Introduction to Link Insurance and Financial Services Inc.
Who We Are and What We Do… We are Life and Health Insurance Brokers and Consultants.  As Brokers, we consistently seek out in the insurance marketplace the most financially advantageous plans and benefits available, and judiciously match these with our client’s personal and business circumstances.

We represent a carefully selected group of insurance companies whose reputation for solidity, fairness, responsiveness, and excellent pricing have placed them in the leading ranks of insurance providers.

We specialize in individual life, disability and retirement products; as well as, group insurance and pension plans.  Our service includes a discussion of the unique legal and tax considerations that apply to the brokerage placement of plans and benefits.

Client service and satisfaction is our total commitment.

We don’t Delegate Responsibility.  We Take Responsibility.

Our mission:  To provide security and peace of mind to our clients and their employees, through hands-on practical expertise and innovation in the design, communication, and servicing of group benefits, retirement products and other employee related insurance services. 

Our Vision:  Our vision is predicated on client satisfaction and service.  We operate under the philosophy that our client’s best interest must be paramount at all times, and that our customers must be served with fairness and integrity.  Guided by five principles, Focus on Clients, Fair and Ethical Practices, Dedication to Excellence, Trust in People, and Shared Ownership Accountability and Responsibility.  We offer more than 40 years of combined experience in the insurance industry to service our client’s need; that is why we deliver on our promises.
Developing a Company Policy:
Why Link Insurance had a written policy:
The primary reason for a written policy is the need for owners, supervisors and all employees to understand and follow the same methods of operation.  Written policies help reduce the continual need for memoranda, bulletins and announcements to clarify situations.  They promote consistency, continuity and understanding within the organization.  They are legally binding, therefore if there is a disagreement both parties agree to abide by the following agreement. 
Company policies are confirmed in a written agreement and uniformly administered; they gain a clear understanding of their role in the organization.  Workers know what they can expect from the company.
What is a company policy?  
Since it's easy to confuse policy with rules and procedures, we have examined the difference between them: 

· Company policy is a high level, overall plan that embraces the general goals and acceptable procedures of management. Policies define the areas that require supervisory decisions. If decisions are based on these company policies they will be in line with the employer’s overall goals and plans. 

· A policy provides a guide to follow in response to a request, a guide to assist in the process of decision-making. Policies guide supervisors when decisions are needed in areas where no specific rules or procedures exist. 

· Rules are requirements for certain actions. Webster's dictionary says they are "a prescribed guide for conduct or action." 

· Procedures are chronological sequences of required actions, a series of steps followed in a definite order. 

· Rules and procedures guide employees in matters where prescribed action is established. They tell precisely what is to be done; any deviation is automatically an error or exception. Unlike policy, rules and procedures neither assume nor allow any discretion on the part of the person following them. 

An effective company policy can be measured by: 

· Flexibility within a frame work of guidance that will assure company plans and goals are met 

· Consistency in supervisory and management decisions. For example, if the circumstances surrounding two separate decision-making situations are the same, the decisions should be similar. If the circumstances are different, the decisions should also be different. The policy should make these decisions predictable and easy to understand. 

How Link Insurance made this policy:  
Larger firms often select a policy committee composed of representatives from personnel, administration, accounting, purchasing, marketing, and other key operating areas. However Link Insurance is smaller and we are familiar with existing policies and with the company’s present goals and plans. 
In our small firm, Tamara and Arnold usually handle all management and policy responsibilities.
Introductory Policy Statement for Link Insurance:
Link Insurance and Financial Services Inc., has developed the following policies regarding overall company goals, we believe we have crafted a viable policy.
This policy will be followed by all managers and personnel, and the manuals will be kept at each employee work station for reference.  If a change in policy is necessary, all personnel are notified in writing of the change and an amendment shall be distributed to each employee to add to their manual.  

Any outdated policy or one that impedes the effective operation of company business should be brought to the attention of the owners.  The Owners have determined which precedent-setting decisions should be considered in the attached written policy.

Internal Telephone and E-mail Listing:
Create your own.
Telephone and E-mail Procedures:

Local Calls:  To make local calls select a line and make an outbound call.

E-Mails: 

E-mails are neither private nor confidential.  To protect ourselves, the Company reserves the right to monitor all e-mail transmissions as needed, to determine if e-mail is being used for other than legitimate business or appropriate personal purpose, and to protect the Company against fraud, copyright infringement, loss of trade secrets, possible sabotage or other concerns.  The Company may also record and disclose to others all electronic communications at all time, with or without notice.

All electrical communications, whether sent within the Company or persons outside the office should be courteous and professional in all respects and should not contain any statements that would embarrass the Company, any of its employees, or customers, or which would constitute any form of harassment. 

The Company prohibits the transmittal of messages which may constitute intimidating, hostile or offensive material on the basis of sex, race, colour, religion, national origin, sexual orientation, and disability or any other discriminatory or inappropriate basis or form.  

In making personal use of the electronic communications systems we will all be expected to exercise a rule of reason, and utilize electronic communications systems consistently with Company goals. 

