travel time. 

5.4.9 Procedures for Use of Special Leave 

 
a. Where an employee anticipates the need for special leave, they will discuss the situation 

with their immediate supervisor. 

b. They will then make application for the appropriate amount of time and submit the 

required form for final consideration. 

c. The approval/denial of the leave shall be provided in writing to the individual and a copy 

will be placed on their attendance file. 

 
5.5  COURT LEAVE 

 

The Employer shall grant leave with pay to an employee for the period of time he or she is compelled: 
 

a. To be available for jury selection; 

b. To serve on a jury; 

c. By subpoena, summons or other legal instrument to attend as a witness in any proceeding 

held; 

d. In or under the authority of a Court of Justice or before a grand jury; 

e. Before the Senate or House of Commons of Canada or a committee of the Senate or House 

of Commons otherwise than in the performance of their duties. 

The employee must present proof of service and compensation received, if any, from the 

above proceedings. 

Approval of Court Leave, as stated above, shall be with pay and be considered as time worked. 
 

5.6 LEAVES OF ABSENCE 
 

The Employer may grant to an employee a Leave of Absence without pay under the enumerated grounds 

below.  

 

Unless otherwise stated all leaves of absence are for a maximum of one year except for 5.6.5 First 

Nations Leadership Leave.  
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Any benefits based on service and seniority such as vacation or sick leave, shall be retained but will 

not accrue during the period of leave. 

All requests for Leave of Absence shall be made in writing to the supervisor, who will provide a 

recommendation to the General Manager for their approval. 

When approving leaves of absence consideration must be given to the difficulty in filling contract 

positions.  

 

5.6.1 Education Leave and Examinations 
 

An individual may request a Leave of Absence to attend an Educational Institute for full-time 

studies. The request for such leave must show how the course of study will be beneficial to 

both the employer and the employee.   

5.6.2 Career Development (other Employment) Leave 
 

An employee may request a Leave of Absence to accept temporary employment with an 

outside agency for a specified period of time, but no longer than one year. The request for 

Career Development Leave must show how the activities will benefit both the employer and 

the employee.  

5.6.3 Service Leave 
 

An employee may request leave without pay for service in the regular forces or active service 

forces.  

5.6.4 Candidates Leave 
 

The employee may request up to thirty (30) days leave without pay when they are seeking 

election to a municipal office (including First Nation Council). 

5.6.5 First Nation Leadership Leave 
 

An individual may apply for a Leave of Absence without pay if elected to the position of Chief 

or Councillor within their First Nation. This application will be considered for one term 

of Council. 
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CHAPTER 6 – PERFORMANCE MANAGEMENT  

Performance Management is key to delivering quality service that is efficient and effective. Setting 

goals with clear expectations will support employees in performing to the best of their ability and 

assist managers to provide effective feedback and coaching to help people increase their 

performance. First Nation Administration Goals will be established in conjunction with Chief and 

Council’s Community Strategic Plan and Priorities. 

6.1 PERFORMANCE EVALUATION 

 

The performance evaluation process is established to provide formal feedback and support to 

employees and support the organization in achieving its goals. 

A call letter will be issued by the General Manager in October and giving a final “due in” date during 

the month of November for all Performance Evaluations. 

For School Personnel the development of goals are due into the General Manager in October and the 

completed evaluations due for final sign off to the Education Manager by June 30th 

Each employee shall have a formal performance evaluation completed at least once annually. The 

immediate supervisor, based on written measurable goals done in the previous fiscal year, will do 

this Evaluation. Performance will be assessed for each individual with a focus to support the Curve 

Lake First Nation Chief and Council in achieving the community goals. Performance will be assessed 

using the Performance Evaluation Form attached as Appendix “M”. 

6.1.1 Procedure for Performance Evaluation 

 
a. After review of the job description and Council’s goals and priorities, an employee 

discussion with their supervisor will take place and they shall prepare a work plan 

b. The employee and the supervisor will agree and sign the work plan and agree what 

support is required to meet the established goals. 

c. A copy of the work plan will be placed on their Personnel File. 

d. A copy of the Employee Development and Training Plan will also be completed and placed 

on the employee’s Personnel File. 

e. It is expected that there will be regular (minimum of two (2) per year) verbal 

discussions regarding performance with the employee. 

f. The supervisor will do the review of the accomplishments at least annually, using the 

established standards. 

 
6.2 PROBATIONARY 

 
a. Concrete goals with expected outcomes will be established with the probationary 

employee. 
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b. A regular schedule, for the first three months, will be set to review performance and 

expected outcomes and for the supervisor to provide regular feedback. 

c. Ongoing monitoring and discussion will occur regarding performance and expectations to 

meet probationary requirements. 

d. The supervisor will complete a formal assessment. 

e. A copy of the final probationary evaluation will be placed on the individual’s personnel file. 

f. A copy will be provided to the individual if requested. 

 
6.3 ANNUAL PERFORMANCE 

 
a. Concrete goals with expected outcomes will be established with each employee by their 

immediate supervisor. 

b. Regular discussions and meetings will happen to ensure progress is being made. 

c. The employee will prepare a document confirming completion/success of work plan. 

d. A formal written evaluation of the employee’s performance will be done annually, in the 

format as prescribed. Attached as Appendix “M”. 

e. Ratings for Performance will be provided with substantiation by the supervisor. 

f. The supervisor will sign as the Evaluator. 

g. The employee will be given opportunity to provide written feedback to the supervisor 

regarding the evaluation and to acknowledge receipt. 

h. A copy of the finalized evaluation will be placed on the individual’s personnel file. 

i. A copy of the finalized evaluation and any comments will be provided to the employee upon 

request. 
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CHAPTER 7 – DISCIPLINE  

The ultimate goal of Discipline, within the First Nation Human Resource Management Policy and the 

set procedures, is to improve performance and/or behavior, to the extent possible, and to ensure 

consistent compliance with the First Nation professional standards and expectations. 

 

Overview of Discipline 

 
7.1 The principles of discipline are: 

 

a. Each case will be assessed according to its individual merits; 

b. All facts must be obtained, and considered carefully and objectively as part of the evaluation 

process; 

c. The employee will be given every opportunity to provide their input into the situation 

causing disciplinary action; 

d. The disciplinary action taken shall be appropriate to the infraction and may include 

termination; 

e. All disciplinary action will be taken in a timely manner; 

f. All disciplinary action is respectful and confidential; 

g. All disciplinary action, up to the point of termination, is corrective in nature. 

 
7.2 The procedural elements of discipline are: 

a. All employees engaged in the disciplinary process are entitled to an employee representative 

at meetings; 

b. The employee representative may not be a supervisor, manager, Chief or Councillor or a 

member of any committee at Curve Lake First Nation; 

c. All disciplinary meetings will have two management representatives present; 

d. All disciplinary meetings will be documented and signed by all parties as a correct 

representation of the matters discussed and placed in the employee’s personnel file; 

e. A copy of any written reprimand letter or disciplinary letter is provided to the employee 

during a “disciplinary meeting”. The employee is asked to sign a copy verifying that they 

have received it; the supervisor will confirm with the employee that the signed copy will be 

place on their personnel file. 
 

STEPS IN DISCIPLINARY ACTION 
 

7.3 INFORMAL CONVERSATION 
 

Employees who consistently fail to conform to the specific responsibilities of their position 

description, or exhibit inappropriate behavior or poor performance, shall be required to meet with 

their supervisor and one other impartial supervisor. This meeting will attempt to identify the 

problem(s), find ways to improve the situation and suggest adequate solutions, concluding with the 

relevant manager’s expectations and firm timelines to meet those expectations.  
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7.4 ORAL REPRIMAND 

 

After full investigation of the incidence requiring management action, the supervisor will invite the 

employee to a disciplinary meeting. The meeting will be to advise the employee of the unacceptable 

behavior and provide clear direction on the required change in behavior. 

An oral reprimand is normally for a minor or an initial offence. 
 

7.5 WRITTEN REPRIMAND 

 

A written reprimand or disciplinary letter is management action taken, when poor performance or a 

more serious offence by an employee occurs (or where an oral reprimand had already been given 

regarding similar misconduct). Following a thorough investigation using the Disciplinary Letter 

guide, attached as Appendix “G”, the supervisor prepares a letter outlining the employee action or 

performance gap requiring change, stating expected behavior and advising that further action shall 

take place should the change not occur. 

7.6 SUSPENSION 

 

An employee may be put on Suspension from duties with or without pay. The length of the 

suspension may be for an indeterminate period pending investigation of the case. If in the opinion of 

the General Manager, the infraction requires immediate removal of the employee from the 

workplace, the individual will be notified in writing of the reason for the suspension and pending 

investigation. 

Instances requiring immediate removal of the employee from the workplace include but are not 

limited to: fraud, theft, an incidence causing a significant loss/damage to the First Nation or its 

property, drunkenness, sexual harassment, sexual assault, or assault. 

7.7 TERMINATION FOR CAUSE 

 

Employment may be terminated for just cause and without notice after consultation between the 

supervisor and the General Manager for the following breaches of Code of Ethics and/or Guiding 

Principles. This list is not exhaustive and there may be other instances where Termination for Cause 

will occur. 

a. Gross misconduct or insubordination 

b. Workplace violence 

c. Sexual Harassment 

d. Performance of Duties while under the influence of alcohol or mind-altering drugs 

e. Theft, fraud or misappropriation of funds 

f. Abuse of equipment or materials, serious workplace safety violations 

g. Breach of Confidentiality obligations, Conflict of Interest 

h. Any other misconduct which would constitute just cause in law 
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CHAPTER 8 – EMPLOYEE RECOGNITION  

The importance of acknowledgment by the community leadership for the ongoing work and 

commitment employees make to provide quality service to the community is recognized. The 

morale of an office can be positively affected by ensuring that quality work and long service is 

formally recognized. 

There will be an Employee Committee established to set in place criteria and appropriate rewards 

for staff in the following areas: 

Examples 
 

a. Service - 5, 10, 15, 20, 25 years and retirement 

b. Innovation – recommendations accepted by management which affect positive change in 

procedures 

c. Seven Grandfather’s Teaching Award – provided to an individual who consistently 

displays and applies the principles of the Seven Grandfather’s Teachings through their work. 

The Employee Recognition will be managed by the Employee/Employer Committee in accordance 

with the Terms of Reference attached as Appendix “J“. 

8.1 Procedures for Employee Recognition Awards 
 

a. Council will set a budget for activities related to Rewards and Recognition, which may 

include a celebratory lunch/dinner and gifts. There will be an annual budget submission 

made to the Finance Committee and approved by the Council. 

b. The Employee/Employer’s Committee will send a notice out to all employees advising of 

any planned activity of recognition. 

c. Supervisors and/or individual peers may provide a recommendation to the committee 

for a recognition award for an employee. 

d. The committee will have final approval of the recognition and the type of award to be 

given. 

e. The Awards will be provided at an annual staff event. 
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CHAPTER 9 – GRIEVANCE  
9.1 A grievance may be filed when: 

a. There is a complaint or difference between the parties arising from the interpretation, 

application, administration or alleged violation of this HRMM; and 

b. The matter has been discussed informally with the employee’s supervisor without being 

resolved to the satisfaction of the employee. 

9.2 A grievance may not be filed by terminated employees.  

9.3 Grievances shall be filed in the following manner: 

a. Within three (3) working days of the incident, the grievor will provide a written 

statement clearly stating what article of the HRMM has been violated; 

b. Provide factual information outlining the concern; 

c. Provide the corrective action requested to remedy the situation. 

9.4 Grievances substantially compliant with 9.3 shall be reviewed.  

9.5 Responses to grievances shall: 

a. Only address the narrow issue stated in 9.3.a.; 

b. Deny the grievance if no violation of the specific article referenced in 9.3.a. is found. 

 

9.6 An earnest effort shall be made by the employer to settle grievances fairly and promptly in 

the following manner: 

a. Step one 
 

The grievance shall be submitted to the employee’s immediate supervisor, and a meeting 

shall be held within three (3) working days of the submission. The immediate supervisor 

will meet with the “griever” and the employee representative and hear the presentation of 

facts. After consideration of the facts presented the immediate supervisor will provide a 

written response to the employee indicating whether or not the grievance is allowed or 

rejected, and if allowed what corrective action will be taken and the time line for 

implementation.  

If the response received by the employee is unsatisfactory and they still feel they are 

aggrieved under Step one, they may choose to proceed to the next level. 

b. Step two 
 

The employee may choose to resubmit the grievance to the Employee/Employer Committee 

by providing all written documentation, including management responses, to this committee 

for review and decision. The Committee, under Terms of Reference of Chief and Council of 

Curve Lake First Nation, will have the power to make decisions and order corrective action as 
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required. 

The Employee/Employer Committee will be convened within five (5) working days of 

receiving the Grievance and supporting documentation. The information will be reviewed 

and both the employee with their representative and employer’s representative will be 

invited to present the facts of the case for the committee’s consideration. The committee 

shall provide a written response and decision to the employee within five (5) days of the 

hearing. 

If the employee continues to be unsatisfied with the response to their grievance, they may 

choose to make a final presentation to the General Manager.  

c. Step three 
 

The employee may choose to resubmit the grievance by submitting all documentation, 

including the response by their supervisor, to the General Manager within five (5) working 

days of the receipt of the written response. The General Manager will review the facts as 

presented by the supervisor and the employee and the employee’s representative and give 

full consideration to the facts in their decision to allow or dismiss the Grievance. A written 

response will be prepared and provided to the employee within five (5) working days 

stating clearly the decision made, the reasons for the decision and any further action to be 

taken. 

 

9.7      The decision of the General Manager shall be final and binding.  

 

9.8 Facilities for Grievances 
 

The employer will provide an area for all grievance hearings, which allows for confidential 

discussion of the concern/grievance. 

9.9 The employee may at any time in the Grievance process provide written notice that they are 

withdrawing their grievance. 

9.10 Where the employee fails to present the grievance to the next level within the prescribed time 

lines above, it will be deemed that the grievance is abandoned. 

9.11 Where management fails to respond to the employee within the prescribed time lines as 

noted above, the employee may choose to move the grievance to the next step without the 

written response by the employer. 

