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Conditions of Employment
1. Hours of work – recognized by Rimbey F.C.S.S:

a. Part time hours of work shall be as per job description at time of employment (or changed between the Executive Director and Employee).

b. Hours shall be worked at any time during the week at the discretion of the Executive Director depending on the requirements of the program: however, regular office hours are Monday to Friday 8:30 am to 4:30 pm; closed from 12:00 to 1:00 pm for lunch.
2. Orientation – New staff shall be provided with minimum of eight hours of paid orientation.

3. Probationary period shall be 300 hours for Office Staff and Health Care Aides beginning on the first day worked.

a. Employees shall be evaluated and, if satisfactory performance has occurred, the Employee shall be brought on as staff.

b. Employees performing unsatisfactorily during the probationary period will be terminated or probationary period may be extended for further training.

4. Disciplinary action – The Executive Director will take disciplinary action when the situation warrants.
a. Documentation of the incident or behaviour shall be recorded in writing to include dates, locations, people involved and brief description of event.


b. The Executive Director shall take immediate action to rectify the situation.

c. Failure to comply with the agency policies may result in any of the following disciplinary actions:



i. Warning – verbal or written

ii. Suspension – instituted by Executive Director with written notification to F.C.S.S. Board



iii. Immediate termination of employment

5. Substance Misuse – For the purpose of this policy, substances include alcohol, cannabis and its derivatives, amphetamines, cocaine, barbiturates, and other narcotics, and any other drugs.

a. Normally the use of any substance on the job is prohibited. Medical use of marijuana in the workplace may be permitted where supported by appropriate medical evidence, as a form of accommodation, including medical proof of prescription and sufficient medical indication that the employee actually has to ingest marijuana during working hours, together with sufficiently detailed information regarding the frequency, volume and method of ingestion relating to such prescribed medical use. 

Employer has the right to prohibit impairment on the job, particularly in safety-sensitive positions. 

 Reporting to work while impaired either by drugs or alcohol, or smelling like alcohol or cannabis, is deemed unacceptable and will be approached with zero tolerance.

b. Employees abusing this policy will be subject to discipline, which may include immediate termination of employment.

c. Employees who are receiving assistance or treatment for a substance related problem are not exempt from this policy.


d. Employees must disclose any criminal charges and or convictions to agency E.D.


e. Provide criminal record check as requested by E.D.
CONDITIONS OF EMPLOYMENT – continued
6. Smoking policy – The F.C.S.S. Office is a smoke-free environment. Smoking in not permitted at any time or in any place within the F.C.S.S. office space. Employees who choose to smoke must follow Government of Alberta legislation for distances from buildings.
7. Personal cell phones –Personal phone calls during work hours is strongly discouraged.
8. Theft – Employees caught stealing shall be dismissed.

9. Office Staff Dress code – Personal appearance shall reflect standards of decency, utility, health and safety.


a. Clothing and footwear, jewellery and grooming shall be neat, clean and appropriate.

b. Employees wearing inappropriate clothing shall be required to change before seeing clients.
c. Old or torn jeans, sweatpants, halter tops, running shoes, short skirts and shorts (2” above the knee) are not permitted.


d. Chewing gum is inappropriate and is not acceptable in the office setting.

10. No perfume/cologne shall be worn in the workplace.

11. Computer Use – Use of F.C.S.S. computers for personal use during working hours is prohibited. This includes personal email, chatting networks, Facebook, MSN, E-Bay, Twitter, etc.
Referenced Source for Item 5a: www.canadian lawyermag.com/article/marijuana-and-the-canadian-workplace-3378/24/11/2017 Workplace Solutions Sept. 9 Written by Peter Straszynski
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This Policy shall be reviewed at the discretion of the Board but at least annually.
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