Internet:

You should only access the Internet at work or on Company-owned equipment for legitimate business purposes and incidental personal use.  Also, one downloading or uploading material from the Internet should do so with extreme caution.  This will help avoid computer viruses as well as potential of copyright or software licenses.

Please adhere to these common sense guidelines, as failure to do so could result in disciplinary action. 
Emergency Procedures:

Fire Extinguishments, Control or Confinement:

This is primarily the responsibility of the Fire Department as the production of noxious fumes in modern building makes and attempt at fire fighting extremely dangerous to untrained people, particularly if a large amount of smoke is being generated.

In the event that a small fire cannot be extinguished by the use of a portable fire extinguisher or the smoke presents a hazard to the operator, then the door to the area should be closed to confine and contain the fire.  Leave the fire area, sound the alarm, ensure that the Fire Department has been notified, and wait outside for the Fire Department.  If a fire is small and you are not alone, you may consider extinguishments if you have access to the proper portable extinguisher and you are trained and / or feel confident in doing so, and the fire alarm has been sounded.

First Aid: 

Should you have a minor injury in the office, a first aid kit is kept in the ladies bathroom.  Should you use the last of any of the supplies (bandages, cotton balls, etc.,) please be sure to notify the Office Manager so that she may replenish the supply for future use.
Payment of Wages
Link Insurance has established a recurring pay period and pay day, all pay and wages earned shall be paid during each pay period, other than accruing vacation pay, no later than the pay day for that pay period.

Manner of Payment:

Link Insurance shall pay an employee’s wages,

a) by cheque only to the employee; or

b) in accordance with subsection (4). 2000, c.41, s. 11 (2) of the Employment Standards Act 

Place of Payment by cheque:

When payment is made cheque, Link Insurance shall ensure that the cheque is given to the employee at his or her workplace or at some other place that is agreeable to the employee.  2000, c2 41, s. 11(3) of the Employment Standards Act.
Direct Deposit:  

Link Insurance will pay an employee’s wages by direct deposit into an account of a financial institution as long as it is the same bank that Link Insurance uses: (ie: TD Canada Trust): 

a) the account is in the employee’s name;

b) no person other than the employee or a person authorized by the employee has access to the account; and
If employment ends:

If an employee’s employment ends, the employer shall pay any wages to which the employee is entitled to the employee no later than the later of.

a) seven days after the employment ends; and

b) the day that would have been the employee’s next pay day. 2000, c. 41, s. 11(5) of the Employment Standards Act 
Statement re: wages on termination:

On or before the day on which the Link Insurance is required to pay wages under subsection 11 (5), of the Employment Standards Act, Link Insurance shall provide the employee with a written statement setting out,

a) the gross amount of any termination pay or severance pay being paid to the employee;

b) the gross amount of any vacation pay being paid to the employee;

c) unless the information is provided to the employee in some other manner, how the amounts referred to in clauses (a) and (b) were calculated

d) the pay period for which any wages other than wages described in clauses (a) or (b) are being paid;

e) the wage rate, if there is one;

f) the gross amount of any wages referred to in clause (d) and, unless the information is provided to the employee in some other manner, how that amount was calculated;

g) the amount and purpose of each deduction from wages;

h) the net amount of wages being paid to the employee. 2002 c. 18, Sched. J, s. 3 (5) of the Employment Standards Act.
Deductions:

i) Link Insurance shall not withhold wages payable to an employee, make a deduction from an employee’s wages or cause the employee to return his or her wages to the employer unless authorized to do so under this section. 2000, c. 41 12 (1) of the Employment Standards Act.

Statue or Court Order:

j) Link Insurance may withhold or make a deduction from an employee’s wages or cause the employee to return them if a statute of Ontario or Canada or a court authorizes it. 2000, c. 41 s. 13 (2) of the Employment Standards Act.

Hours of Work and Eating Periods

Limit on hours of Work:

Link Insurance shall NOT require an employee to work more than 

a) eight hours in a day 

b) 48 hours in a work week 2000, c. 41, s. 17 (1) of the Employment Standards Act.

Exceptions where agreeable:

Link Insurance may permit an employee to work up to a specified number of hours in excess of an amount set out above

a) the employee agrees to work those hours; and

b) the employee will not work more than 60 hours or such other number of hours as are prescribed in a work week. 2000, c. 41, s. 17 (2) of the Employment Standards Act.

Eating Periods:

Each employee is entitled to a one-hour lunch period per working day to be taken at management’s discretion - intervals that will result in the employee working no more than 5 consecutive hours without an eating period. 2000, c. 41, s. 20 (1).  In the absence of specific direction from management, employees should schedule lunch breaks amongst themselves to ensure that no more than two employees are on break at any given time.

Working over the Regularly Scheduled Hours: (*Added April 6th, 2005)
Further to our meeting on Wednesday April 6th, 2005.  Please note that this document will be attached to the Company Policy and Procedure Manual.  A copy of this document will be provided by the Office Manager to be placed in your Manuals.  Kindly ensure that this document has been read and is fully understood.