9.12 The employee and the immediate supervisor shall be able to be present at all meetings. 
 

9.13 The employee may bring an “Employee Representative” to any or all meetings related to their 

grievance. 

 
9.14 The employee representative may not be a supervisor, manager, Chief or Councillor or a member 

of any committee at Curve Lake First Nation; 
 



 

33  

Final and Binding Decision Implement Corrective Action 

 
 

 
Step 3 – General Manager 

5 Days 

Decision to Proceed to Step 3 Implement Corrective Action 

 
 
 

Step 2 – Employee/Employer  

Committee 5 Days 

Not Resolved 

Decision to Proceed to Step 2 

Resolved 

Implement Corrective Action 

Step 1 - Immediate Supervisor 

3 Days 

An outline of the steps within the Grievance Process is provided below: 
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CHAPTER 10 – CODE OF CONDUCT  

The Curve Lake First Nation has rules of conduct for its employees. The increasing complexity of 

modern government has led the First Nation to develop standards of discipline, expectation for 

behavior and other aspects of personal conduct based on the operational situation of the Council. 

It is by no means sufficient for a person in a position of responsibility in the First Nation to merely 

act within the Law. There is an obligation not simply to obey the law, but to act in a manner so 

scrupulous that it will bear the closest public scrutiny. To ensure that honesty and impartiality may 

be beyond doubt, First Nation employees should not place themselves in a position where they are 

under obligation to any person who might benefit from special treatment from them. Equally, a First 

Nation employee should not have a pecuniary interest that could conflict in any manner with the 

performance of his or her official duties. 

It is for the aforementioned reasons why Curve Lake First Nation has developed and adopted a Code 

of Conduct. It is as follows: 

CLFN - CODE OF CONDUCT 
 

Purpose: 
 

Curve Lake First Nation as a Community strives to operate under the principles of the Seven 

Grandfather Teachings: Bravery, Wisdom, Love, Honesty, Humility, Respect, and Truth. 

This Code of Conduct shows our commitment and expectation that the business of the First Nation is 

carried out in a manner that meets the obligations of these teachings. 

Background: 
 

The community, through the discussions in the Organizational Review, has clearly indicated that 

Accountability is a clear priority. In order to support open and honest accountability Council Motion 

dated November 19, 2012 has adopted this Code of Conduct. 

Application: 
 

This Code of Conduct applies to all individuals involved in carrying out their responsibilities as a 

representative of Curve Lake First Nation, as elected officials, employees or members of Council 

Committees. 

Duties and Responsibilities: 
 

All individuals referenced above must act honestly and display the principles of the Seven 

Grandfather Teachings. 

All must act in the best interest of the Curve Lake First Nation as a whole, and operate within the Law. 
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Chief and Councillors must act solely in the best interest of all members and the Community as a 

whole. 

Employees and Committee members must act respecting their Agreements. 
 

Confidentiality: 
 

The Curve Lake First Nation Confidentiality Policy governs information shared and gained within the 

business operations. 

Respectful Conduct: 
 

It is recognized that individuals bring a diverse background of skills and experience to their work to 

carry out their responsibilities. It is expected that there will be differing views on issues. It is 

expected that all debates and discussion shall take place in an atmosphere of mutual respect and 

courtesy. 

Solidarity 
 

All must support the decisions taken by Curve Lake First Nation representatives. Individuals who 

abstain or vote against a motion must respect the decisions made. 

Declaration: 
 

I hereby declare that I have read and understand the Curve Lake First Nation Code of Conduct. I agree 

that I will conduct myself in a manner which respects these requirements. 
 
 
 
 

Signature Date 

 

Each employee will be required to sign a Code of Conduct, which will be placed on his or her 

Personnel File. 



 

36  

CHAPTER 11 – PERSONAL CONDUCT  

Every employee of the First Nation is expected to act, both during and after office hours, in such a 

manner as not to bring the First Nation in disrepute. 

11.1 DISCRIMINATION 

 

There shall be no discrimination, interference, restriction, coercion, harassment, intimidation, or any 

disciplinary action exercised or practiced with respect to an employee by reason of age, race, creed, 

color, national or ethnic origin, religious affiliation, sex, sexual orientation, gender identity or gender 

expression, family status, mental or physical disability, marital status or a conviction for which a 

pardon has been granted. 

The above noted criteria will also apply in employee dealings with the public including 

representatives of suppliers, industry, consultants and any person or organization with which Curve 

Lake First Nation has dealings. 

11.2 DRESS CODE 

 

Employees are expected to present themselves at work in a manner of dress appropriate to the 

position held within the organization. For example, proper business attire for employees who work 

within the office setting. 

Unacceptable articles of clothing include, but are not limited to: 
 

- T-shirts with beer slogans or profanity; 

- Belly tops, tank tops or tops with spaghetti straps; 

- Shorts or skirts that are more than three (3) inches above the knee; 

- Ripped jeans, cut-off shorts or track pants. 

11.3 EMPLOYEE SAFETY 

 

An employee or group of employees will not be required to work under unsafe or unhealthy 

conditions (including situations of harassment or discrimination). Proper safety equipment is to be 

used where required. Safety standards as outlined in the Occupational Health and Safety Act will 

apply. 
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CHAPTER 12 – CRIMINAL REFERENCE CHECK  

12.1 PRINCIPLE 
 

Individuals who are seeking employment in certain positions with the First Nation are required to 

provide a Criminal Reference Check. Consideration will be given to those with a Criminal Record if 

the “infraction(s)” does not impact on the integrity of the program delivery to the First Nation and its 

members. Notice will be included in all postings, in which this requirement applies; it is incumbent 

on the supervisor and the General Manager to assess each situation to determine the need for a 

Criminal Record Check. 

12.2 APPLICATION 
 

Criminal Reference checks will be required for candidates who are being considered for employment 

in the following positions or service delivery area that: 

a. Involve working with the vulnerable, either temporary or permanent who because of age, 

disability or other circumstances are dependent (clients under 18 years of age, the 

elderly, infirm or incompetent); 

b. Have access to cash or valuables. 
 

12.3 PROCESS 
 

The individual being considered for employment within the First Nation will be asked to provide a 

Criminal Reference Check through the Canadian Police Information Center. If the individual has 

previously lived out of the Country, they shall provide authorization for the First Nation to contact 

the appropriate Police Force to obtain the Criminal Reference Check. 

There are two main types of Reference Checks: 
 

12.4 Canadian Police Information Check 
 

A summary of an individual’s offence convictions and non-convictions (where authorized), that is 

releasable in accordance with the federal law. 

This search is used to determine whether an individual has a criminal record. 
 

12.5 Police Vulnerable Sector Check 
 

A summary of an individual’s offence convictions and non-convictions (where authorized), and 

sexual offence convictions for which the individual has received a pardon, that is releasable in 

accordance with the federal law. 

This is used to determine whether or not an individual may have a conviction for which they have 

received a pardon. This reference check will include verification through the National Database of 

Registered Sex Offenders, a query of local police records (where the individual resides or has 
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resided); this requirement is done by a Police Service local to the area of residence of the individual. 

This check is normally done through finger print verification. 

Pursuant to the Criminal Records Act, the use of Vulnerable Sector checks would be done for the 

following types of positions: teachers, day care workers, sports coaches or those who receive pay to 

provide service to the vulnerable. 

The General Manager will be responsible, based on the recommendation of the supervisor, to 

determine the impact of a negative CPIC reference check. Consideration will be based on the 

potential impact to the program delivery and integrity of the Curve Lake First Nation. 

Once employed, employees will be required to provide an ongoing Annual Offence Declaration, 

attached as Appendix “N”, to confirm there have been no changes to the Criminal Reference check 

since the time of the last check. 

A copy of the Criminal Reference Check and Annual Offence Declaration will be placed on the 

individual’s Personnel File. 
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CHAPTER 13 – CONFLICT OF INTEREST  

Public trust in the government of Curve Lake First Nation depends to a large degree on the honesty, 

integrity, fairness and good faith of the employees. This trust is compromised when employee’s 

interest and/or public interest are compromised. 

Trust is earned when the public sees and feels that there is a consistent delivery of high quality 

service. To do this, Council members, employees and Committee members must carry out their 

duties and responsibilities with integrity. The performance of employees must not be compromised 

by private or personal interests. 

It is the expectation that any person employed with the First Nation acts within the law. This 

obligation is to obey the law and act in a manner so scrupulous that it will bear the closest public 

scrutiny and foster confidence in the operations and the government of Curve Lake First Nation. 

It is important that the policies of the First Nation reflect the community’s and Council’s priority of 

encouraging employment and economic development within the membership and on the First 

Nation. 

The consistent application of these rules and procedures will ensure that integrity in all business 

dealings and employment will be beyond doubt. 

Conflict of interest exists in any situation in which an employee, either for himself/herself or some 

other person(s), attempts to promote a private or personal interest which may be perceived or 

actually present. 

The responsibility for determining whether or not an employee is in a conflict of interest rests with 

the General Manager. 

The employee shall arrange their personal dealings in a manner that will prevent a conflict of interest. 

All employees involved in procurement processes shall file a written statement (Declaration of 

Pecuniary Interest Form) when hired.  

Prior to a procurement working group being struck, the Declaration of Pecuniary Interest Forms of 

the relevant employees shall be reviewed.  

 If a potential conflict of interest arises the employee shall immediately: 

a. Report the matter to the General Manager; 

b. Resolve the conflict in favor of the public interest; 

c. An employee who feels there may be a conflict of interest is responsible to advise the General 

Manager of the “potential” conflict to seek clarification. 

d. Any person who is in a conflict of interest situation shall immediately declare the conflict and 

be removed from the situation. 

e. These decisions and/or actions will be recorded and filed on the individual’s personnel file. 
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No person in a position of responsibility within the First Nation is permitted to take part in, or 

attempt to influence the hiring process in favor of, or directly supervise an immediate relative. Nor 

will any person in a position of responsibility, directly or through a committee, award contracts to, 

purchase goods or services from, or in any way impart financial gain to his/her self or an immediate 

relative. 

Immediate relative, for the purpose of the Conflict of Interest Guidelines within this Human Resource 

Management Policy, shall be defined as spouse, parent, grandparent, child, grandchild, sibling, father- 

in-law, mother-in-law and any other person permanently residing in the household. 

13.1 BRIBERY – FRAUD 

 

Legal action will be taken by the Curve Lake First Nation on matters of bribery, fraud, neglect of duty 

to collect monies, etc. 

13.2 CASUAL BENEFITS 

 

It is contrary to this policy for an official or employee of the Curve Lake First Nation to demand, accept 

or offer; or agree to accept or offer from a person who had dealings with the First Nation, a 

commission, reward, advantage or benefit of any kind (directly or indirectly), by himself/herself, 

through a member of his/her family, or through anyone for his/her benefit, unless with express 

written consent by the First Nation. 

The acceptance by employees from persons having dealings with the First Nation of sporadic or 

casual benefits such as hospitality or small gift items is permitted where the value is less than one 

hundred dollars ($100.00). These benefits or gifts must be within the bounds of propriety and 

should be a normal expression of business courtesy or advertising and should not be such as to bring 

suspicion upon the objectivity of a member of the staff or the First Nation. 

13.3 DISCLOSURE OF INFORMATION AND CONFIDENTIALITY 

 

This policy prohibits employees from improperly disclosing information on any matter of which they 

obtain knowledge by reason of their employment with the First Nation. 

All employees will be required to sign a “Statement of Confidentiality” and “The Code of Conduct” and 

will respect individual information as private; and any business information learned as a result of 

their employ merit shall remain confidential until it is released to the public domain. 

13.3.1 Procedures for reporting a Potential Conflict of Interest 
 

a. When an employee has a sense that they may be in a Conflict of Interest position, they 

must immediately report to their supervisor, describing the circumstance in sufficient 

detail to allow the supervisor to make the final determination. 

b. If it is determined that there is a real or perceived Conflict of Interest, the supervisor will 

make a recommendation to remove the employee from the situation causing the conflict. 

c. If an employee is found to have acted in Conflict of Interest, depending on the severity of 

the infraction, the employee will be subject to the discipline, termination or subject to 

Legal Action being taken against them. 
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CHAPTER 14 – HARASSMENT FREE WORKPLACE 
 

Curve Lake First Nation is committed to providing a work environment in which all workers are treated 
with respect and dignity. Workplace harassment will not be tolerated from any person in the 
workplace including customers, clients, other employers, supervisors, workers, and members of the 
public, as applicable. 

The workplace harassment program applies to all workers and elected officials including Chief and 
Council, managers, supervisors, temporary employees, students and subcontractors. 

The Canadian Human Rights Act applies to Curve Lake First Nation. Employees are entitled to seek redress 
through that Act for issues of sexual harassment.  

Curve Lake First Nation will develop a Workplace Violence Policy to complement this policy.  

14.1 Workplace harassment 

Workplace harassment means 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 or sexual harassment. 

Sexual harassment means any conduct, comment, gesture, or contact of a sexual nature: 

a. that is likely to cause offence or humiliation to any employee or 

b. that might, on reasonable grounds, be perceived by that employee as placing a condition of a 
sexual nature on employment or on any opportunity for training or promotion.  

Reasonable action taken by the employer or supervisor relating to the management and direction of 
workers or the workplace is not workplace harassment (e.g. Scheduling, annual performance review, 
ensuring attendance, etc). 

14.2. Reporting workplace harassment 

a. How to report workplace harassment 

Workers can report incidents or complaints of workplace harassment verbally or in writing. When 
submitting a written complaint, please use the workplace harassment complaint form (see attached). 
When reporting verbally, the reporting contact, along with the worker complaining of harassment, will fill 
out the complaint form. 

The report of the incident should include the following information: 

i. Name(s) of the worker who has allegedly experienced workplace harassment and contact 
information 

ii. Name of the alleged harasser(s), position and contact information (if known) 

iii. Names of the witness(es) (if any) or other person(s) with relevant information to provide about 
the incident (if any) and contact information (if known) 

iv. Details of what happened including date(s), frequency and location(s) of the alleged incident(s) 
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a. Any supporting documents the worker who complains of harassment may have in his/her 
possession that are relevant to the complaint. 

b. List any documents a witness, another person or the alleged harasser may have in their 
possession that are relevant to the complaint. 

