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Prefoce

This manual sety owt termy and condifions of employment applicable to- employees of
the Atlantic Centre of Excellence for Womenls Healtiv (ACEWH).  Due to- the location
on the Dallvowsie campus and thurowglv Uy afflliation withv Dallvousie Uniaersity,
ACEWH obtaing some adiministrative services from tive University and iy an Associated
Employer for tive purposes of nsnred benefity and pension plan provisions.  While
some of the policies and procedures outined in this manual parallel those of thve
University or are prescribed by Hie University i respect of Hhe wse of Uy services, and
references are made to-the University i respect of certain policies, all terms and
conditions of employment are established and administered by ACEWH for Uy
employees.



2. HOURS OF WORK, SALARY PAYMENT AND WORKSPACE
1.1 Hours of Work

lw accepting employment withv ACEWH, an employee assumes an ohpligation to- provide
services during specified working howrs:  The standard work week for full time
employees s 7 howry per day, Monday to- Friday. ACEWH W supportive of flexible
working arrangements provided such arrongements are feasible based on tive noture of
e employee’s dunties and providing Hiere s no- adwerse impact for ACEWH.  The
oy B o the employee fo- suggest arrangements that fully meet these reguirements.
Approval W required. from Hie Executive Director  However, the core howry of 9:30 to-
3:30 n the ACEWH offices should be maintained. Evening and weekend work may
be required from tume to- time, for wirieh partlal leanve un Liew of overtime may be
granted.

1.2 Overtume

When long howrs are needed, an employee may be compensated. by tme off i Uew: [
ovoer to- gualify for time off n lew, the employee must be able to- produce a clear,
accnrote and sotisfactory recovd of Hhe overtime worked [see Request to- Work Overtime
form]. Time off in liew must be approved i advance by He Executive Divector, and
wsedl within one montiv of Uy oterrrence.

1.3  Salary Payment

Pay day U normally the 27Hv day of each montih, uwnless thiy cotncides withv o
holiday or weekend, in wivich case cheques are Bsuned or deposited on tive last
working day preceding the 27Hv of the montiv Pay cheques are Bsuned early v the
montiv of December.

1.4  Workspace and Computer Usage

ACEWH wil provide eaci employee witiv a work space, computer and nternet
connection suitable to- carry owt the termy of tive employee’s jobp deseription.  Due to-
Umited workspace allocations, an employee s not guoranteed a dedicated
workstation, computer or nfernet access, and may be asked. to- sharve witiv other
employees.

1.5 Poliey on Payment for Owtside Work



Staff membery undertaking work on belalf of anotiver employer ontside of ACEWH
working howry may do- so- Uf there (g not a conflict of unterest and Uf there s no-
nterference withv their obligations too- ACEWH. The Executive Director shouwld be
nformed of any suciv arrangements.  Staff members wivo- wish to- feaci classes or
accept o personal services contract should arrange to- do- so- outside of ACEWH working
howrs, e.g., evenings, weekends.



2. LEAVE

Apart from leanes of abpsence wirie are contractually or otherwise recognized (eg.,
there s no- right; as such, to- paid or wnpald abpsences from the work place during
normal working howrs.

A member of the staff wivo- iy absent from work for any reason shhouwld ensuure her/ iy
mmediote supervisor sy made aware oy soon ay possiple of tihe reasons for her/ iy

The Request for Leave form must be completed and presented to- tive Execintive
Durector.

Administration of all learve calcudation and entiHement shall be based on thre
calendor yeor (Janunary - December).

2.1 Vacotion

Entitlement

Vacotiony should be taken attumes consistent witiv tihve operating needs of
ACEWH witiv due regord to- e personal wisihes of Hhe employees concerned. If
necessory, priority among employees showld be assigned by lengtiv of service
withe ACEWH.

Entitlement for vacation s based on yeary employment at ACEWH:

1 or more but less Hhan 10 yeary 4 weeks (20 working dayy)
10 or more yearsy 5 weeks (25 working days)
Vacation Corryover

Vacation carryover of one week s allowable per calendar year. Anytiving in
excessy st haae the permission of the Execuntive Director.  Staff will not be
poid. additional compensation i Uew of, or ay a substitute for, outstanding
earned vacation

2.2 Paid Holidays

ACEWH recognizes the following as pald holldayy.