Maximum Daily Hours of Work

You do not have to work more than:

· 8 hours a day 
or 

· the number of hours in your regularly scheduled work day.

If the need arises that you are required to “catch up” or “meet a deadline”, you can agree with Tamara in writing to work additional hours, however at least one day’s written notification must be submitted to Tamara, which has to be approved by Tamara and a copy of the agreement is to be forwarded to the Office Manager as well as the Payroll Department.

You must e-mail Tamara and copy the Office Manager and the Payroll Department your start time and finish time.

You can cancel an agreement to work extra daily or weekly hours by giving Tamara written notice. Tamara can also cancel an agreement by giving you reasonable notice.

Overtime Pay

Instead of Overtime Pay – the number of hours that are in excess of your regularly scheduled day must be Approved by Tamara Adamson prior to working overtime and will be in lieu of, these hours may be banked for future use, therefore it is imperative that the Office Manager and Payroll Department are aware of the hours so that an accurate record may be kept. 

(*Added April 6th, 2005)

 Public Holidays:
An employee’s public holiday pay for a given public holiday shall be equal to,

a) the total amount of regular wages earned and vacation pay payable to the employee in the hour work weeks before the work week in which the public holiday occurred, divided by 20; 

Public Holiday ordinarily a working day:

If a public holiday falls on a day that would ordinarily be a working day for an employee and the employee is not on a vacation day, Link Insurance shall give the employee the day off work and pay him or her public holiday pay for that day. 2000, c. 41, s. 26 (1) of the Employment Standards Act.
Exception:

The employee has no entitlement under subsection (1) if he or she fails, without reasonable cause, to work all of his or her last regularly scheduled day of work before the public holiday or all of his or her first regularly scheduled day of work after the public holiday. 2000, c. 41, s. 15 (2) of the Employment Standards Act.

The holidays listed below are officially observed:
· New Year’s Day

· Family Day

· Good Friday

· Victoria Day


· Canada Day

· Labour Day

· Thanksgiving


· Christmas Day

· Boxing Day

½ days that are paid (work until 12:00pm):

· Christmas Eve

When a holiday falls on a Sunday, Monday is the paid holiday.

If a dated holiday falls on a Saturday, Friday is the paid holiday.

The day proceeding the long weekend, employees are allowed to leave at 4pm, at Tamara’s discretion and depending upon circumstance.

Except salaried workers, employees absent without pre-approved leave before or after a designated holiday may not be paid for the holiday.

Other considerations for holiday:
· An employee on vacation during a holiday will not be paid as advised above unless there is a pre-approval.
· An employee who is on paid leave of absence, including leave for an occupational injury will not be paid.
Vacation with Pay
Right to Vacation: Link Insurance recognizes that your well being and productivity are improved when vacation time is taken.  Therefore, our vacation policy is designed to help you get the rest and relaxation you deserve.  Link Insurance shall give an employee a vacation of at least two weeks after each vacation entitlement year that he or she completes.  2002, c. 18, Sched. J, s. 3 (18) of the Employment Standards Act.  Note: the vacation time that is allotted must be used in the current year and may not be carried forward.
Active and Inactive employment:

Both active and inactive employment shall be included for the purposes of subsection (1). 2002, c. 18, Sched. J, s. 3 (18) of the Employment Standards Act.

Vacation Bookings: - Each employee is entitled to the vacation allotment outlined in their employment contract and renegotiated each employment anniversary.  Prior notice of vacation time must be given 30 days before extended leave or vacation begins. Total vacation time each month cannot exceed 5 days (unless there is a special circumstance which has been cleared by management). Paid leave may not be cashed in by employees.  (employee must take the allotted vacation time off) 
Vacation allotment is provided according to the calendar year; however, booking is completed and approved by January 31st each calendar year.  All requests for vacation are subject to approval by management.  Once approved, vacation dates cannot be changed.  

The vacation allotment must be taken in the calendar year it is earned.  Days cannot be carried forward.  No more than 5 consecutive days at a time unless approved in advance by management.
An employee is eligible for paid leave as days are earned. 
	Years of Service Completed:
	Vacation Entitlement / Vacation Year:

	1 Year
	2 Week

	5 Years
	3 Weeks


Benefits Plans
You, our employees, are this Company’s greatest assets and as such your security, well being, and peace of mind are of prime importance to us.  Our benefit plans reflect this concern, by providing comprehensive coverage under a variety of plans, with options to broaden some of this coverage according to your own individual preferences and needs.  Link Insurance will cover 50% of the benefits fee which are through Group H&D plan.  The balance will then be automatically deducted from your pay.

The information you will find in your Employee Benefit Manual which will provide you with the highlights of the plans that make up our comprehensive program, and will help you to gain a better understanding of how the plan benefits will protect you and your family.