B. Who to report workplace harassment to 

An incident or a complaint of workplace harassment should be reported as soon as possible after 
experiencing or witnessing an incident. This allows the incident to be investigated in a timely manner. 

Report a workplace harassment incident or complaint to your supervisor. If the worker’s supervisor or 
reporting contact is the person engaging in the workplace harassment, contact the General Manager. If the 
General Manager  is the person engaging in the workplace harassment, contact the Chief or Deputy Chief.  

Human Resources shall be notified of the workplace harassment incident or complaint so that they can 
ensure an investigation is conducted that is appropriate in the circumstances. If the incident or complaint 
involves the Chief or Councillor, an external person qualified to conduct a workplace harassment 
investigation who has knowledge of the relevant workplace harassment laws will be retained to conduct 
the investigation. 

All incidents or complaints of workplace harassment shall be kept confidential except to the extent 
necessary to protect workers, to investigate the complaint or incident, to take corrective action or 
otherwise as required by law. 

14.3. Investigation 

A. Commitment to investigate 

The General Manager will ensure that an investigation appropriate in the circumstances is conducted 
when the employer, human resources, a manager or supervisor becomes aware of an incident of 
workplace harassment or receives a complaint of workplace harassment. 

B. Who will investigate 

The General Manager will determine who will conduct the investigation into the incident or complaint of 
workplace harassment. The individual chosen must have substantive training in the conducting of such 
investigations and be part of Senior Management. If the allegations of workplace harassment involve the 
Chief or Councillors, the employer will refer the investigation to an external investigator to conduct an 
impartial investigation. 

C. Timing of the investigation 

The investigation must be completed in a timely manner and generally within 90 days or less unless there 
are extenuating circumstances (i.e. illness, complex investigation) warranting a longer investigation. 

D. Investigation process 

The person conducting the investigation whether internal or external to the workplace will, at minimum, 
complete the following: 

i. The investigator must ensure the investigation is kept confidential and identifying information is 
not disclosed unless necessary to conduct the investigation. The investigator should remind the 
parties of this confidentiality obligation at the beginning of the investigation. 
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ii. The investigator must thoroughly interview the worker who allegedly experienced the workplace 
harassment and the alleged harasser(s), if the alleged harasser is a worker of the employer. If the 
alleged harasser is not a worker, the investigator should make reasonable efforts to interview the 
alleged harasser. 

iii. The alleged harasser(s) must be given the opportunity to respond to the specific allegations raised 
by the worker. In some circumstances, the worker who allegedly experienced the workplace 
harassment should be given a reasonable opportunity to reply. 

iv. The investigator must interview any relevant witnesses employed by the employer who may be 
identified by either the worker who allegedly experienced the workplace harassment, the alleged 
harasser(s) or as necessary to conduct a thorough investigation. The investigator must make 
reasonable efforts to interview any relevant witnesses who are not employed by the employer if 
there are any identified. 

v. The investigator must collect and review any relevant documents. 

vi. The investigator must take appropriate notes and statements during interviews with the worker 
who allegedly experienced workplace harassment, the alleged harasser and any witnesses. 

vii. The investigator must prepare a written report summarizing the steps taken during the 
investigation, the complaint, the allegations of the worker who allegedly experienced the 
workplace harassment, the response from the alleged harasser, the evidence of any witnesses, and 
the evidence gathered. The report must set out findings of fact and come to a conclusion about 
whether workplace harassment was found or not. 

E. Results of the investigation 

Within 10 days of the investigation being completed, the worker who allegedly experienced the workplace 
harassment and the alleged harasser, if he or she is a worker of the employer, will be informed in writing 
of the results of the investigation and any corrective action taken or that will be taken by the employer to 
address workplace harassment. 

F. Confidentiality 

Information about complaints and incidents shall be kept confidential to the extent possible. Information 
obtained about an incident or complaint of workplace harassment, including identifying information about 
any individuals involved, will not be disclosed unless disclosure is necessary to protect workers, to 
investigate the complaint or incident, to take corrective action or otherwise as required by law. 

While the investigation is on-going, the worker who has allegedly experienced harassment, the alleged 
harasser(s) and any witnesses should not discuss the incident or complaint or the investigation with each 
other or other workers or witnesses unless necessary to obtain advice about their rights. The investigator 
may discuss the investigation and disclose the incident or complaint-related information only as necessary 
to conduct the investigation. 

All records of the investigation will be kept confidential. 

G. Handling complaints 

If the supervisor is the subject of the complaint, an alternative reporting mechanism will be put in place 
until the investigation is finished.  
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The employer will take such disciplinary measures as deemed appropriate against any person under the 
employer’s direction who subjects any employee to harassment or sexual harassment. This includes for 
cause dismissal.  

14.4  Record keeping 

The employer (human resources or designated person) will keep records of the investigation including: 

a. a copy of the complaint or details about the incident; 

b. a record of the investigation including notes; 

c. a copy of the investigation report (if any); 

d. a summary of the results of the investigation that was provided to the worker who allegedly 
experienced the workplace harassment and the alleged harasser, if a worker of the employer; 

e. a copy of any corrective action taken to address the complaint or incident of workplace 
harassment. 

All records of the investigation will be kept confidential. The investigation documents, including this 
report should not be disclosed unless necessary to investigate an incident or complaint of workplace 
harassment, take corrective action or otherwise as required by law. 

Records will be kept for at least 7 years. 

Date created: 

Annual review date: 

Workplace harassment complaint form 

This is an example of a complaint form for workers to report an incident or a complaint of workplace 
harassment.  

Name and contact information of worker who has allegedly experienced workplace harassment 
(your name): 

Name of alleged harasser(s) and contact information, if available: 

Details of the complaint of workplace harassment 

Please describe in as much detail as possible the bullying and harassment incident(s), including: (a) the 
names of the parties involved; (b) any witnesses to the incident(s); (c) the location, date and time of the 
incident(s); (d) details about the incident(s) (behaviour and/or words used); (e) any additional details. 
(Attach additional pages if required) 

Relevant documents/evidence 

Attach any supporting documents, such as emails, handwritten notes, or photographs. Physical evidence, 
such as vandalized personal belongings, can also be submitted. If you are not able to attach documents and 
they are relevant to your complaint, please list the documents below. If someone else has relevant 
documents, please note that below. 

Signature: 
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Date: 

 

Schedule A: Investigation template 

This template may be used for guidance in investigating workplace harassment incidents or complaints. It 
may not be appropriate for complex workplace harassment investigations. The person conducting the 
investigation must not have been involved in the incident or complaint of workplace harassment and must 
not be under the direct control of the alleged harasser. 

Name of investigator: 

Date of investigation: 

A. Background information 

Who are the people involved? Are they workers as defined by Occupational Health and Safety Act (OHSA)? 
Who reported and when? 

1. Name of person who reported workplace harassment 

2. If not the same person as above, name of person who allegedly experienced workplace harassment 

3. Date complaint/concern raised and how 

4. Name of worker(s) (complaining or possibly exposed to workplace harassment): 
Position/Department 

5. Name of respondent(s) (alleged harasser); Position/ Department 
If not a worker – provide details 

B. Investigation plan 

Plan and conduct the investigation: 

1. Obtain the worker(s) concerns of harassment in writing, if possible. Assistance should be provided 
in completing the form where necessary. 

2. An investigator needs to interview the worker who allegedly experienced workplace harassment 
and the alleged harasser (if a worker of the employer). If the alleged harasser is not a worker of the 
employer, the investigator should make reasonable efforts to interview him or her. 

3. Make a list of possible relevant witnesses. The worker who allegedly experienced workplace 
harassment and the alleged harasser should be asked for names of any relevant witnesses. 

4. Interview relevant witnesses. Ask specific questions about what they have observed, are aware of 
or have personally experienced. If the witnesses are not workers of the employer, the investigator 
should make reasonable efforts to interview those witnesses. 

5. Collect and review relevant documents from the worker, alleged harasser, witnesses and the 
employer. 

6. Take detailed notes. 
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7. Keep the investigation confidential. Instruct the worker who allegedly experienced workplace 
harassment, the alleged harasser and witnesses not to talk to others about the investigation unless 
it is necessary, for instance, to obtain advice or counselling. 

C. Worker(s) concerns/workplace harassment allegations 

When did the incident(s) occur? Confirm date of first incident and any subsequent behaviours or conduct. 
Note that recalling events of harassment can be stressful for the complainant. 

Date of first incident: 

Date of last incident: 

Date of other incident(s): 

D. Alleged harasser(s) response 

The alleged harasser(s) will likely need details of the allegation of harassment to be able to respond. 

E. Interview relevant witnesses 

List witnesses. Interview relevant witnesses and make notes. 

F. Collected documentation 

List the documents collected for the investigation and how or from whom they were obtained. 

G. Investigation result(s) 

The investigator’s summary report should set out who was interviewed, what evidence was obtained and 
an analysis of the evidence to determine whether workplace harassment occurred. 

Summary of key evidence: 

Recommended next steps: 

Report provided to: 
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CHAPTER 15 – EMPLOYEE ASSISTANCE 

PROGRAM (EAP) 
 

Curve Lake First Nation recognizes that personal difficulties (including physical, mental, emotional 

marital or issues of dependency) can interfere with work. The First Nation believes that to foster, 

support and maintain the well-being and productivity of employees it is important to offer a 

Confidential and Voluntary Employee Assistance Program. The goal in providing assistance or short- 

term counseling to those who are experiencing personal or work-related problems, a high level of 

commitment and productivity will remain. 

Curve Lake recognizes that it is possible in the work environment to identify employees with 

problems and supervisors are encouraged to motivate them to seek support using the EAP assistance 

or treatment at an early stage. The health and well-being of staff members is important and 

employees are encouraged to use leave credits for this service in accordance with the Leave Policy. 

The First Nation has entered into a Purchase of Service Agreement with Shepell that will provide 

the employee and/or their immediate family access to highly confidential services 24 hours/day, 7 

days/week, 365 days/year. 

The First Nation will receive reporting on access only; the Service Provider will provide information 

only required for billing purposes. 

Services can be accessed by phone, web or mobile app. 

1-844-880-9142 (phone) 

1-877-338-0275 (toll free) 

workhealthlife.com 



 

48  

CHAPTER 16 – INCLUSIVE WORK PLACE  

Curve Lake First Nation is committed to fostering an inclusive workplace where all employees and 

potential employees are treated with respect and dignity. The purpose of accommodation is to 

ensure that the individual(s) who are otherwise able to work are not unfairly excluded from doing 

so when working conditions can be adjusted without causing a health and safety risk. The principle 

of Dignity with risk (i.e. the ability of persons with disability (ies) to assume risk to themselves) has 

to be balanced with health and safety considerations. 

Curve Lake First Nation will act in a manner consistent with its obligations under the Canadian 

Human Rights Act and the Employment Equity Act. 

Curve Lake First Nation will provide a workplace that ensures equal opportunity free from 

discrimination based on race, color, national or ethnic origin, religion, age, sex, sexual orientation, 

gender identity, gender expression, marital status, family status, disability or pardoned conviction. 

Curve Lake First Nation will provide reasonable workplace accommodation, short of undue hardship 

to the employer. The standards for accommodation within the work place are: 

• The needs of persons with disabilities must be accommodated in the manner that most 

respects their dignity, to the point of undue hardship. 

• There is no set formula for accommodation; each person has unique needs and it is important 

to consult with the person involved. 

• Taking responsibility and showing willingness to explore solutions is a key part of treating 

people respectfully and with dignity. 

• This policy applies to all aspects of employment including, but not limited to, recruitment, 

selection, training, promotion, transfers, work arrangements, compensation, benefits and 

termination of employment. 

Accommodation and ensuring an inclusive workplace is a shared responsibility between employees, 

supervisors and Curve Lake First Nation as the Employer. 

16.1 CURVE LAKE FIRST NATION ADMINISTRATION IS RESPONSIBLE TO: 

 
a. Eliminate barriers that prevent people from accessing or being included in the workplace; 

b. Minimizing the need for individual accommodation by regularly reviewing rules, policies, 

by-laws and practices to ensure that they are not discriminatory; 

c. Ensuring that all employees and job applicants are advised of their right to be 

accommodated; 

d. Dealing with requests for accommodation in a timely, confidential and sensitive manner; 

e. Providing individual accommodation to the point of undue hardship; and 

f. Ensuring that this policy is effectively implemented. 
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16.2 Procedures for Accommodation Requests 

 
16.2.1 Job Applicants 

a. When contacted for an interview, should the applicant advise they require an 

accommodation, to participate in the selection process, they will be informed of the 

Curve Lake First Nation Inclusive Workplace Policy. 

b. The Human Resources Coordinator and/or Employment Officer will evaluate the job 

applicant’s request for an accommodation and may request more information from 

the applicant to facilitate the request. 

c. If the request for accommodation is denied, the reasons why will be clearly 

communicated to the job applicant, and a “Note to File” will be placed on the 

Recruitment and Selection File. 

 
16.2.2 Employees 

a. An employee may request an accommodation by notifying his or her supervisor. 

b. The supervisor will document the request, including the employee’s name, position, 

date of the request, any details provided by the employee and any accommodation 

options suggested by the employee. 

c. The supervisor may request additional supporting documentation from the employee 

in order to identify accommodation options (i.e. details of restrictions or limitations). 

d. The supervisor may request support from the Human Resources Coordinator in 

discussing accommodation options available. 

e. The supervisor will discuss available accommodation options with the employee and 

their preferences will be considered. However, the supervisor may proceed with an 

option that is most effective and efficient to the employer. 

f. All decisions will be communicated in writing to the employee and be placed on their 

Personnel File. 

g. The supervisor will, on a regular basis, discuss the accommodation to ensure it 

continues to be necessary and effective. 

h. If the available accommodation options raise the likelihood of causing “undue 

hardship”, the supervisor will refer the matter to the General Manager for decision. 

i. The General Manager will ensure that all accommodation options short of “undue 

hardship” have been considered prior to refusing the accommodation request. If the 

request is denied, the General Manager will clearly communicate the reasons why to 

the employee. 
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CHAPTER 17 – COMPUTER/TECHNOLOGY USE  

17.1 COMPUTER/TECHNOLOGY EQUIPMENT USE 

 

(Including Social Media) 
 

Curve Lake First Nation provides employees the opportunity to support First Nation operations 

through an efficient and effective computer network. Personal use of computer systems is allowed 

only during lunch or rest breaks. It is unacceptable to use the system or network to access illegal 

sites; send, post or distribute information which may be considered harassing; or bring negative 

focus to the First Nation or its employees. 