New-Year's Day

Good Friday

Easter Monday (v Uew of Muwnvo- Day as the APSEA Building s closed on
Easter Monday)

Victoria Day

Conada Doy

Labowr Day

Natal Day

Thanksgving Day

Remembronce Day

Chwistmay Eve (one-half day beguning at noon on Clhurstmas Eve Day)

Chwrstmas Day

Bowxing Day

ln ovder to- provide for an extended break from work between Churistmas and.
the New-Year, ot least 2 sehreduded daysy off withv pay are vsually granted in
addition to- He customanry stotutory holidays.

Where a doy designated ay a holiday fally within a period of leave witihv pay,
the hollday shall not count ay a doy of leare.
2.3 Suk Leawve

ACEWH provides for basic sick leave coverage for wp to- 125 working days at full
salory v any 12 consecutive montiv period:  The employee hay the right to- return to-
Heir own job within Hus time period. Their employment withv ACEWH, Uf they
proceed ow Long Term Disablity, will not be terminated for 24 montivg: Absence
beyond 3 working days due to- nesy should be supported by medical certification
verifying any iness or njury and any resudting uinabdity to- work, Uf requested by

2.4 Personal Leone

An employee s entited to- 3 personal leave dayy per calendar year. These days are
to- be wsed for family emergencies, appointments, and personal and commumnity
commitments.  This leave benefit acknowledges Hie rapid pace of work and Hre
demands on employees’ personal time, and Uy untended to- provide an option for
employees fo- ease Hhe burden of otiver ohligations



2.5

i
These dayy are notto- be used: v succession witiv the exception of an wrgent
situation (permission from the Execuntive Durector U requined for 2 or more
dayy to- be wsed: n succession).

These days are not to- be wsed b conjunction witiv vacation

Prior permission s not requined to- access a personal day, nor iy a rotlonale
necessory. The employee W requined to- notify thve Executive Divector at least 24
howry n advance that a personal day w to-be wsed.  The Execntive Director
does have the right to- deny access Uf office coverage or work produetivity wowld
be negatively affectec

Medical/ Dentol Appointments

Reasonable tume off witiv pay will be granted to- cover medical and/or dentol
appointments that cannot be scihreduled outside working howrs.

2.6

Bereovement Leone

Staff shall be entitled. to:

2.7

Five (5) days witiv pay for mmediate family (fother, motirver, guordion,
brotiver, sister, spowse, child, father-un-laws motiver-in—-law, step-child, ward,
grandporent; grandelidd, and any relative permanently residing un the
employee’s howsehold or withe whom the employee permanently resides), plns 2
days wirere travel s requined. to- attend the funeral or memorial service.

One (1) day with pay for son-in-laws daughter-un-laws, brotiver-in-laws
sister-in—laws aunt, wncle, niece, nephew, grandparents of spouse of the
employee, plug 2 days where trowvel s requined to- attend the funeral ov

Pregnancy and Porental Leave (as per Nova Scotials Labowr Standards Codle)

Pregnancy Leare
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Pregnancy leave s an uwnpaid leare for pregnant employees. It can last up to-
17 weeks: The employee caw start the leave up to- 16 weeks before e expected
date of delivery. She must also-take ot least one week after Hhe date of delivery.
Employees wiro- have worked for an employer for at least one year may qualify
for Hhis leave.

ACEWH coun requine tivat an employee take an unpaid. leave of absence Uf her
pregnoancy unterferes witiv her work.

Parentol Leare

The Labowr Stondards Code also- allows parents to- foke parental leare fo-care
for thelr newborn or newly adopted childiren. This wnpaid leave (s 52 weeks
ande b anailaple to- every parent that gualifies for Ut To- qualify for the leave
hawe become o pavent to-tihe child as a resudt of Uy biurtiv or adoptiov.

To Toke Pregnoancy or Poarentol Leonve

To take pregnoncy or povental leave, an employee must giwe ACEWH at least 4
weeks notice of botiv tihe date on wiicl shve will be going on leare and tire date
she plany to- refurn fo- work Uf sive plany to- retwrne early. If He employee cannot
gve 4 weeks notice of her leave becase the baby s born early, becanse of o
Mt gwe ay munch notice as she can.

An employer can ask for proof of the employee being gualified for pregnancy or
poventol leave. Thiy can uinclude a certificate from a doctor or adoption worker.

If an employee s taking botiv pregnancy and porentol leaves, she must take
them one right after e otiver and not go- back to- work between tHre two- Leanes
Ity case, she can toke up fo- 52 weeks leare.

If o employee s foking porentol leave bt not pregnancy leave, e can foke up
to- 52 weeks leanve i the tHime after Hhe child b borw or arrives uv Hhe home.
The employee loses this right Uf he doesnwt take the leave withvin 12 montay
after the child arrives. Employees wivo do- not take pregnancy leave but wivo- do-
take porental leave include natural fothvers and adoptive mothery and fotivers.