You are encouraged to thoroughly review your copy of the Benefits Booklet in this section, and if, after reviewing your Benefits Booklet, you have any further questions, we encourage you to speak to the Group Benefits Manager.
In the event that an employee takes a leave from Link Insurance for any reason whatsoever (other than termination), the benefits will be continued to be paid by Link Insurance for a period of 30 days based on the current cost share at the time of the occurrence.  If and when the employee returns to work, all benefits will resume with no waiting period based on the same cost share as originally agreed.
In the event of termination from Link Insurance, the benefits will be terminated immediately.
Eligibility date:

New employees joining the company are eligible to enroll in the plan after 180 days of service. Your Group Benefits Manager will be able to advise you of the exact date on which you will be eligible to join the program.  
Insurance: 
All full-time permanent employees are entitled to benefits under the group H&D plan. A family membership is available to those employees who qualify for this coverage.  This plan can be changed in the future.  Changes could include a change in carrier or termination of the plan if it bears heavy costs. 
Various types of Leave and Leaves of Absences
Pregnancy Leave:

A pregnant employee is entitled to a leave of absence without pay unless her due date falls fewer than 13 weeks after she commenced employment. 2000, c. 41, s. 46 (1) Employment Standards Act.

When a leave may begin:

An employee may begin her pregnancy leave no earlier than the earlier of, 

a) the day that is 17 weeks before her due date; and

b) the day on which she gives birth. 2000, c. 41, s. 46 (2) Employment Standards Act.

Latest day for beginning pregnancy leave:

An employee may begin her pregnancy leave no later than the earlier of:

a) her due date; and

b) the day on which she gives birth. 2001, c. 9, Sched. I, s. 1 (10) Employment Standards Act.
Notice:   An employee wishing to take pregnancy leave shall give the employer,

a) written notice at least two weeks before the day the leave is to begin; and

b) if the employer requests it, a certificate from a legally qualified medical practitioner stating the due date. 2000, c. 41, s. 46 (4) Employment Standards Act.   
End of Pregnancy Leave:   An employee’s end of pregnancy leave,

a) if she is entitled to parental leave, 17 weeks after the pregnancy leave began;

b) if she is not entitled to parental leave, on the day that is the later of, 
(1) 17 weeks after the pregnancy leave began, and 

(2) six weeks after the birth, or still birth or miscarriage. 2000, c. 41, s. 47 (1) Employment Standards Act.
Employee not returning:

If an employee decided not to return to work, she must give at least 4 weeks written notification to Link Insurance.  2000, c. 41, s. 47 (5) Employment Standards Act.

Parental Leave:
An employee who has been employed by his or her employer for at least 13 weeks and who is the parent of a child is entitled to leave of absence without pay following the birth of a child or the coming home of the child into the employee’s custody, care and control for the first time. 2000, c. 41, s. 48 (1) Employment Standards Act.     

When Leave can begin:

An employee may begin parental leave no later than 52 weeks after the day the child is born or comes into the employee’s custody, care and control for the first time. 2000, c. 41, s. 48 (2) Employment Standards Act.     
End of Parental Leave: 

An employee’s parental leave ends 35 weeks after it began, if the employee also took pregnancy leave and 37 weeks after it began, otherwise.  2000, c. 41, s. 49 (1) Employment Standards Act.     

Employee not returning:

If an employee decided not to return to work, they must give at least 4 weeks written notification to Link Insurance.  2000, c. 41, s. 47 (5) Employment Standards Act.

Family Responsibility Leave – Each employee is entitled to leaves of absence without pay of up to three days during the calendar year to meet responsibilities related to health, care of a person in a close family relationship with the employee.  Employees are required to notify management of their intention to take such leave, the anticipated commencement date of leave and the anticipated duration of the leave.

Compassionate Care Benefit: - Beginning January 4th, 2004 up to 6 weeks of Employment Insurance (EI) Compassionate Care Benefits will be available to EI-eligible workers who must be absent from work to provide care or support to a child, parent or spouse or common law partner who has a serious medical condition with a significant risk of death.  The six weeks of benefits can be taken within a 26-week (six month) time frame

Bereavement and Funeral leave – If a member of your immediate family dies, and you have completed three consecutive months of continuous employment; the company grants you a bereavement leave.  You will receive full pay for your absence if such absence occurs on a scheduled workday. 
Each employee is entitled to a leave of absence with pay (please see chart below:

	Number of Days Leave:
	Family Member:

	1
	Spouse (including common-law), children

	1
	Parents, parent’s spouse, sisters, brothers, parent in law and their spouses.  Also includes any relative residing permanently in your household or with whom you reside. 

	1
	Grandparents, grandchildren, aunt, uncle or cousins


Employees are required to notify management of their intention to take such leave, the anticipated commencement date of the leave and, the duration of the leave.   

In the event that a close friend or family member not listed above passes away, you may take a bereavement leave, upon the approval of your manager, by using vacation days.  