The standards for computer use, including software, within the operations and workday within Curve 

Lake First Nation are as follows: 

17.2 CORRESPONDENCE 

 
a. E-mail correspondence, at all times, will be professional in tone and it is expected that 

generally accepted standards of e-mail etiquette be followed. 

b. Individuals are not to share accounts, account information or passwords except when 

specifically delegated (i.e. absences). 

c. All electronic correspondence should be treated with the same care and diligence applied 

to hard-copy material. 

 
17.3 USE OF THE INTERNET 

 

It is recognized by the First Nation that the use of Internet is a useful tool to assist employees in 

discharging their duties and responsibilities. As such, its primary use is for education, research, 

communication and administration related to Curve Lake First Nation business operations. All 

Internet activities may be traced back to the First Nation; therefore all access will be done in a manner 

that respects the professionalism of the organization. 

a. No Curve Lake First Nation information shall be posted on any site without the express 

consent of management or the Chief and Council. 

b. Non-work related activity on the Internet, social media and e-mail shall be done on an 

individual’s own time, outside of regular hours of work. During this time, these guidelines 

remain in force. 

c. Note that Curve Lake First Nation may monitor employee’s use of social media, regardless 

of location of use (i.e. at work vs. at home). 

d. Under no circumstances is it appropriate, at any time, to peruse inappropriate web sites, 

post inappropriate messages, or send inappropriate e-mail correspondence. The term 

“inappropriate” incudes, but is not limited to, sites/subjects that advocated principles or 

beliefs that are illegal and/or immoral; or sexual/pornographic. 
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Curve Lake First Nation Code of Conduct, Policies of Conflict of Interest and Confidentiality will be 

respected and shall apply while using the First Nation computer system, including Internet usages. 

17.4 CELL PHONES 

 

Instances where the Curve Lake First Nation provides an employee with the use of a Cell phone for 

purposes of carrying out their work, it is explicitly for this purpose. There is limited, emergency 

type use only for personal messaging/use allowed with First Nation cell phones. Any charges 

above the approved rates and usage will be charged to the employee. 

Curve Lake First Nation Policies of Conflict of Interest and Confidentiality will be respected and shall 

apply while using the First Nation Computer system, including Internet usages. 
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CHAPTER 18 – HUMAN RESOURCE PLANNING  

Curve Lake First Nation Policy on Human Resource Planning is to encourage and support the 

recruitment and development of an innovative and Inclusive Workforce. This policy statement is 

designed to support management and to attract and retain people with talent and commitment to 

provide quality program delivery to the citizens of the First Nation and residents of Curve Lake. 

The Principles used in Human Resource Planning for Curve Lake First Nation are: 
 

a. Becoming a learning organization and creating continuous learning opportunities for our 

employees; 

b. Providing a positive working environment where employees can exercise their freedom and 

creativity in achieving Chief and Councils’ goals; 

c. Ensuring that employees are well informed of the Community’s priorities and how their work 

contributes to these priorities; 

d. Recognizing and rewarding employees based on their performance; 
 

e. It is an annual exercise, which is completed and presented to Chief and Council; 
 

f. The General Manager and the Human Resource Coordinator will present by July 30th, the 

plan, including budget implications, to a Closed Session of Council for their information and 

approval. 

Council, in discussion with the Community, will establish clear priorities and establish goals to ensure 

that the priorities for the citizens are met. These will be communicated to the staff in the 

development of a strategic plan and regular management and staff meetings. 

Curve Lake First Nation Administration will ensure that this Human Resource Planning is a key 

priority for all Managers by: 

g. Establishing goals for each manager and supervisor which commits them to ensuring that 

staff is well informed of the community priorities, establishing goals and ensuring ongoing 

dialogue on staff performance. 

h. Working with staff to ensure that they have the skills and abilities to perform the duties for 

which they are hired. 

i. Monitoring the progress, evaluating the results and providing monthly reports to Chief and 

Council on all human resource activities. 

j. Requiring each manager to assess annually, their operations to determine the potential staff 

changes such vacancies (short and long-term); demographic impact redundancies; staff 

training needs; and requirements for new hires due to change in the nature of the work. 

k. Requiring each manager to identify a minimum of one (1) learning opportunity for all staff 

members annually. 
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CHAPTER 19 – TRAINING & DEVELOPMENT 

The leadership of Curve Lake First Nation confirms a commitment to work with their employees to 

ensure that they have the skills to do their jobs well and have an opportunity to develop a career path 

within the organization. It is vital that employees stay current so that they can provide the best 

possible service to the membership and residents of the Curve Lake First Nation. 

There annual training budget will be at minimum $50,000.00. This budget will be established within 

the First Nation Budget approval process. The Finance Committee may consider additional 

investment to support skill development and provide upgrading opportunities for staff. The 

Employee Training and Development Plan will be completed by the employee and their supervisor 

during the Annual Performance Appraisal Process. Enhancing the professional and career 

development of employees requires a joint commitment from the employee and management. 

There will be a review of all applications for Training and Development by the General Manager, 

supported by the Human Resources Coordinator, on a set date prior to the start of the fiscal year. 

It is important to note that as employees identify career goals, management should support their 

development and ensure the employee is aware that by their statement there is no commitment to 

them to be placed in that position. The employee should understand that any support is to provide 

them an opportunity for better success in their application to a desired position. 

19.1 Procedures 

 
a. During the Annual Evaluation Process the manager and employee will identify either a skill 

deficit or a new skill required to carry out the responsibilities of the job, if any exist. 

b. There will also be discussion regarding the employee’s long-term career goals within the 

Curve Lake First Nation Administration. 

c. A prioritized Training and Development Plan, attached as Appendix “K” will be 

completed by the employee and recommended by the supervisor 

d. The Supervisor will provide the information to the Human Resource Coordinator, along 

with the completed Performance Evaluation. 

e. The Human Resource Coordinator will complete a prioritized plan based on the Council 

approved priorities of : 

i) Skill shortage (employee needs to have skill to do their job) 

ii) Health and Safety Training 

iii) Operational (needs additional training to better perform job) 

iv) Employee Career Advancement 
 

The prioritized plan summarizing all requests will be presented to the General Manager for their 

consideration and recommendation for approval. 
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f. Written notification will be provided to the supervisor of the approvals and confirmed with 

the employee for the training and/or development activities to occur. 

g. When the employee completes the training and/or development they will confirm this to 

their supervisor and outline the success of the activity. This information will be kept on 

file to be referenced in the employee’s Performance Appraisal. 

h. Any program training offered at no cost should be included in the Employee’s Training 

and Development Plan Appendix “K”. 



 

55  

CHAPTER 20 – ADMINISTRATION 

20.1 RECRUITMENT AND SELECTION FILE 

 

For each Recruitment and Selection Process there will be a file established and maintained by the 

Human Resource Coordinator. It will include: 

a. The authority for the staffing of a position; 

b. The official posting for the job; 

c. The job description and position analysis; 

d. The Rating Criteria and established Assessment Tools; 

e. All applications received and assessed; 

f. The confirmation of interviews; 

g. All application assessment tools scored; 

h. Recommendation for Hire by the selection committee; 

i. Letter(s) of Offer; and 

j. Employment contract.  

 
20.2 PERSONNEL FILES 

 

This section identifies how each individual’s official personnel file will be managed. 
 

Each employee will have a personnel file, which is created at the time of hire and is the property of 

the First Nation Administration. An employee must be notified when something is being placed in 

their personnel file. 

All Personnel files will be stored in a secure area, in a locked cabinet. 

Information contained within each individual’s personnel file, will include: 

a. Individual’s current job description; 

b. Individual’s application or resume; 

c. Individual’s annual goals and objectives; 

d. Individual’s performance appraisal/evaluation (including probationary); 

e. Any letters of acknowledgement or disciplinary action; 

f. A copy of the individual’s Criminal Reference check and the Annual Offence Declaration; 

g. Letter(s) of Offer 

 
20.3 EMPLOYEE’S PAY FILE 

 

This file will be maintained by the Finance department within Curve Lake First Nation, in a locked 

cabinet, and be accessible to the employee’s supervisor. 

The Employee’s Pay File will include: 
 

a. Letter of Offer, which includes starting rate of pay or annual salary; 

b. Application for Pension Plan membership, including deductions; 
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c. TD1, as applicable; 

d. Documentation leading to any pay adjustment; i.e. Leave without pay application; 

disciplinary adjustment to pay, etc. 

20.4 ATTENDANCE FILE 

 

This file contains any information relevant to the employee’s attendance at their work place. 

The Attendance File will include: 

a. Start date and calculation of leave entitlements; 

b. Application for Leave – Approved; 

c. Application for Leave – Denied with Letter of Denial; 

d. Any leave taken by an employee; and 

e. Any correspondence which affects an employee’s leave entitlement. 
 

An employee may view the contents of their Personnel, Leave and their Pay file, in the presence of 

their supervisor or the Human Resource Coordinator. 
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APPENDIX A SELECTION BOARD CHECK LIST 
 

1. Selection Board established □  

2. Declaration, prepared and signed □  

3. Job Analysis completed □  

4. Rating Criteria established □  

5. Questions developed □  

6. Applications screened □  

7. Interviews Set up and candidates notified □  

8. Interviews held □  

9. Reference checks completed □  

10. Recommendation List signed □  

11. Offer of Employment made □  

12. Unsuccessful candidates notified □  

13. File maintained in a confidential location □  

14. Post-Selection interviews held □  
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APPENDIX B SELECTION BOARD DECLARATION 

As a member of the selection board for the position of “xxxxx”, I confirm that I will: 
 

1. rate the candidates fairly and impartially on the basis of qualifications, ability, knowledge 

and skills; 

2. complete evaluation forms and justify ratings with supporting notations; 

3. treat the information obtained during the staffing process as CONFIDENTIAL and not 

release any information regarding staffing matters beyond the designated reporting 

authorities; 

4. advise of any possible conflict of interest (i.e. Relative and others) 

5. recognize that the final marking of candidates is based on all information obtained during 

the staffing process (includes reference checks); 

6. refer all candidate questions regarding the results of the selection process to the 

Chairperson of the Selection Board. 

I/we understand that failure to respect these responsibilities is a breach of trust. 
 
 

 
Signature  Date 

Signature  Date 

Signature  Date 

Signature  Date 
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APPENDIX C 
CLEARANCE CERTIFICATE 

To be completed by the employee and their supervisor to confirm all First Nation Property has been 

returned in good order. This includes: 

a. Property Returned 

b. Keys 

c. Credit Card 

d. Passwords/Security Codes 

e. Any Special Equipment –i.e. Cell phones, lap tops 
 
 
 
 
 

   

 

   

 

   

Employee’s Name, 
signature and date 

Supervisor’s Name, 
signature and date 

Manager’s Name, 
signature and date 
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APPENDIX D STAFFING ACTION FORM 

This form is to be completed by a Manager who is requesting an Action to Recruit and Hire an 

individual or individuals. 

Job Title    
 

Tenure Indeterminate Full-time    
 

Indeterminate Part-time    

Anticipated start date / / 

No. of Hours per week     

Specified Term   Start date /   / End Date / / 

Casual     

Acting Pay    
 
 

 
Type of Posting Internal External (First Nation Only) Open General Public    

 

Is this a new position   Existing Position      
 

Is this action included in the Curve Lake First Nation Human Resource Strategy?     

Are there salary dollars currently in place?     

 

 
Recommended 

 

     Supervisor (date) 

 

 
Approved 

 

   General Manager (date) 

 

 
Action Taken 

 

   Human Resource Administrator (date) 
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APPENDIX E- NEW EMPLOYEE INTRODUCTION 

Sample Letter of Introduction for New Employees 

Date 

Curve Lake First Nation Community 

1st Para 

Start with a sentence that introduces who you are and what position you have recently been hired to. 

Indicate that this will be a way of introduction. Describe two or three of your strengths, qualities or 

personal characteristics that will allow the reader to get an idea about what kind of person you are. 

2nd Para 
 

Describe two or three of your long term goals related to your education and/or your career as a First 

Nation Employee and what you may look forward to. If you need the community’s participation and 

support ask for it here. 

3rd Para 
 

Closing paragraph should end with a sentence or two inviting the community to contact you (705) 

657-..Xxx, email, drop by during work hours or contact your supervisor if appropriate. 

Sincerely 

XXXXX 

Or, 
 

Curve Lake First Nation wishes to announce the following recent hires: 
 

(Name) was hired by a selection committee on (date) to perform the duties of (position). (Name) 

will take the lead responsibility as the Manager of (department) in delivering quality programming 

in the area of xxxx. Her great leadership and communication skills will assist the Chief and Council 

in achieving their goals of “xxxx” . If you have any suggestions, questions or concerns please feel free 

to contact (name) by calling 705-657-xxxx; or by email at xxxx@curvelake.ca. 

(Name) has recently been selected through an internal hiring committee to assume the duties of 

(position). (Name) will have the responsibilities for the position of xxx while xxxxx is on long-term 

leave. I am sure we can all count on your support and patience during this transition. If you have 

any questions please feel free to contact xxxxx’s Supervisor at xxxx. 

mailto:xxxx@curvelake.ca
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APPENDIX F- OVERTIME AUTHORIZATION 
FORM 

 

A. OVERTIME REQUEST 

  

    requests compensated overtime for work to 
(Employee Name)   

be completed at     
(Location) 

For the purpose of      
(Event, Meeting, Conference, Activity, etc.) 