If o newly arrived chidol must go- unto- vospitol for move Hhan one week, tire
employee con refuarn fo- work and use Hae rest of tive parental leave after the
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The Employee’s Righty during Leare

During pregnoncy and parental leave, ACEWH must Let the employee keep wyp
ot her own expense any benefits plan b witieh shhe belongs: ACEWH must give
10 days written notice before her option to- keep wp her benefits s no- longer Ln
effect:

When an employee retrny from porental leave sihve must be accepted back unto-

2.8 Adnerse Weativer Conditions

Inclement weatirer does not generally reswdt in closure of the University and employees
are expected to- be U attendance: [f on an exceptional basis closuwre shhouwlod ocenr, an
announcement to- thiy effect will be broadcast on local radio stations un Hie Halifax
area prior to- 7:.00 a.m: Also, the Dallhouwsie main web page will carry wp~to—date
storm closimre information ay of 6:30 awm. Shouwld deteriorating weathver conditions
lead. to- a decision to- cancel classes/ examinations or close the University duwring Hre
day, a Notice Digest electronic broadeast will be Bsuned. A public service message will
also- be telephoned to- radio stationsy un e Halifow area by the Durector, Public
Relations: A storm closwre annowncement will also- be Lodged witiv thhe University
switthpoard staff:

2.9 Cowrt Leane

A employee wivo sy requinred to- serve ag a juror or witness will receive full salary for
the duration of suci services and shall reumburse ACEWH to- e extent of any jury
duty pay received, less expenses.

2.10 Personal Development Leane

Leave withv pay for professional development puirposes lentifled Huwougiv tive
performance management process will be granted by e Execntive Director.

Where the employee U prarsning o course of study (eg., at college or uninersity) for
personal development purposes, the employee shall be responsiiple for completing suciv
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course of study on her/ iy own tume. Tume off withv pay may be granted by tie
Executive Durector to- allow for examination time Hrat cannot be schreduled ountsioe
normal working howry.

2.11 Time Off for Voting
Tume off for voting may be granted to- employees ay follows:

Federal Elections:

The Canada Electionsy Act provides that employees wivo gualify as electory i a
federal election are entitled to- tihwee consecutive howrs, wiride the polly are
open, during which to- vote: If an employed's howry of employment do- not allow-
for this, she/Ihe must be granted sufficient time off work, witiv no- deduetion
from salary, to- make wp the thwee consecutive howrs:. Accordingly, an employee
wiose work day begunys thuee or more howry after the polling stations open, or
whose work day endy thuree or more howry before tive polling stations close, or
an employee wivo- 5 not seheduded to- work on the day of the election wowld not
be entitled to- any tume off.

The onuws  on the employer to- provide Hhis time but tie employee may, by
agreement; work ol or part of thisy fime withouwt infringing tius regulation. Any
tHime gromted s ot the employer's convenience and need only be extended to-
qualified electors.

The pollsy are open from 8:30 i to- 8:30 puw on election day.

Qualified. electors are Canadian citizens wiro- howve attained the age of eighteen
(18) yeary ow or before polling day.

Provincial Elections:

Eligible votery must hawe tiuree consecutive howry un which to- vote wivile tive
polls are open. The pollsy are open from 8:00 o to- 7:00 pum on election day.
Wihere, becanse of howrs of work, a staff member does not have twee
consecitive howry, sufficlent time off to- make wp these howrs must be granteok
No- deduction can be made from poy for any time granted, but ACEWH
entitled to- specify witich howry are granted.

Municipal Elections:
There is no applicable legislation in Nova Scotia but eligible voters should
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normally be guaranteed Huree consecntive hours, ot the employer's conwenience,
i wirvieh to- vote and thisy will normally depend upon Hie houry duwring wirici
the polly are open.
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Request for Leanve

Name:

Dote frow # of dayy n total:

Doaote to

Type of Leave Requested:

Qa Vacotion

A Stk Leoane

| Personal Leone

A Bereavement

0 Pregnancy and Parentfal Leave

Qa Adwerse Weatier Conditilons

| Cownrt Leane

0 Personal Development Leave

0 Time Off for Voting

Employee

15



Signed

Execuntinve Durector

Date:
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Request to- Work Overtime

Auwthorization Form
Name;
Dote:
Total Howry:
Reasow,
Signed: Dodte:
Employee
Approved by: Date:
Execuwtwve Durector
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3. INSURED BENEFITS PROGRAM