Personal Appointments – (Note: One year of completed service must be fulfilled in order to qualify for Personal Appointments) Reasonable time off with pay is permitted for personal appointments.  Personal appointments include doctor, dentist, legal; counseling and any other consultation an employee may be required to attend for personal reasons during their regularly scheduled office hours.  It is preferred however, that wherever possible your appointments be scheduled outside of working hours.  However, recognizing that this is not always possible, each employee is therefore entitled to 2 personal appointments during company time per employment year, without being required to “make up” the time at another date, use sick time, or vacation.  The time taken away from work shall not exceed 3 hours per personal appointment.  In the event that it does take more than 3 hours 1 vacation day shall be charged.  The use of personal appointments allotted shall be subject to management’s approval.  Employees must notify management a minimum of 5 working days prior to using their personal appointment allotment in order for the request to be approved.  Any further personal appointments requiring time away from work will be charged as vacation at a rate of half day for those appointments requiring time away from work, and a full day for those requiring more than three hours away will be charged one full day of their vacation time.  Should vacation time not be available (i.e. the annual allotment has been previously utilized) the time will be charged to the employee as unpaid.     
Sick Days; (Note: One year of completed service must be fulfilled in order to qualify for Sick Days) an employee shall be eligible for a maximum total of 1 day per calendar year; unused sick days cannot be banked and brought forward the following calendar year.  Vacation days may be substituted for sick time.  Notification of absence due to illness must be made as early as possible (preferably prior to their morning start time in the event that they will not be attending work due to an illness).  Should a manager not be available, a voice message should be left with the appropriate manager and with the front desk, either personally or on voice mail. In the event of an extended illness, employees are required to contact their manager each day prior to their morning start time on the status of their condition, unless prior arrangements have been made with management.  In the event that an illness last longer than 2 days, a physician’s certificate or letter may be requested at the employees’ expense.  Failure to produce a doctor’s certificate/note this time off will be charged as vacation time.  Should vacation time not be available (i.e. the annual allotment has been previously utilized) the time will be charged to the employee as unpaid.  

The sole and only purpose of pay for sick leave is to assist in protecting employees against loss of income in the event of an unavoidable absence due to sickness or a non-work-related injury.  Use of sick leave for any other purpose negates its intent. 

Court and Jury Duty;
Should an employee be called to serve on jury duty the following is applicable: Summons by the federal, state, or local court to serve as a juror will entitle you to an unpaid leave of absence for the length of time required by the judicial authority. You can retain all jury fees paid you. When you receive such a jury summons, discuss the matter immediately with your supervisor so that appropriate arrangements can be made. 
You must immediately provide your Tamara and the office manager with a copy of the request to appear in court together with a written notice.

Religious Holidays:

If you wish to observe the holy days of your faith, other than regular statutory holidays, you are permitted to take the time off, with the approval of your manager.

It is expected that the time taken with be either taken as a vacation day or time without pay or the time will be made up.  Such observance must not entail an absence of more than two working days off for each religious holiday.

Upon approval of the time off, you must notify the office manager and payroll clerk of the time you will be off and how the day will be paid to the company. 
General Provisions Concerning Leaves

Rights During Leave:

During any leave an employee shall continue to participate in each type of benefit plan described below that is related to his or her employment unless he or she elects in writing not to do so.  2000. c. 41, s. 50 (1) Employment Standards Act. 

Benefits Plan:

Applies with respect to pension plans, life insurance plans, AD&D, extended health plans, dental plans and any prescribed type of benefit plan. 2000. c. 41, s. 50 (2) Employment Standards Act. 
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1) Maintain benefits for a period of 30 days from date of illness/injury – after that the employee is on their own

2) Match Workers Compensation rules for maintaining benefits. In other words, an employer treats all illnesses/injuries the same, regardless if the illness or injury is work related or not
Reinstatement of a Position following a Leave:
Upon the conclusion of an employee's leave Link Insurance shall reinstate the employee to the position the employee most recently held with the employer, if it still exists, or to a comparable position, if it does not. 2000, c. 41, s. 53 (1). E.S.A.

Exception
Subsection (1) does not apply if the employment of the employee is ended solely for reasons unrelated to the leave. 2000, c. 41, s. 53 (2).

Wage rate
The employer shall pay a reinstated employee at a rate that is equal to the greater of,

(a) the rate that the employee most recently earned with the employer; and

(b) the rate that the employee would be earning had he or she worked throughout the leave. 2000, c. 41, s. 53 (3).

Office Procedures and In House items:
Code of Conduct:

As an employee of Link Insurance, you must not engage in any activity of any nature that would conflict with your duty or loyalty to the company, or that could reasonably be expected to be detrimental to in the interest or reputation of Link Insurance.

If you are uncertain as to whether or not something is prohibited or required, you should seek the advice of the owners.

Discovery of events of a questionable, fraudulent or illegal nature should be reported to your manager, or the Owner as appropriate.
Arriving Late: 

Employees are required to notify management prior to their morning start time in the event that they will be arriving late, start by calling Tamara on cell at 416-731-4145.  Should Tamara not be available, a voice mail message should be left with the office, and then with the manager, either personally or in the general voice mailbox.  Late arrivals in excess of four hours will be charged to the employee as vacation.  Should vacation time not be available (i.e. the annual allotment has been previously utilized) the time will be charged to the employee as unpaid.

All circumstances resulting in the late arrival, including traffic and weather will be subject to the above.