Date(s):    Estimate Time:       Please check if 
double time (2x) 
is anticipated. (Date or dates that overtime will be worked) (hours) 

Supervisor Signature:    Date Signed:     
 

 
B. COMPENSATION REQUESTED   

Actual Time Worked:     Compensation Hours Earned:    
(hours)  (hours) 

Type of Compensation Requested: Compensating Time Payment 

AUTHORIZATION: 
  

Employee Signature:    
 

Date Signed:     

Supervisor Signature:    
 

Date Signed:     
 

 
C. OVERTIME PAYMENT APPROVAL  

General Manager Signature:    Date Signed:      
 

 
D. FOR FINANCE & ATTENDANCE OFFICER USE & RECORD 

Attendance Officer Signature:      Date Signed:      

Finance Manager Signature:    Date Signed:      

COMPLETED FORM DISTRIBUTION: 
BOX A: ORIGINAL TO EMPLOYEE 

BOX B: ORIGINAL TO MANAGER, COPY TO EMPLOYEE 

BOX C: ORIGINAL TO FINANCE (IF PAYMENT) OR ATTENDANCE (IF COMPENSATIVE TIME), COPY TO EMPLOYEE 

BOX D: FILED BY FINANCE (IF PAYMENT) OR ATTENDANCE (IF COMPENSATIVE TIME) 
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APPENDIX G THE DISCIPLINARY LETTER 

These steps/guidelines are set to assist management in providing a clear letter to an individual 

whose behavior requires positive change. 

Steps to developing a Disciplinary Letter: 

 
1. Set out the material facts, date, time and misconduct or wrongdoing. 

2. Cite the infraction and what work rule, regulation, policy or established practice was violated. 

3. Refer to any previous verbal warnings or discipline given for the same or related infraction. 

4. If a disciplinary suspension, state that the employee is being suspended from work, without 

pay or benefits, as disciplinary action for the particular wrongdoing. State clearly the dates 

when the suspension begins and ends. 

5. State that if the employee fails to correct the undesired behavior, further disciplinary action, 

up to and including discharge, should be expected. Do not specify the future disciplinary 

action. 

6. The disciplinary letter should always be reviewed by the Human Resource Assistant and the 

General Manager. 

7. The letter should always include a place for a signature of the employee indicating that they 

are aware that a copy will be placed on their personnel file. 
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APPENDIX H ORIENTATION PROTOCOL  

Role of Curve Lake First Nation Employees: 
 

Together, the Employees of Curve Lake First Nation Administration are committed to providing 

excellent professional service delivery to the members and residents of Curve Lake First Nation. The 

employees are to support the goals of the elected Chief and Council and ensure the community shares 

in the social and economic prosperity of the First Nation. 

Each individual employee plays an essential role in the delivery of quality service to the public. The 

government of Curve Lake First Nation values strong leadership, teamwork and respect. We are 

working to become leaders in all aspects, not only for ourselves, but so that we can better serve First 

Nations governments. 

All new staff members will be formally introduced to the organization with a “walk about” and brief 

introduction to each department within the administration. 

The Supervisor should: 
 

1. Ensure space and equipment are available and computer sign on procedures in place; 

2. Greet new employee and outline orientation program; 

3. Introduce employee to Finance to sign all necessary payroll and benefit plan documentation; 

4. Ensure that Criminal Reference Check has been provided; 

5. Describe the structure of the program and organizational structure; 

6. Familiarize the employee with Fire Exits/Alarms, Key’s/Combinations, etc.; 

7. Ensure that all activities within the Orientation Program are completed within 10 working 

days. 

The Supervisor will explain and discuss expectations as to: 
 

a. Performance of Duties – job description provided; 

b. Work behavior and Attitude; 

c. Probationary period and performance reviews; 

d. Attendance and punctuality; 

e. Handling of confidential information; 

f. Email and Internet use; 

g. Administrative Procedures; i.e. Purchasing, Mail, Office supplies, etc.; 

h. Dealing with the public; 

i. General appearance and Dress Code. 
 

The Supervisor will explain working conditions: 
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a. Hours of work (including overtime); 

b. Vacation and sick leave; 

c. Lunch breaks; 

d. Rest breaks; 

e. Personal business during work day; 

f. Overtime; 

g. Reporting absence from work; 

h. Smoking in the work place. 
 

The Human Resource Administrator will explain the Compensation and Benefits Package: 
 

a. Explain the Pension Plan and operating procedures; 

b. Explain the Pay system and ensure all documentation is in order; 

c. Explain the Insurances available to the employee (i.e. long-term disability, life, dental, etc.); 

d. Employee’s Committees (i.e. Rewards/Recognition). 
 

All Employees will receive copies of the following documents for their review and understanding by 

initialing and confirming they have received them: 
 

Documents Initial 

Job Description  

Curve Lake First Nation Human Resource Management Policy    
Workplace Harassment Policy  

Financial Management Policy  

Code of Conduct  

When all activities have been completed, sign and date in the space indicated below and forward 
to the Human Resources Coordinator. 

 
Employee Name    

 
Signature:    

Position Title    
 

Department Manager/Coordinator    
 

Human Resources Coordinator    
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APPENDIX I FUNCTIONAL ABILITIES FORM 
 

CONFIDENTIAL when completed 
 

Please use this form only when requested by an employer or worker. Please use this form to assist 

the workplace parties in ensuring a safe work place. 

AUTHORITY TO RELEASE INFORMATION: 
 

The employee understands and confirms that the information contained in this document will be 

released to their employer to ensure a safe work place for all parties. 
 
 

Signature Date 

 
Name:      

 
Date of Birth:       

Job Title:       Type of Job:       

Working Conditions 
 

 
 

 
 

 
 

 
 

Date of Assessment:      

This confirms that the above named employee has been assessed to determine their Fitness to 

Work by  (Medical Professional) and it is confirmed that: 

Please che ck one:  

    Fit to resume full range of duties 
    Unfit to return to work at this time 
    Fit to subject to modifications as outlined below 

 

 

Abilities and/or Restrictions: (please specify) 

Walking – Full abilities     Standing – Full abilities      Sitting – Full abilities      
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Limitations:  

 
 

Lifting – Full abilities      

 
 

Bending – Full abilities    

Climbing Stairs/Ladder – Full abilities      

Limitations :       

 

 

Additional Comments: (i.e. Duration of limitations, other limitations not listed) 
 
 

 
 

 
 

 
 

Signature  Date: 
 

 

GENERAL 

 

This form provides general information about this worker’s functional abilities support the safe 

return to work. 

1. This form will provide support and guidance to the employer and employee to determine the 

Accommodations required for the return to work. 

2. The Health Professional completing this form should discuss the contents with the employee. 
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APPENDIX J EMPLOYEE TRAINING AND 
DEVELOPMENT PLAN 

 
 

Employee Name:        

Current Position Held:       
 

Length of Time in Current Position: 
  

Long Term Career Goal: 
  

   

 
Training Need:    

 
Is the training to support current duties?      

 
Or Long term Career Goal?    

 
Or both? 

Cost of Training:    
 

Days of Training:      
 

When is training to occur?     During office hours or after hours? 

Will the training result in Certification or further academic recognition?      
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APPENDIX K CONFLICT OF INTEREST POLICY 
 

1. PURPOSE 
 

 

The purpose of this Conflict of Interest Policy is to enhance public confidence in the integrity of Curve 

Lake First Nation Council, Committees and Administration by establishing clear rules of conduct with 

respect to conflict of interest. 

2. DEFINITIONS 

 

2.1 “Related Person” means a spouse (including a spouse in a common law relationship), parent, 

parent-in-law, sibling, child, grandchild, dependent, sister-in-law, brother-in-law, aunt, uncle, 

niece or nephew or any person with whom that person currently resides, or a business entity 

in which that person has an interest. 

2.2 “Financial Benefit” includes but is not limited to: 
 

a. Employment benefits; 

b. Contract benefits; 

c. Educational, medical or other social benefits; 

d. Honorariums which are above those agreed upon; 

e. The payment of any money; and 

f. The allotment, leasing or other grant of an interest in CLFN lands. 

 
3. PROHIBITION 

 

3.1 All members of Council, employees or members of Committees of Council must avoid all 

circumstances that may result in an actual or perceived conflict of interest. 

4. WHEN CONFLICT OF INTEREST ARISES 

 

4.1 Under this Policy, a conflict of interest will arise when: 
 

a. A member of Council, employee or Committee member exercises an official power or 

performs an official duty or function in the execution of his or her office, job or 

Committee; and at the same time knows, or ought to know, that in the performance of 

that duty or function, or in the exercise of the power, there is opportunity to receive a 

Financial Benefit for themselves; or to provide a Financial Benefit to a Related Person; or 
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to otherwise create an advantage for him or her or a Related Person over and above any 

other member of the public; or 

b. A Chief’s, Councillor’s, employee’s or Committee member’s personal interests supersede 

or compete with their duty to act in the best interests of the CLFN. 

 

4.2 For the purposes of this Policy, a Chief, Councillor, employee or Committee member has a 

perceived conflict of interest if there is a reasonable perception, which a reasonably informed 

person might have, that in the Chief’s, Councillor’s, employee’s or Committee member’s 

exercise of an official power or performance of an official duty or function, they may or must 

have been affected by his or her personal interest. 

 

5. DUTY TO AVOID AND DECLARE CONFLICT OF INTEREST 

 

5.1 Chief and Councillors, employees and Committee members will arrange their private affairs 

and conduct themselves in a manner to avoid a conflict of interest under this policy. 

5.2 Chief, Councillors, employee or Committee members with an actual or perceived conflict of 

interest will, without delay, declare the actual or perceived conflict of interest as follows: 

a. If Chief or Councillor or General Manager, to Council; 

b. If an employee other than the General Manager, to the General Manager, who will notify 

Council; or 

c. If a Committee member, to the relevant Committee. 
 

5.3 In any case where an actual or perceived conflict of interest has been declared, the Council or 

Chair of the relevant Committee, as the case may be, will decide whether a perceived or actual 

conflict of interest does exist and advise as to the appropriate action in each case. 

5.4 Where a Chief or Councillor, employee or Committee member is uncertain as to whether a 

conflict of interest may exist, the situation must be disclosed to Council, to the Committee or 

to the supervisor of an employee, as the case may be, for decision as to whether a conflict of 

interest does exist. 

5.5 In the event a Chief or Councillor, employee or Committee member believes another 

Councillor, employee or Committee member to be in an actual or perceived conflict of 

interest, such person shall immediately report the matter to the Council, Committee or 

supervisor of an employee, as the case may be, to ensure the application of this policy. 

5.6 A Council member, employee or Committee member with an actual or perceived conflict of 

interest will not exercise their powers as a Council member, employee or Committee member 

and: 

a. Will not participate in any discussion or vote on any question in respect of the matter; 

b. Will immediately leave the meeting or part of the meeting during which the matter is 

under consideration; 



 

- 21 -  

c. Will not sign a Band Council Resolution, Committee Resolution or letter in respect of 

the matter; and 

d. Will not in any way, before during or after the meeting, attempt to influence the opinion 

or vote of the Council or Committee on any question in respect of the matter. 

 
6. PENALTY 

 

Failing to make a complete disclosure of a conflict of interest may result in the loss or suspension of 

a position without prejudice to any other disciplinary or legal action CLFN may take. 

Breach of this Policy will result in consequences including, but not limited to the following: 
 

- Public acknowledgement of the breach in written form. 

- Be Suspension from duties as Chief, Councillor or Committee member for a period of two 

meetings without honorarium. 

- Undertake 20 hours of Community Service
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APPENDIX L PERFORMANCE EVALUATION FORM 
EVALUATION INSTRUCTIONS 

 
Job Description – Duties 
 
Employees and supervisors will review individual employee job descriptions and review each section 
of the duties to determine what, if anything, needs to be added, removed or amended to reflect 
actual job duties.  A rating of 1-4 of the overall duties of how the employee and the supervisor feel 
they are performing the duties will be conducted. 
 
Rankings are as follows: 
4 represents almost always or 90%-100% of the time 
3 represents frequently or  75%-89% of the time 
2 represents sometimes or  60%-74% of the time 
1 represents seldom or  0%-59% of the time 
 
Ranking must be justified with rationale.  For duties that are not being completed, explanation is 
required. 
 
Core Competencies 
 
Employees review the listed core competencies and provide a rating of 1-5 on each competency of 
how well they feel they demonstrate them. 
 
Rankings are as follows: 
5 represents almost always or 90%-100% of the time 
4 represents almost always or 80%-89% of the time 
3 represents frequently or  70%-79% of the time 
2 represents sometimes or  60%-69% of the time 
1 represents seldom or  0%-59% of the time 
 
Each ranking must be justified with rationale and examples. 
 
Work Plan 
 
Employees must develop a work plan of the short and long term tasks/assignments. 
 
Frontline employee   3-5 tasks/assignments 
Middle management   5-7 tasks/assignments 
Management    8 or more tasks/assignments 
 
Development Plan 
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Employees must complete a yearly plan of professional development of what they want to pursue.  
This includes but is not limited to training, conferences and workshops.  If no professional 
development is outlined or recommended when evaluation is completed, unidentified requests may 
be denied in the future. 
 

SUPERVISOR INSTRUCTIONS 
 
All supervisors are required to follow the steps outlined above for their respective portions in the 
evaluation. 

SCORING THE EVALUATION 
 

Job Description – Duties 
 
Reviewing the job description will total 1 point. 
 
An average of the employee rating and the employer rating will compile the remaining 4 points and 
this number is added onto the evaluation cover sheet. 
 
Core Competencies 
 
There are five core competencies that each employee is expected to demonstrate.  Taking into 
consideration the employee self rating along with rationale and examples, supervisors will provide a 
rating of 1-5 on the employee. 
 
Each competency is out of 5 to total 25 points.  This amount is reached by totalling the employee 
rating and the supervisor rating and dividing by 2 and are added to the cover sheet. 
 