AW regulorr full-time and part-time employees (SO FTE or greater) are eligible to- be
enwrolled i thve following plans. If Hie Benefitsy Autivorization Form iy not completed,
auntivorized. and returned. to- Employee Benefits, yow will not be enrolled. i any of
these plans: There v a 60 -day window- from the date of hive to-apply for these
benefity (30 dayys for additional Growp Life). The sured benefity package s
administered by Dallhowsie University Personnel Department: For details ow coverage
ot termination of employment; please see Dallhvouwsie University Personunel Website:
http// wwwrdal.cas/~ personel/ bevnefuts/ benefulshtm

3.1  Basic Growp Life lnsmronce

. 3 tumes Hhe employe’s annnal salary, wpe to- o magimumm of $300,000

. maximum benefut reduwces by $20,000 eacih year at age 61 to- 65

. con be covwerted to- a simidor plaw (witiv the wuurer) without tive requidrement
for medical history within 31 dayys of termination before age 65

. prewinmg are 100% poid by He employer

3.2 Swrvivor lncome Benefit

J 25% of the employed’s montily salary to- a maximumm of 31,389 payaple to-
srviving spouse commencing the 25% montiv following deativ of employee wntil
the earlier of the spounse reaciing age 65 or remarriage

. 5% of the employee’sy montily uncome to- a magimumm of 3278 per montiv per
chidd to- o mainmumn of 3 dependent children wntil they reack age 2.5 (Uf full
time student of o aceredited post-secondary educational nstitution)

. preminimy are poid SO% by the employer and 50% by tie employee

3.3 Basic Growp Accidental Deativ and Dismemberment lnsuwrance
o 3 tumes Hhe employee’s annnal salary, wpe to- o magimumm of $300,000

. magimumm benefit reduces by $20,000 eacih year at age 61 to- 65
. beneficiary designated for basic growp Uife smrance Uy same beneficiory for
the basic AD&D

. payment of claim iy ondy Uf employee’s deativ sy dune to- an accident or wirere the
accldent doesy not resudt uv deativ to- tive employee payment to- tie employee for
specifie losses (Le, Loss of a leg, avm, efe:)

. premivmg are 100% poid by Hhe employer

3.4 Long Term Duability lnswrance
. non~taxaple benefit of 60% of the montildy gross salary of the employee to-a
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montihly maxinmuwun of $3,500

cwstomary pension plan employee contribputions also- contriputed by nsuwrer to-
the pension plan

employee must hawe been U for an accmudated duvation of 3 montas (90
dayy) to- be eligible for tive benefit

premivmg are 100% poid by tire employee

benefit amount b reduced by ncome from all sowrces, including CPP

lsability benefits

Note: Hems 1 Huwroughh 4 must be chosen as a group (Item 2 on the Benefits
Authorization form).

3.5 Dalhowsie University Staff Pension Plan

employee’s contract must be a minimuuw of 12 monthy to- gualify for the
pension benefity

employee contributes 4.65% of the furst $5,000 of annumal salary, plus 6.15% of
salary un excess of 35,000

pension Uy determined by the plan formuda (2% mudtiplied by the average of
e best 3 years salary mudtiplied by Hhe number of years of full time
membership v the plan)

normal retirement date Uy July 1 ummediately following the employee’s 65t
biurtihvday

pension benefity prior to-age 65 may be actuarially redunced

approved Benefity Authorization Form (Uem 1) s requnived.

3.6 Occupational Accident Medical lnsuronce

covery all stoff membersy

poys for medical expenses uncarred as o result of injury due to- ane accident
sustoined: wiridle on He premises of Dallvowsie University and wirvide performing
their duties or during Hie conrse of any trip made by employees on Hre
business of ACEWH

maximumm benefit payaple by wp to- 35,000 as o resudt of any one accloent
daimn costy 100% poid. by the employer

3.7 Voluntory Major Medical lnsuronce

The employee must have coverage under Nova Scotia MSI or anoter provincial
healtiv plawn to- guolify for Daliowsie’s Blue Crosy supplementory healtiv
benefity. Those employees wiro- hold a valid work permit/ visa may apply for
Dalivowsie’y healthv plan only after receiving a Nova Scotia MSI card.  There is
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a 30-day period un wirich to- do- so- witiv no- medical guestionnairve. Coverage
valid only un Nova Scotia

Benefity wnder the plan include:

. hospital care in a semi-private room (100% coverage)

. extended healtiv benefits, including hospital private room,
physiotherapists, ete., (80% coverage

. preseription drug benefitr (Healtiv Wise Program, Ust of eligible drugs
requiring speclal awtrhorization provided divectHy to- pharmacies) -
Wsurrer poys for cost of Hhe drug and employee pays a co-pay equivalent
to- the duspensing fee of the pharmacy

. A group trowvel plan providing benefits for medical expenses resuldting
fromv anw accldent or wnexpected dness wirile trovelling owtside Hie
Province of Nova Scotia

Twor typey of plany depending on the preferred methord of payment.