Employees should insure that their work calendars are current and the manager is notified the evening before to avoid confusing an early morning work appointment away from the office with arriving late.

Personal Appearance:
The personal appearance of Link Insurance staff is extremely important, based on the fact that we deal with the general public.  Although Link Insurance does not require a uniform or dictate a choice of clothing quality or style, staff is encouraged to dress in a fashion that presents a professional, favorable image of the person and the company to our clients.  

All employees must attend work dressed appropriately for visiting clients, regardless if there are no appointments scheduled for that day.  Administrative and other in office employees who do not visit clients or meet with clients, may dress less formal, but should still dress appropriate for a business environment.  

Casual Fridays are still considered to be business casual, clean denim or khaki slacks and skirts; denim is not to have holes or to be torn.  No mini skirts or short tops are acceptable and hair as well as make-up should be applied as normal for a work day. 

Nail polish, makeup and jewelry should be conservative in colour and nature and appropriate to a business environment. 

Formal Reprimands: - Failure to comply with the general policies outlined above, or to execute the responsibilities of a position according to the company’s policies and procedures, will result in a formal reprimand for the employment file.  Management’s intent to issue a formal reprimand will be discussed with the employee.  The objective of this meeting is to resolve the situation to management’s satisfaction and therefore avoid the issuance of the reprimand.  In the event that a formal reprimand is issued, employees are required to submit a signed, written rebuttal within one week of the date of the reprimand, for filing in the employment file.  Accumulation of three formal reprimands within one employment year will result in termination due to insubordination.  

Probation: 
Link Insurance and Financial Services Inc., has designated a probationary period for new employees of 6 months, this may be extended by management if management feels that the employee needs more time on the jobs “hands on” however the employee shall be given a written notice to this effect.  “New employees are on probation until they have completed six months' service with the company. Such probationary employees are entitled to use the company grievance procedure, but during their probation period they may be discharged or laid off at the sole discretion of the company”.
Seniority:
Link Insurance and Financial Services Inc., advancement is based on seniority. 

“Positions within Link Insurance are filled based on seniority and on the ability to perform the job competently. Management is the sole judge of the competence of each worker, but will be prepared to defend its judgment through the grievance procedure. In the event that strict interpretation of seniority policies would result in a serious detrimental effect on the company and its employees, the company will discuss the situation with those affected in an attempt to arrive at a mutually satisfactory solution”.

Wage advances:  
This type of a benefit does not exist.

Employee Evaluation:

The primary goal of performance reviews is to foster your growth and your increasingly valuable performance.  A secondary objective is to furnish a sound and consistent basis for allocating salary increases, so that your compensation accurately reflects your contribution to the Company.

Your initial performance must be reviewed by you manager after 90 days from your start date.  After that, you will then have a formal review on a yearly basis.  

During your review, your outstanding accomplishments will be acknowledged and plans will be made towards improvement of areas in which your performance or falls below expectations.
Conflict of interest:  
It is the policy of the company, as adopted by the owners, that owners and key employees will conduct their affairs to avoid any conflict between their personal or outside interests and the interests of the company. All employees should avoid conduct that might unduly influence their judgment on behalf of the company. 

Action will be taken against an employee in the following situations:
· Ownership by any employee, or by any employee's immediate relatives, of financial interests in an outside concern that does business with or competes with the company. This does not include ownership of stock shares in publicly-held companies. 

· Acceptance by a director, officer, employee, or any close relative of any gifts of more than modest value, loans other than those from established banking or financial institutions, excessive entertainment, or other substantial favors from any outside concern, their agent or employees, who do or are seeking to do business with the company, or are competitors of the company. 

· Acting as director, trustee, officer, partner, sole proprietor, employee, or consultant to any company doing business with, seeking to do business with, or in competition with the company. 

· Disclosure or use of confidential company information. 
All directors, officers, and key employees are to be constantly aware of possible conflicts of interest which might influence the judgment of company representatives. If a questionable activity develops, it will be reviewed immediately with a representative of human resources, or the company’s general counsel. Any questions involving the interpretation of this policy should be submitted to the Director of Human Resources. 

Dated:
_________________________
Signed: _____________________________
Termination and Severance of Employment
No Termination without notice.

Link Insurance will not terminate the employment of an employee who has been continuously employed for three months or more unless Link Insurance, 

a) has given to the employee written notice of termination in accordance with section 57 or 58 of the Employment Standards Act.

b) Has complied with section 61. 2000, c. 41, s. 54.

Employer Notice Period:

The notice of termination under section 54 of the Employment Standards Act shall be given:
a) at least one week before the termination, if the employee’s period of employment is less than one year;

b) at least two weeks before the termination, if the employee’s period of employment is one year or more and fewer then three years;

c) at least three weeks before the termination, if the employee’s period of employment is three years or more and fewer then fours years;

d) etc., 

Resignation/Termination:  It is anticipated that staff will conduct themselves in a professional manner that will contribute to the growth of the company and each staff person.  However, to provide the same ground rules for all employees, certain rules and regulations are necessary to ensure that everyone understands what is expected of them.  The rules and regulations have been designed in a reasonable manner and are based on safety needs, morale factors and the general needs of Link in meeting its obligation to clients.