Work Plan 
 
Initial Work Plan (First Time Completing) 
Tasks outlined    /5 
Details outlined   /5 
Appropriate timelines outlined /5 
 
Live Work Plan 
Work plan is updated   /3 yes = 3, somewhat = 2, limited = 1, no = 0 
Task are completed by deadlines /4 yes =4, mostly =3, somewhat =2, limited =1, no =0 
Delays/setbacks are identified /4 yes =4, mostly =3, somewhat =2, limited =1, no =0 
Details are thorough   /4 yes =4, mostly =3, somewhat =2, limited =1, no =0 
 
Development Plan 
 
1 point for completion of each portion with thoughtful comments 
0.5 point for completion of each portion with minimal comments 
0 point for blank space 
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EVALUATION COVER SHEET 
 
JOB DESCRIPTION – DUTIES /05 

Comments 
 
 
 
CORE COMPETENCIES /25 
Comments 
 
 
 

WORK PLAN /15 
Comments 
 
 
 
DEVELOPMENT PLAN /05 

Comments 
 
 
 
OTHER COMMENTS 

 
 
 
 

 /50 
 
 

 

EMPLOYEE 

 

DATE 
  

 

SUPERVISOR 

 

DATE 
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CORE COMPETENCIES 
Organizational 
Procedure and 
Process 

Follows organizational guidelines, professional standards, policies and 
procedures.  Demonstrates reliability and integrity on a daily basis.  
Analyzes and interprets data and information gathered from observation, 
investigations, formal and informal communication, reports, legislation, 
policies, procedures and others in order to develop conclusions.  Reflects 
on past experience, organizational practices and processes in order to 
determine the correct course of action.  Is able to analyze the internal and 
external environment in order to identify current and future 
opportunities, challenges and risks. 
 
Employee Rating: 1 2 3 4 5 
Supervisor Rating: 1 2 3 4 5 
 
Employee Comments: 
 
 
 
Supervisor Comments: 
 
 
 

 

Adaptability Adapts and responds to changing conditions, priorities, technologies and 
requirements.  Recognizes new information and ideas with a willingness 
to alter opinions and behaviors.  Applies versatility, reasoning and 
innovativeness in the face of change.  Able to comfortably collaborate in a 
variety of situations and with diverse individuals. 
 
Employee Rating: 1 2 3 4 5 
Supervisor Rating: 1 2 3 4 5 
 
Employee Comments: 
 
 
 
Supervisor Comments: 
 
 
 

 

Communication and 
Interpersonal Skills 

Expresses and transmits information with consistency and clarity; using 
active listening techniques in order to effectively understand and provide 
feedback; summarizing information according to information received in 
order to promote engagement and increase understanding.  Effective 
interaction with peers, co-workers and all other in the organization in a 
cooperative, respectful and professional manner including readily sharing 
own knowledge, credit and responsibility.  Works cooperatively and 
effectively with others to reach a common goal.  Participates in group 
meetings; fostering a team environment. 
 
Employee Rating: 1 2 3 4 5 
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Supervisor Rating: 1 2 3 4 5 
 
Employee Comments: 
 
 
 
Supervisor Comments: 
 
 
 

 

Decision Making Makes concrete, well-informed and thought out decisions that support the 
overall organization.  Has the ability to make quick effective decisions 
even when data and details are limited.  When making unfavorable 
decisions that might have negative consequences will examine the 
impacts and potential implications to ensure that the decision is valid for 
the situation.  Demonstrates ability to break a situation down into smaller 
pieces to identify key issues; figuring out cause and effect relationships in 
order to solve them using logic and analytical methods to come to a 
realistic solution. 
 
Employee Rating: 1 2 3 4 5 
Supervisor Rating: 1 2 3 4 5 
 
Employee Comments: 
 
 
 
Supervisor Comments: 
 
 
 

 

Leadership and 
Professionalism 

Maintains a professional and positive manner even under changing or 
uncertain conditions.  Works well with a wide range of individuals to 
provide, support, coaching, encouragement and direction.  Engages others 
in order to accomplish organizational and departmental goals and 
strategies.  Self Confidence and ability to motivate others.  Accepts 
Responsibility.  Works well without Supervision.  Ability to support /build 
effective teams in the workplace. 
 
Employee Rating: 1 2 3 4 5 
Supervisor Rating: 1 2 3 4 5 
 
Employee Comments: 
 
 
 
Supervisor Comments: 
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Curve Lake First Nation 
Work Plan 

 

 

 

 
Name: Click here to enter text. 
 

Review Period: Click here to enter text. 

 
Position: Click here to enter text. 
 
 

Task/Activity Detail Timeline(s) Responsibility 

•  •  •  •  

•  •  •  •  

•  •  •  •  

•  •  •  •  

•  •  •  •  

•  •  •  •  

•  •  •  •  

•  •  •  •  

•  •  •  •  

•  •  •  •  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

- 31 -  

 

DEVELOPMENT PLAN 
Training and Development 

 EMPLOYEE COMMENTS SUPERVISOR 
COMMENTS 

Training Requirements 
and Needs 
 

  

Advancements 
 
 

  

1 Year Plan 
 
 

  

5 Year Plan 
 
 

  

Employee Training and 
Development Plan 
Completed (HRMM) and 
Attached 
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APPENDIX M OFFENCE DECLARATION FORM 
 

 
 
 
Dear Staff / Volunteer, 

 
Curve Lake First Nation Offence Declaration 

 

Thank you for completing a Criminal Background Check, which is mandated by the Curve Lake First 
Nation. 
In order to maintain the validity of the clearance we have on file for you, you must complete an Annual 
Offence Declaration Form (attached below). 
Please review the statements below, check the appropriate response, sign the form, and return it to 
the Human Resources Coordinator as soon as possible. 
Thank you. 
 

DECLARATION (Please check the applicable box.) 

 

□ 

I declare, since the last Criminal Reference Check collected by the Curve Lake First Nation, 
as the case may be, that: Up to and including the date of this declaration, I have no 
convictions under the Criminal Code of Canada, or convictions for which a pardon has been 
issued or granted under the Criminal Records Act (Canada). 

 
OR 

  

 
 

□ 

I declare, since the last Criminal Reference Check collected by the Curve Lake First Nation, 
as the case may be, that: Up to and including the date of this declaration, I have the 
following convictions for offences under the Criminal Code of Canada for which a pardon 
under the Criminal Records Act (Canada) has not been issued or granted: 

  

  

 
Print Name: 

 
   

  

Signature  Date: 
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APPENDIX N TELEWORKING FROM HOME DURING COVID-19 Pandemic 
 

 
Introduction  
Curve Lake First Nation (CLFN) supports its employee’s teleworking, wherever 
operationally possible, during the COVID-19 pandemic. This type of arrangement may 
be required due to the imperative need to promote physical distancing or 
family/dependent accommodation issues. Council reserves the right to resume regular 
on-site operations and cancel COVID-19 employee telework agreements at any time. 
Nothing in this policy supersedes the Canada Labour Code. 
 
Purpose  
The purpose of this policy is to allow for the development of effective temporary work 
from home arrangements for as many employees as possible, during the COVID-19 
Pandemic. CLFN takes the health, safety and wellbeing of our community seriously. We 
will continue to monitor this actively evolving situation and make decisions based on the 
best information available from government and health authorities. The length of time 
work from home arrangements are in place will be based on direction from government 
officials and business continuity decisions made by CLFN. When the time is right and in 
accordance with health authorities, CLFN will resume full on-site operations. 
CLFN continues to actively monitor the COVID-19 situation and the potential impact on 
the workplace and community. The day to day requirements inclusive of regular 
meetings and management check-ins will vary dependent on the nature of the work 
itself; and as a result, may vary across departments. 
 
Scope  
As per the Notice to Employees dated March 16, 2020, and until further notice, essential 
positions will be required to work from their regular workplaces and non-essential 
positions can work from home. Non- essential positions may only attend the CLFN 
workplace when it is absolutely necessary, subject to approval from their Manager, the 
Chief Operating Officer or Council. As the COVID-19 situation evolves, the list of essential 
and non-essential positions may change. 
 
Note: Managers and Supervisors may be required to attend the workplace on occasion 
to attend to urgent and unavoidable circumstances. 
 
Overview  
It is recognized that the operational needs of each department may be such that 
teleworking is not possible. Given teleworking is a relatively new phenomenon at the 
CLFN, all participants are reminded to be mindful and patient as the CLFN navigates this 
new working arrangement and to work collaboratively as required. We all have a 
responsibility and vested interest in teleworking being a successful alternative working 
arrangement now and in the future. 
 
Teleworking agreement and hours of work  
All CLFN employees who are working from home, regardless of the number of days per week, are 
required 
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to review and sign a Teleworking Agreement during COVID-19 and Confidentiality Agreement 
(“teleworking agreement”) inclusive of the CLFN’s Home Office Safety and Ergonomic Guideline. A 
teleworking agreement will be completed in full and submitted to the manager/supervisor for 
approval. 
 
It is CLFN’s expectation that employees will telework during the employee’s regular hours of 
work in accordance with their employment contract and standard hours of work (e.g. 39.5 
hours per week, 8.0 hours per day from Monday to Thursday and 7.5 hours on Friday). 
 
There may be circumstances where an employee requests an accommodation involving a different 
work schedule due to dependent needs and/or medical needs while they are teleworking; and CLFN 
will make every effort to accommodate such self-identified requests. Where an employee is not 
working a straight shift with regular working hours, they must document their request to 
accommodate hours of work on the teleworking agreement in order to ensure that management 
approves their modified work schedule and when they are working. Some “core hours” may be 
required dependent on operational need. 
 
Finally, employees are expected to maintain their hours of work schedule in accordance with the 
teleworking agreement; and if they deviate from their schedule, a request in writing must be 
submitted to their manager/supervisor and a revised teleworking agreement may be necessary. A 
mechanism to track any deviation from the regular schedule is important for health and safety. 
 

Productivity and Performance Expectations  
Managers and Supervisors will work with their direct reports to identify and track tasks, projects 
and deliverables, which will be unique to each position. While it is recognized that all positions will 
not be able to be 100% productive at all times, the goal is to establish meaningful work for each 
valued position at CLFN, which can be successfully completed from home. This may include 
establishing professional development goals which are mutually beneficial and can be achieved 
remotely. Some of these PD initiatives will be mandatory and employees will be expected to 
complete mandatory training within defined timelines. Support and training will be made available 
for those who are unfamiliar with on-line learning. 
 
Because Telework is new to CLFN, in order to inform ongoing discussions about productivity and 
performance, employees will be required maintain a work plan, task list or work log and be 
prepared to submit to their Supervisor via email upon request. 
 
Accommodations  
With schools out across the country, the reality for many employees is that they are working from 
home while their children are home. Many employees also may have relatives who will rely upon 
them as a caregiver during the pandemic. Requests for an unpaid Leave of Absence will be 
considered when requested by employees. 
 
CLFN is committed to accommodating employees pursuant to the Canadian Human Rights Act. 
During the pandemic, childcare and dependent care obligations have become more prevalent, 
however a teleworking arrangement and/or flexible hours is NOT a replacement for dependent 
care. During the pandemic it is recognized that dependent care or child care may not be available; 
however, employees are expected to complete their full weekly hours and, if they need to split their 
shift or work alternate hours, it must be reflected on their teleworking agreement. 
 
Further, management has the right to ask questions such as what alternative options 
have been investigated before committing to an accommodation arrangement. 
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Working from home requirements  
A. Employees shall not have in-person meetings at their home. 

B. Employees shall not have in-person meetings in their personal vehicle. 
C. Every effort will be made to offer assistance and ensure that employees feel supported 

and are set up to succeed in their work from home arrangements. 

 
Hours of work  
Employees are expected to be online and available over the course of the entire workday and attend 
meetings through virtual meeting platforms, such as GoToMeeting or Zoom. Employees will be 
expected to manage their personal matters alongside their work responsibilities within reason and 
be as productive as possible throughout the day. 
 
Work from home employees are expected to respond within reason to requests from their 
supervisor, manager and colleagues or to provide an explanation for not being able to do so and seek 
accommodations where necessary. 
 

A. Employees are expected, as much as possible, to maintain the hours of work 

they normally worked when on-site and be available to their supervisor during 

those hours. Supervisors and managers will routinely set expectations regarding 

hours of work and productivity and address concerns as they become known. 

Routine conference calls or virtual meetings will be scheduled to maintain 

communication channels related to the employee’s work for the week. 

B. In addition to teleworking, employees may require accommodated hours due to 

dependent care obligations, childcare obligations or medical conditions, for example, 

split their shift or work over six days versus five. Regardless of what the hours of work 

are, they should be clearly documented on the teleworking agreement and employees 

are expected to maintain adherence. There needs to be a clear distinction between 

“work hours” and “non-work hours”. 

C. Employees are expected to maintain a regularly reoccurring work schedule. This is in 
the best interest of the employee, so their manager/supervisor knows when they are 
immediately available. 

D. If an employee needs to deviate from their work schedule, they must advise their 

manager/supervisor in advance and follow the departmental absence reporting 

protocols. 

E. Employees who request accommodated hours will be paid for actual hours worked for 

such a schedule given it is employee-initiated not employer-initiated. 

F. Employees working accommodated hours due to childcare obligations, 

dependent obligations or medical conditions are required to notify their 

manager/supervisor if there is a change in circumstances and if the 

accommodated schedule or the teleworking arrangement is no longer required. 

G. The departmental manager has final authority to sign off on the teleworking agreement. 

H. The provision of the existing Hours of Work and Breaks Policy and Overtime and 

Additional Hours policy will apply from home. 

I. Timesheets, Monthly Attendance and Leave Requests will be completed as usual and 

submitted to your supervisor for approval. 

 
Health and safety requirements  
For more information about ensuring a safe work space at home (telework and telecommuting), click here 
Canadian Centre for Occupational Health and Safety 

A. Employees will review, acknowledge and submit the CLFN’s Home Office Safety 

https://www.ccohs.ca/oshanswers/hsprograms/telework.html
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and Ergonomic Guideline as part of their teleworking agreement. 

B. Employees must report any work-related injuries or illness which occurs during 

their work hours to their manager/supervisor by completing a CLFN 

Accident/Incident Report. 