. Reiumbursement Plaw - the participont poys for the prescription drug
plus the pharmacy’s dispensing fee, and caims a reimbpiursement from
the wuwrer minng the dispensing fee

. Pay Dueet Plan - pharmacy bills tive bsnrer divrectly for tie cost of the
drug and charges tive porticipont the cost of the dispensing fee.

The employer pays the equivalent of 60% of the reimbursement plan premivms
for botiv the Reimbursement and. Pay Direct Plans.

The employee must apply within 60 dayys of commencement of employment or
medical wnsurabpility to- receinve coverage.

An approved Benefity Awtivorization Form (ltem 4) must accompany tire Blue
Cross Application Form

3.8 Volunfary Denfol lnsurance

Coverage wnder a provincial medical plan Uy not requined. for dentol nsurance.
Coveroage.

. basic services (leaning and prophylaxis, furoride treatments, xw~rays,
Fllings, extroctions) (100% reimbursement, no- dedunctible)
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. additional basic services - root canaly and treatment for guan disease
(90% reumbursement)

. major restorative treatments including Hie provision of crowns, bridges,
frll and partial dentinres, retainers (70% reimbursement to- a maximumm
of $1,000 per colendor year per person)

The employee must apply within 60 dayys of commencement of employment or
basic treatment ondy to- o magimum of $50 per late entrant duwring Hhe flrst
year or 12 monthy after effective date of coverage.

The premivung are paid 50% by He employer, 50% by the employee.

Aw approved Benefitsy Autivorization Form (Item 3) must accompany tie Blue
Cross Application Form.

3.9 Addifional Life Insmrance Benefity (available only if employee s covered
for life insurance wnder Basic Benefits)

Voluntory Growp Term Life lnsurance
Additional optional growp term Ufe surance, over and above the basic

group life sunrance coverage, un 310,000 ncirrements uwp to- o maxinmuim
of $200,000.

Monthly preminms are 100% paid. by Hie employee, and hased on age,
amount of coverage and wiretiver Hie applicant by a smoker or
non—-smoker.

Avaidable also for spounses and dependent childiren (not over tive age of
25).

Covwersion of coverage nto o similar plan, withowt the reguirement for
medicol hWistory, s avaidaple within 31 dayy of termination.

Voluntory Growp Accidentol Deativ and Dusmemberment lnsuwrance
Additional optional growp accidental deativ and dismemberment
Wsrance, over and above tHhe basic accidentol deativ and

diusmemberment nsurance coverage, Un 310,000 increments, wp to- a
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maximum of $300,000.
Coverage can be a ‘single’ or ‘family’ plan (wirich covers the spouse
auntomatically for 50% of the membper's coverage and 10% for eaciv
Premiwms are 100% paid by the employee.
3.10 Growp Home and Awto Insuronce
This sponsoved plan Uy optional eltrer Hhwoughh payroll deduction or divect
poyment, and offery a range of howme and antomohidle nsmwrance coverages.
Preminmy are paid whholly by the employee.
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4. PERSONNEL RECORDS

Upown request and provided 24 howry notice has been gven, an employee may view
Helr personal file as maintained by ACEWH and/or Dalivousie Personunel Services:
The flle wll contain only information that W relevoant to- meet variows legal
reqguivements and to- assure efflcient personanel administrotion The flle will be
managed, so- ak to- ensure accumracy and protect employee privacy. The flle may include,
wiere applicable, appointment information, application, résumé, correspondence,
approisals, disciplinary docuwments, wirich are on the employee’s record, but shall not

lw order for ACEWH'y recovds to- be uwseful U iy essential that personal information be
kept up to-date.  The Adwministrative Coordinator must be adnised of any cihranges
nuwmbper, efc.

Subject to- any legal requivement to- provide information, employee information will
ACEWH. In the event of information gueries from outside sources, appointment anol
lengtiv of employment witiv ACEWH will be confurmed. The provision of any
additional information to- a specified source will reqguive written authorization from
the member.

Personnel recoros will be refained for 5 yeary beyond an employee’s separation date.
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