A violation of any of the following regulations and prohibited acts of behaviour is sufficient grounds for disciplinary action that may range from a warning to immediate dismissal, depending on the seriousness of the offense and the circumstances surrounding the infraction:

a. Alcohol or narcotic abuse

b. Physical or verbal abuse to other staff members or clients

c. Theft of the company’s property or personal property of a co-worker or any form of dishonesty

d. Deliberate destruction or defacing of company property

e. Damage to company property through abuse, indifference, neglect or carelessness

f. Falsifying information on your employment application or resume

g. Gross insubordination

h. Gross discourtesy to a client of fellow employee

i. Use of profanity in the presence of clients

j. Excessive unexcused absences

k. Repeated lateness 

l. Failure to maintain a clean and neat personal appearance

m. Instigating dissatisfaction among fellow staff people or knocking down the company in the presence of a client   

n. Flagrant violations of company policies and procedures 

o. Accepting gifts or money from vendors or customers

p. Mis-use of employee charge accounts

q.  Financial exigency of the company

Employee Notice: 

An employee to whom notice has been given under this section shall not terminate his or her employment without first giving the Link Insurance a written notice;

a) at least one week before doing so, if his or her period of employment is less than two years or;

b) at least two weeks before doing so, if his or her period of employment is two years or more.  2000, c. 41, s. 58 (6)

To ensure the consistent and equitable treatment of employees who are leaving the company, the following policy is recommended when an employee resigns or is terminated: 

A terminating employee must discuss the date of departure with the supervisor or manager. The company expects a minimum of two weeks’ notice of resignation. If it is necessary to terminate an employee because of lack of work or inability to do the job successfully, the company will give advance notice ranging from two weeks to 60 days. Advance notice is not required when an employee is discharged for dishonesty or an infraction of company rules or policies. All employees leaving the company will participate in an exit interview. 

Pay instead of notice:

Link Insurance may terminate the employment of an employee without notice or with less notice than is required under section 57 and 58 of the Employment Standards Act if the employer:
a) pays to the employee termination pay in a lump sum equal to the amount the employee would have been entitled to receive under section 60 of the Employment Standards Act had notice been given in accordance with that section; and

b) continue to make whatever benefit plan contributions would be required to be made in order to maintain the benefits to which the employee would have been entitled has he or she continued to be employed during the period of notice that he or she would otherwise have been entitled to receive.  2000, c. 41, s. 61 (1); 2001, c. 9, Sched. I, s. 1 (14). Employment Standards Act.

Employee termination agreement: 
The following sample termination agreement is provided to help Link Insurance prepare a letter to employees who separate from the company. Any such document will be reviewed by the company management, and be written on company letterhead: 
Dear _________: 

This letter will set forth our agreement with respect to matters arising as a result of your separation from employment with Link Insurance and Financial Services Inc. on__________. For the purposes of this agreement, the term "Company," whenever used, shall include Link Insurance and Financial Services Inc.
You acknowledge that your employment with the company has terminated as of the date set forth above, and you will not represent to any other person that you remain employed by the Company. 

You shall receive the following benefits: 

Vacation: $____ of unused vacation pay, paid in a lump sum with the final separation allowance payment. 

Basic Life Insurance Coverage: 

Coverage will continue through the end of the month in which the separation allowance ends. Life insurance conversion program information is available for continuing coverage for individuals beyond the separation period.
Coverage of the above-mentioned benefits that have been extended through the separation period will continue through__________. (However, should you elect to retire prior to________________, your separation allowance payment would be reduced accordingly.) 

All payments are subject to regular withholding tax deductions, if required by law. The separation allowance payment is payable only to you. In the event of your death during the separation period, basic life insurance benefits are payable to your designated beneficiary. 

In consideration, you agree that the foregoing separation allowance payment shall constitute final and complete compensation due to you on account of service rendered to the (Company) and hereby releases the company from any further claims you may have arising out of your employment or separation of employment with the (Company). Also, you understand that the above mentioned release does not apply to your right to receive unemployment compensation benefits. 

As further consideration, you agree not to disclose any information concerning the (Company) which might be considered confidential or proprietary including, but not limited to, trade secrets, manufacturing processes, sales and earnings not publicly released, recommendations concerning dividends or stock splits, potential business acquisitions or mergers, or other potential business ventures. 

It is understood that you will promptly deliver to the company the original and all copies of all documents, records, and property of any nature whatsoever which you have in your possession and control and which are the property of the company or which relate to the business activities, products, research matters or customers of the company, including any records, documents or property created by you in your capacity as an employee of the company. In addition, you agree to return any money advanced in excess of expenses reimbursable under company policy. 

We each agree to refrain from making any disparaging remarks about each other. 

Finally, you recognize that continued payments are contingent upon your full cooperation; any violation on your part of the separation allowance agreement contained herein will lead to forfeiture of separation allowance pay and connected benefits. 