C. Employees must allow CLFN representatives from Health, Safety and Wellness and/or 

their manager/supervisor to inspect their homework-station where an injury occurred 

in order to conduct any sort of assessment or investigation arising out of the 

illness/accident; and it is further understood that employees teleworking may be 

required to grant access to their premises to Federal Health and Safety Officers, 

Ministry of Labour or Workplace Safety and Insurance Board authorities. 

 
Technology requirements  

A. Employees must recognize that the CLFN’s insurance coverage does not apply to non-CLFN 
equipment. 

B. Where it is evident that employees have failed to take reasonable precautions to 

secure and protect CLFN property, the CLFN will not be held liable for loss or 

damage of such property. 

C. Employees agree that CLFN equipment and property inclusive of hardware, software, 
data and supplies must be restricted to CLFN business and any damage or misuse must 

be reported immediately to their manager/supervisor. 

D. Employees agree to return all CLFN equipment and property to the CLFN where 
employment has ceased or upon request by the CLFN. 

 
Management’s right to direct the workforce  
Employees understand that a teleworking arrangement does not negate the right of management to 
direct the workforce, and/or enforce CLFN policies which may be amended from time to time. 
Timely responses to emails, attendance at site and virtual meetings, and regular office protocols are 
expected conditions of employment. 
 
CLFN policies, procedures and programs  
All CLFN policies, procedures and programs continue to apply to teleworking agreements, including 
leave policies. Appropriate professional behaviours are expected when conducting CLFN business, 
inclusive of all approved policies. 
 
Insurance coverage  
Prior to entering into a formal arrangement with the CLFN, employees should consult with their 
insurer (home) to review their policies. 
 
Security and confidentiality  
Employees must take all reasonable precautions to secure and protect CLFN property and data, 
regardless of the physical location where their work is being conducted. Employees are expected to 
take information security seriously, especially while remote. When teleworking, privacy and 
confidentiality of CLFN data must be maintained: 
 

A. A separate, dedicated space for a home office will assist in keeping equipment, data, and 

documentation within a designated area to avoid loss or inappropriate access. Whenever 

possible, this space should have a lockable door, or have lockable cabinetry where 

equipment and documentation can be stored. 

B. If the home office space is shared or within a common area of the residence, employees 

must ensure equipment is password-protected or locked when temporarily unattended 
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or not in use; sensitive information is not discussed in the presence of others or where it 

can be overheard; and documentation or screens are placed in view of the employee 

only. 

C. In a shared workspace, documents printed, scanned or faxed should be supervised to 

ensure they are not retrieved or accessed by other individuals. 
D. Passwords should be complex and not recorded or accessible to others. 

E. Avoid removing personal or sensitive documentation from CLFN sites. 

F. Employees must avoid connecting to any public WIFI networks using their CLFN-issued devices. 
G. Employees must ensure that they take precautions to secure their home wireless 

network if connecting their CLFN-issued device to their home WIFI. 

H. No CLFN business or records should be transmitted or transferred through or onto a 

personal device not issued and approved for use by the CLFN. Furthermore, connecting, 

docking or otherwise synchronizing any unapproved device with any CLFN technology, 

including servers, laptops, networks, systems, or devices, without pre-approved written 

consent of the CLFN is prohibited. 

I. Employees may not dispose of any CLFN records at the residence but will ensure that 

such records are returned to the CLFN and disposed of via the acceptable record 

disposal process and marked shredding consoles. 

J. Immediately report any potential breach of privacy to a direct manager or supervisor, 

where there may be unauthorized access, disclosure, loss or theft of personal/sensitive 

information or CLFN device. 
K. Employees must continue to adhere to all CLFN policies. 

 

Attendance Management  
Employees are expected to schedule their vacation, sick, and special leave time based on the 
guidelines of the HRMM or CLFN may need to schedule vacation time off for employees. 

A. The regular protocols to report an absence continue to apply to teleworkers. 

B. The regular protocols to request time off continue to apply to teleworkers. 

C. Employees may not work additional hours or overtime unless preapproved in writing by 
management. 

D. Employees may not cancel vacation unless preapproved by management. 

E. Employees may not alter their telework hours of work schedule unless preapproved by 
management. 

F. Employees recognize that, except in the case of standby or call back, employees are 

not expected to respond to emails or calls outside their telework hours of work 

schedule. 

G. Pursuant to (F) above, employees recognize that if they choose to respond outside their 

telework hours, it will not trigger the overtime provisions of the HRMM. 

 
Mileage  
Employees recognize that they may be required to attend their regular work location for meetings or 
pick up or deliver work-related items from time to time. When such travel occurs, employees are not 
entitled to mileage. If employees are required to attend meetings at another location, their CLFN or 
their home, whichever is closer is considered their regular work location for the purposes of 
determining mileage in accordance with the Finance Policy. 
 
Office Supplies and Maintenance Requirements  
Reasonable requests for Work From Home supplies or other amenities will not be denied. Requests 
should be made to your supervisor. Employees will be supplied with common office items within 
reason. 
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Technical support  
Employees will be provided with access to necessary technologies to work from home. Devices are 
provided to conduct CLFN business ONLY and all CLFN business must be conducted using those 
devices. Special requests should be made to the IT department through your supervisor. Employee 
who are experiencing technical difficulties while working from home should contact the IT 
department directly and copy their supervisor. 
 
Teleworking duration  
Currently teleworking agreements can be entered into effective immediately, up to and including 
September 25, 2020; after which time CLFN will assess the continued impact of COVID-19 and its 
impact on the workforce. Council reserves the right to resume regular on-site operations and cancel 
COVID-19 employee telework agreements at any time. 
 
Abuse of teleworking arrangement or CLFN Property  
The CLFN retains the right to monitor, audit, or investigate any activity occurring on CLFN-issued 
devices or across CLFN transmissions or data storage. Where it becomes apparent that a potential 
abuse of the teleworking agreement may have occurred, employees will be notified of such concern 
by their manager/supervisor and the normal protocols regarding a workplace investigation will 
occur. Where abuse of the arrangement has occurred, the CLFN is within its right to cancel the 
arrangement. See Working from Home Requirements above for additional information. 
 
Resource list  
For further information please contact your manager, the Human Resources Coordinator or the 
Chief Operating Officer. 
 
EMPLOYEE RESPONSIBILITIES  

• Ensure a suitable remote workspace, taking into consideration safety, 

ergonomics, privacy and confidentiality. 

• Ensure internet connection is available. 

• Guarantee regular check-in of work voicemail and/or have calls forwarded to a 
home, or cell phone device. 

• Use conferencing technologies to hold and attend meetings, such as GoToMeeting or Zoom. 

• Log into email and calendar regularly. 

• Ensure access to applications and files remotely and request VPN access, if necessary. 

• Fulfill the expectations agreed upon with their manager regarding the scope of 
their remote work assignment and honour agreed upon hours of availability to 
communicate. 

• Conduct CLFN work on supplied CLFN devices ONLY and take all reasonable 
steps to ensure the protection of CLFN information. 

• Report any malfunctions to equipment as soon as possible to supervisor and IT Services. 

• Continue to report absences due to injury, illness, or caring for a family member to 
their supervisor as soon as possible. 
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MANAGER/SUPERVISOR RESPONSIBILITIES:  
• Establish agreed upon hours of work and methods of communication e.g. telephone, email, etc. 

• Communicate specific expectations to individual team members based on each 
person’s needs, circumstance and job responsibilities. 

• Ensure that the telecommuting assignment is mutually beneficial. Planning and 
communicating expectations as soon as possible is essential. 

• Communicate expectations for the day, and as appropriate, request a report from 

staff at the end of the day with respect to work accomplished. 

• Use technology to support communication and collaboration. This may include 

emails, telephone calls, virtual meeting platforms or other services approved by 
CLFN IT. 

• Be flexible and support employee needs to manage childcare, etc. 
 

 
Considerations and recommendations for a safe home working environment 

Part 1 of this guideline is to be reviewed and acknowledged by the employee who has been approved to 
work from home and must be submitted to their manager/supervisor for review/discussion along with 
the teleworking agreement. Where necessary, your manager/supervisor may ask for a picture to 
document attestation of this information. 

Part 2 is completed by the employee’s manager/supervisor. 
 
Part 1: To be completed by employee 
 

Employee name:  

Position:  

Department:  

Date:  

General Health and Safety Considerations: 
 

Workspace 

Conducive to a productive work environment. Items to consider include appropriate space, privacy and minimal 
distractions. 
First aid equipment is available. 

Slip, trip and fall hazards 

Floors or floor coverings are in good condition and free from trip hazards, such as tears or holes. 

Walkways and corridors clear of trip hazards. 

Floor area around your desk clear of boxes, papers and cables. 

Equipment 

The equipment in the workspace in good repair, secured and stable. Items to consider include 
chair, desk, shelves. 

Fire and electrical safety 

The home is equipped with a working fire alarm and the batteries have been changed annually. 

Consider an alternate route of exit if the main exit were to be compromised. 
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Electrical equipment and cables are in good condition. 

The workspace and home are free from any fire hazards. Items to consider include candles, items touching 

portable heaters, etc. 
Regularly dispose of waste, including papers, to prevent a buildup of fire “fuel”. 

Turn off equipment when not in use. 

 
 

Working alone 

Have the name and number of a manager who you can get in touch with programmed on your phone or 

readily available. 
Develop a system/plan for regularly “checking in” if you are not visibly online each day. 

Keep your home secure. 

Ensure that important files and laptops kept locked away securely when not in use. 

Harassment and/or violence 

If you have any issues or concerns, please connect with your manager. 

Stress/psychological wellbeing 

Develop a clear schedule and establish your shifts (start and end), breaks and lunch. It is 
important to take time for yourself. 

If you are having a challenging time, please connect with your manager/supervisor so you can work 

through some strategies. Your manager can also connect you with the support programs available through 
the Employee and Family Assistance and other Programs and resources. 

Wellness 

Make your personal wellness a priority! Find time to move your body, eat well and relax. 

 
Home Office Ergonomics 

All employees working from home are required to complete the following e-Learning 
module https://www.iwh.on.ca/archive/eofficeergo/en/index.html. Date training 
completed: 
 

 
Considerations 

 
Recommendations 

What proactive 
measures have you 

taken? 

Work surface (desk or table) and 
space 
 

 
 
 
 
 
 
 

• Ensure that the work surface height is 
appropriate so that your elbows are at 90 
degrees, you may need to find a chair that 
goes up higher and add a footrest OR a chair 
that goes lower. 

• Ensure that the desk is sturdy enough to hold 
the weight of any peripheral equipment that 
you may place on it (e.g. laptop, monitor, 
printer). 

• Ensure there is enough space on the work 
surface so you are not reaching or twisting 
often. 

• Items that are used often should be 
positioned closer to minimize repetitive 

reaching. 

 

https://www.iwh.on.ca/archive/eofficeergo/en/index.html
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Considerations 

 
Recommendations 

What proactive 
measures have you 

taken? 

 • If you are transferring information from paper 
to electronic try to get the document more in 

line with your vision in front of you vs. looking 
down. A document holder can be considered. 

 

Chair 
 
 

 
 
 
 
 
 

 Adjustable chairs are preferred. 
Ensure that the chair is in good condition, all 
mechanisms are working and that the cushion 
is in good condition. 
Read the chair’s manufacturer’s instructions 
and learn how to adjust your chair to fit your 
body. 
If your feet are dangling place a footrest 
under feet, you can get creative by using a 
box. 
Pillows can be positioned behind your low 
back to provide additional support or it can be 

used underneath your bottom to position you 
higher on the chair. 

 

Keyboard and Mouse 
 

 
 
 

• It is best to use an external keyboard and 
mouse while working off a laptop. 

• The keyboard and mouse should be on the 
same surface and keep the mouse shoulder 
width away. 

• The keyboard and mouse should be positioned 
close to the body - so that your elbows are at 
90 degrees while your upper arms are right by 
your sides 

 

 
 
 

 
Considerations 

 
Recommendations 

What proactive 
measures have you 

taken? 
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[Sign & Date here if not submitting electronically] 

Employee Signature MM/DD/YYYY 

Monitor/ screen 
 
 

 
 

 
 
 
 
 
 

• The monitor should be positioned right in 
front of you and no higher than your eye 
height. If you wear bi or tri focals the monitor 
should be positioned lower than eye height. 
You may need to be creative and position 
books underneath your monitor or consider 
monitor or laptop riser. 

• The monitor should only be about an 
arm’s length away. 

• Ensure there is no glare on the monitor. You 
may need to close blinds or reposition your 
desk or lights. 

• Ensure you can clearly see the contents on 
screen, you may need to adjust the size, 
brightness or contrast. Or it may be 

time for an eye exam. 

 

Posture 
 

 
 
 

• Always try to sit up tall with a good 
posture, that is the position our bodies 
appreciate. 

• As you bend your head forward there is 
more strain on your neck. 

• If you are experiencing discomfort do a 
“freeze frame” on yourself, chances are your 

posture is causing the discomfort. 

 

Breaks and movement • 5-minute breaks should be taken every 
hour to incorporate movement into the day. 

• Try doing some stretches. 

• Stand up while taking calls. 

 

 
Helpful information: 
 

A. Centre of Research Expertise for the Prevention of Musculoskeletal Disorders, Office 
Ergonomics:(highly recommend reviewing this document, the images above are from this 

document) 

B. Canadian Centre for Occupational Health and Safety: Telework/ Telecommuting 

C. Workplace Safety & Prevention Services (WSPS): During Work Stress Releasers, Work 

Warm- Up, Stretch and Flexibility Program 

 
 
 
 
 
 

D. https://www.morneaushepell.com/ca-en (Morneau Shepell Employee and Family 

Assistance Program) 

https://www.msdprevention.com/userContent/documents/Resource%20Pool/Quick%20Start%20Guide%20Office/MSD%20Quick%20Start%20Guide%20-%20Office%20Mini%20Posters%20DOWNLOAD.pdf
https://www.msdprevention.com/userContent/documents/Resource%20Pool/Quick%20Start%20Guide%20Office/MSD%20Quick%20Start%20Guide%20-%20Office%20Mini%20Posters%20DOWNLOAD.pdf
https://www.msdprevention.com/userContent/documents/Resource%20Pool/Quick%20Start%20Guide%20Office/MSD%20Quick%20Start%20Guide%20-%20Office%20Mini%20Posters%20DOWNLOAD.pdf
https://www.ccohs.ca/oshanswers/hsprograms/telework.html
https://www.wsps.ca/WSPS/media/Site/Resources/Downloads/ergonomics_during_work_stress_releasers.pdf?ext=.pdf
https://www.wsps.ca/WSPS/media/Site/Resources/Downloads/ergonomics_during_work_stress_releasers.pdf?ext=.pdf
https://www.wsps.ca/WSPS/media/Site/Resources/Downloads/ergonomics_during_work_stress_releasers.pdf?ext=.pdf
https://www.morneaushepell.com/ca-en
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Please include a picture of your newly adjusted telework office workstation (optional): 
 
 

 
 
 
 
 
 

 
Please remember - work should not hurt! 
 