Kindly indicate your agreement to these terms and conditions by dating and countersigning this letter. 
Sincerely, 

Link Insurance and Financial Services Inc.
by ________________________________ 

The foregoing terms and conditions are hereby accepted. 

Name ______________________________ 

Date Signed _________________________ 

Please return to: (Name and Address)
Severance Employment:

What constitutes severance?
Link Insurance severs the employment of an employee if,

a) Link Insurance dismisses the employee or otherwise refuses or is unable to continue employing the employee;

b) Link Insurance constructively dismisses the employee and the employee resigns from his or her employment in response within a reasonable period;

c) Link Insurance lays the employee off for 35 weeks or more in any period of 52 consecutive weeks;

d) Link Insurance lays the employee off because of a permanent discontinuance of all the employer’s business at an establishment; or

e) Link Insurance gives the employee notice of termination in accordance with section 57 and 58 of the Employment Standards Act, the employee gives the employer written notice of at least 2 weeks before resigning.

Calculating severance pay:
Severance pay shall be calculated by multiplying the employee's regular wages for a regular work week by the sum of,

(a) the number of years of employment the employee has completed; and

(b) the number of months of employment not included in clause (a) that the employee has completed, divided by 12. 2000, c. 41, s. 65 (1). Employment Standards Act.

Termination without notice:
If Link Insurance terminates the employment of an employee without providing the notice, if any, required under section 57 or 58 of the Employment Standards Act, the amount of severance pay to which the employee is entitled shall be calculated as if the employee continued to be employed for a period equal to the period of notice that should have been given and was not. 2000, c. 41, s. 65 (4). Employement Standards Act.

Limit:
An employee's severance pay entitlement under this section shall not exceed an amount equal to the employee's regular wages for a regular work week for 26 weeks. 2000, c. 41, s. 65 (5). Employement Standards Act.
 Link Insurance and Financial Services Inc.
Amendment of the Company Policy

Effective date: January 1, 2008
Sick Days: (Note: One year of completed service must be fulfilled in order to qualify for Sick Days) an employee shall be eligible for a maximum total of 1 day per calendar year; unused sick days cannot be banked and brought forward the following calendar year.  Vacation days may be substituted for sick time.  Notification of absence due to illness must be made as early as possible (preferably prior to their morning start time in the event that they will not be attending work due to an illness).  Should a manager not be available, a voice message should be left with the appropriate manager and with the front desk, either personally or on voice mail. In the event of an extended illness, employees are required to contact their manager each day prior to their morning start time on the status of their condition, unless prior arrangements have been made with management.  In the event that an illness last longer than 2 days, a physician’s certificate or letter may be requested at the employees’ expense.  Failure to produce a doctor’s certificate/note this time off will be charged as vacation time.  Should vacation time not be available (i.e. the annual allotment has been previously utilized) the time will be charged to the employee as unpaid.  

The sole and only purpose of pay for sick leave is to assist in protecting employees against loss of income in the event of an unavoidable absence due to sickness or a non-work-related injury.  Use of sick leave for any other purpose negates its intent. 

Public Holidays:

An employee’s public holiday pay for a given public holiday shall be equal to,

b) the total amount of regular wages earned and vacation pay payable to the employee in the hour work weeks before the work week in which the public holiday occurred, divided by 20; 

Public Holiday ordinarily a working day:

If a public holiday falls on a day that would ordinarily be a working day for an employee and the employee is not on a vacation day, Link Insurance shall give the employee the day off work and pay him or her public holiday pay for that day. 2000, c. 41, s. 26 (1) of the Employment Standards Act. Exception:

The employee has no entitlement under subsection (1) if he or she fails, without reasonable cause, to work all of his or her last regularly scheduled day of work before the public holiday or all of his or her first regularly scheduled day of work after the public holiday. 2000, c. 41, s. 15 (2) of the Employment Standards Act.

The holidays listed below are officially observed:

· New Year’s Day


· Family Day

· Good Friday



· Victoria Day



· Canada Day

· Labor Day

· Thanksgiving



· Christmas Day

· Boxing Day



½ days that are paid (work until 12:00pm):

· Christmas Eve

When a holiday falls on a Sunday, Monday is the paid holiday.

If a dated holiday falls on a Saturday, Friday is the paid holiday.

The day preceding the long weekend, employees are allowed to leave at 4pm, at Tamara’s discretion and depending upon circumstance.

Except salaried workers, employees absent without pre-approved leave before or after a designated holiday may not be paid for the holiday.

Other considerations for holiday:
· An employee on vacation during a holiday will not be paid as advised above unless there is a pre-approval.
· An employee who is on paid leave of absence, including leave for an occupational injury will not be paid.
I have read the revisions of the manual and acknowledge the changes in the information of employment with Link Insurance & Financial Services.
Link Insurance and Financial Services Inc.;
by __________________________________ 
President: Tamara Adamson

The foregoing terms and conditions are hereby accepted;
Employee Name:
____________ __________________ 
Employee Signature: ______________________________ 

Date Signed: _____________________________________
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