If you have any concerns or experience an illness/injury while working at home, it must be reported to 
your manager/supervisor and you must complete an CLFN Accident/Incident Report . 
 

☐ Please check this box if you are filling your response electronically, this represents your 

signature, you must also select the date. 

 
 

 
Employee Signature 
 
 
 

Date 
 

 
Part 2: To be completed by direct manager/supervisor 

The manager/supervisor shall ensure that the employee has reviewed the guidelines. They will 

follow up with the employee as required – if there are any changes and at least annually. They 

will also retain this document. 

If equipment has been provided for home use, ensure that an inventory is maintained. 
 

Notes or comments: 
 



 

- 44 -  

 

 

☐ Please check this box if you are filling your response electronically, this represents 

your signature, you must also select the date. 
 
 
 

Manager Signature 
 
 
 
 
 

Date 
 
 

 
 
 
 
 
 
CLFN Covid 19 Telework Agreement and Confidentiality Agreement 
 

            Employee Name  

      Department  

Telework Start Date 
  

 

(No later than Sept 25/2020) 

 

 

 

 
CLFN’s expectation is that employees will telework during the employee’s regular hours of 
work in accordance with their employment contract and standard hours of work. Special requests 

for schedule accommodations for medical and family status or other human rights grounds should 

be detailed on this form. 

 
I request permission to work the following teleworking arrangement, for the duration identified 

[Sign & Date here if not submitting electronically] 

Manager Signature MM/DD/YYYY 

 

 

 Telework End Date  
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above: 
 

Flexible Working 

Hours Compressed 

Work Week Reduced 

Hours of Work 

 
Please indicate the reason(s) for your telework arrangement requrest if it varies from your regular 

hours: 

 

Please identify the prohibitive grounds reason for which you are requesting a scheduling accommodation: 

race, national or ethnic origin, colour, religion, age, sex, sexual orientation, gender identity or expression, 

marital status, family status, genetic characteristics, disability and conviction for an offence for which a 

pardon has been granted or in respect of which a record suspension has been ordered and provide additional 

information that may be required to assess CLFN's Duty to Accommodate below 

 

 

 
 Telework Schedule:  
 

Work Schedule Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

Start        

End        

Lunch        

Breaks        

Total Hours        

 
 Document Pre-Approved Arrangements Related to the Following:                                                                        

Overtime 

 
 

Peak Vacation or Other Periods 

 
Process should this arrangement be cancelled 

 
 

 In Office Schedule (for those positions designated in the policy)  
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Please confirm what CLFN equipment you have in your possession while teleworking: 

Laptop  

Desktop  

Printer  

Monitor 

Docking 

Station 

Office Phone 

Keyboard/Mouse 

Office Supplies 

Chair 

Head

set Other: 

 
Work Schedule Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

Start        

End        

Lunch        

Breaks        

Total Hours        

 
 Employee Agrees to the Following:  

 
I have reviewed and understand the Teleworking From Home During Covid 19 Guide and 

agree to fulfill my role as outlined therein and to comply with the Requirements 

 
I understand that teleworking is a privilege and is administered in accordance with CLFN 

policies, procedures, employment standards and legislation 

 
I understand my request is subject to management approval which will be made on a case 

by case basis in accordance with this temporary policy. 

 
I understand that if I request a teleworking agreement that is approved, and is outside 

the CLFN Hours of Work and Additional Hours and Overtime Policies, I will not be entitled to 

overtime resulting from such arrangements. 
 

 
 

 
Employee Signature  

Please check this box if you are filing this request electronically - this represents your signature. 

 
Date of Electronic Submission: 

 Date 

Sign and date here if not submitting electronically: 

Employee Signature Date 
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 Application Status:  

Approved  

Denied Reason(s) if Denied: 

  

  

Supervisor Signature  

Please check this box if you are filing this request electronically - this represents your signature. 

 
Date of Electronic Submission: 

 Date 

Sign and date here if not submitting electronically: 

Supervisor Signature Date 

Manager Signature  

Please check this box if you are filing this request electronically - this represents your signature. 

Date of Electronic Submission: 

 Date 

Sign and date here if not submitting electronically: 

Manager Signature Date 
 
 
 
 
 
 
 

  
 Covid 19 Telework Confidentiality Agreement  

I acknowledge that I have access to and may learn confidential and/or personal health information 

through my employment with CLFN and understand that this information is confidential. 
 
I agree that I will not access, use or disclose any confidential an/or personal health information 

that I learn of an/or possess because of my affiliation with CLFN, unless it is necessary for me to 

do so in order to perform my job responsibilities. I also understand that under no circumstances 

may confidential and/or personal health information be communicated either within or outside of 

CLFN, except to persons who are authorized by CLFN to receive such information. 
 
I agree that I will not alter, destroy, copy or interfere with this information, except with authorization 

and consent of the involved parties.  
 

 

I agree to keep my computer access codes and passwords confidential and secure. I will protect 
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physical access devices (for example keys) and the confidentiality of any information being accessed. 

I agree I will not lend my access codes or devices to anyone, nor will I attempt to use those of others. 

I understand that access codes come with legal responsibility and that I am accountable for all work 

done under those codes. If I have reason to believe that my access codes or devices have been 

compromised or stolen, I will immediately contact my manager. 
 
I acknowledge and agree that I am responsible for the safe and secure transport of all confidential 

and/or personal health information that I remove from the site and am responsible for the safe and 

secure return of such information to CLFN.  
 

 

Should it come to my attention that any confidential and/or personal health information has gone 

missing or been stolen I acknowledge and agree that it is my responsibility to bring that to the 

attention of my supervisor immediately, including a report on where the information was last seen and 

who may have had access to it and what measures I took to keep the information secure during 

transport. I agree that I will be responsible to provide evidence and information to whomever CLFN 

deems necessary to carry out CLFN's responsibility under the appropriate privacy and access 

legislation.   

I acknowledge that I have read and understand the CLFN Telework Policy and Telework 

Confidentiality Agreement dated August 17/2020. 

Further, I agree to adhere to these policies and guidelines and will ensure that employees working 

under my direction adhere to this policy. I understand that if I violate the rules and procedures 

outlined in this policy, I may face disciplinary action. 

 
 Employee Signature   

Please check this box if you are filing this request electronically - this represents your signature. 

 
Date of Electronic Submission: 

  

  Date 

Sign and date here if not submitting electronically: 

Employee Signature  Date 
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APPENDIX O COMPENSATION ADMINISTRATION 
 
Curve Lake First Nation uses a point factor system based on specified compensable factors.  The result is 
an ordering of positions in levels of relative “scoring” within the organization.  Using the point factor 
system, all positions are rated against the top position within the First Nation Administration, presently 
named the Chief Operating Officer.  There are six levels to each position within the salary grid. 
 

1. DETERMINING NEW HIRE SALARY 
 

1.1 All negotiations with new hires are completed through the Human with a recommendation from 
the Department Head. 

1.2 Department Heads have the authority to offer up to Level 3 of the salary grid.  This decision will be 
based on the following: 

a. Candidate Scores: 
a. Candidates who score 65%-75% in the interview will be offered Level 1. 
b. Candidates who score 76%-90% in the interview can be offered Level 2. 
c. Candidates who score 91% or more in the interview can be offered Level 3. 

b. Candidate Experience: 
a. Candidates with minimal experience will be offered Level 1. 
b. Candidates with some experience can be offered Level 2. 
c. Candidates with substantial experience can be offered Level 3. 

c. Negotiation may be considered depending on the length of time a position was vacant (6 months 
or greater) and/or difficulty to fulfill the role. 

1.3 In the event candidates want to negotiate a higher salary than Level 3, their requests will be 
submitted to the Chief Operating Officer for consideration  recommended by the Department Head 
and Human Resources Department. 

1.4 For Management positions, the Chief Operating Officer will make the final decision on the salary 
offered within the approved salary range for the management position but will still follow steps 
outlined in 1.2. 
 

2. INCREASE FOLLOWING SUCCESSFUL COMPLETION OF PROBATIONARY PERIOD 
 

2.1 Upon successful completion of the probationary period (6 months or 9 months if extended), the 
supervisor may make a recommendation to increase the salary of the incumbent up one level of 
the salary grid to the Chief Operating Officer when the supervisor feels the incumbent has 
Exceeded Expectations in at least 75% of the competency areas. 

2.2 The Chief Operating Officer will consult with the Human Resources to ensure probationary 
evaluations have been completed in their entirety and meet the minimums required to warrant an 
increase. 

2.3 Increases will only be granted when specific goals have been set and can be demonstrated as met 
by the incumbent through the evaluation process. 

2.4 Probationary evaluations submitted for an increase that do not explicitly outline goals and 
objectives will not be considered for an increase. It is the responsibility of the supervisor and 
employee to complete the goals. 
 

3. MERIT BASED INCREASES 
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3.1 Every year during the Annual evaluation process, employees may see an increase effective the 
following fiscal year. 

3.2 The supervisor may make a recommendation to increase the salary of the incumbent based on the 
following: 

a. Employees may increase one level where the supervisor feels the incumbent has Met Expectations 
or higher in all competency areas. 

b. Employees may increase two levels where the supervisor feels the incumbent has Exceeded 
Expectations in at least 75% of the competency areas with nothing lower than Meets 
Expectations. 

3.3 Employees who are at the top of their salary level will not be eligible for merit based increases. 
 

4. COST OF LIVING ADJUSTMENT 
 

4.1 During the annual budgeting process, the management team will include a Cost of Living 
Adjustment included to the position. 

4.2 Cost of Living Adjustments are separate from Merit Based Increases. 
4.3 Cost of Living Adjustments will be based on previous years CPI (Consumer Price Index) 

 
5. COMPLETION OF LONG TERM TRAINING (6 MONTHS OR MORE AND PAID BY CLFN) 

 
5.1 Employees who complete long term training that is part of their training plan or a requirement of 

their role will be eligible for an increase of one level upon the successful completion of their 
training provided they are not at the top of their salary range. 

5.2 Some individuals in the organization may be required to undergo training as part of the 
employment offer.  These training and increase provisions will be detailed in the employment 
offer. 
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APPENDIX P JOB DESCRIPTION EVALUATION 
 
Job evaluation refers to a systematic ranking of jobs, in relation to other jobs in an organization.  Curve 

Lake First Nation uses a point factor system based on specified compensable factors.  The result is an 

ordering of positions in levels of relative “scoring” within the organization.  Using the point factor system, 

all positions are rated against the top position within the First Nation Administration, presently named the 

Chief Operating Officer.  Attached to the point factor system are salaries. 

 

Job evaluation is intended to measure significant and permanent changes to the job function.  It is not 

designed to measure personal attributes or qualifications of the employee, nor is it intended to assess 

performance, seniority, confidentiality or volume of work.  Job evaluation is separate from the evaluation 

and assessment of individual employee skills or individual performance. 

 

1. GENERAL PROCESS OF RE-EVALUATION 

 

1.1 There are two reasons a position may be re-evaluated: 

a. A position is vacant and the hiring department head wants to ensure they are recruiting for the 

correct level, based on the expected duties; 

b. The duties have changed substantially since the incumbent was hired and either the department 

head or the incumbent requests a re-evaluation after updating the job description. 

1.2 All requests for re-evaluation must be submitted through the Department Head to the Human 

Resources Department with rationale as to what is being re-evaluated and why based on the 

approved job description. 

1.3 A meeting will occur within one month to review the job description. 

1.4 The re-evaluation group will be made up of three individuals: 

a. The Department Head of the position being reviewed; 

b. Human Resources; 

c. Chief Operating Officer, or if the department is the administration, one other impartial Department 

Head  

1.5 In the event an individual on the re-evaluation group is in a position of conflict, an alternate will sit 

in their place as determined by the Chief Operating Officer. 

1.6 All decisions will be made by consensus.  If consensus is not achieved, the evaluation will remain 

unchanged. 

1.7 Once the re-evaluation has taken place, the Department Head  (and the employee if applicable) will 

be provided with a letter from the Human Resources outlining any changes and rationale to the 

job description and an effective date of April 1 of the following year. 

1.8 There will be one opportunity to appeal the decision of the re-evaluation group.  The appeal group 

will be made of up three individuals: 

a. The Chief Operating Officer; 

b. Human Resources; 

c. Chief Operating Officer One other impartial department head who was not on the intital board and 
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who has be trained on how to evaluate positions using the compensable factors tool. 

1.9 Job descriptions can only be re-evaluated: 

a. When a position is vacant; 

b. Once per year after April 1. 

 

2. RE-EVALUATION WHEN THE POSITION IS VACANT 

 

2.1 Pursuant to 1.1a, when a position is vacant and the hiring manager wants to ensure they are 

recruiting for the correct level, based on the expected duties they can request a re-evaluation of 

the job description prior to posting. 

2.2 The re-evaluation then follows steps outlined in 1.2 to 1.9. 

 

3. RE-EVALUATION BY REQUEST OF THE MANAGER OR INCUMBENT 

 

3.1 Pursuant to 1.1b, in instances where there has been substantial change in a job’s duties and 

responsibilities, department heads and employees may also request a job be re-evaluated after 

updating the job description. 

3.2 The job description being reviewed must be amended and signed off by both the supervisor and 

employee. 

3.3 The re-evaluation then follows steps outlined in 1.2 to 1.9. 

 


