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DEFINITIONS, GENERAL DISPOSITIONS AND
APPLICATION FIELD

. Definitions

ECC

The head office of the Bambinos Universe Early @hwlod Centre is located at 316,
Argue Crescent in Shawville. It is represented ey piresident of the Board of Directors
or any other person designated by a resolutionhbyBoard of Directors in all cases
concerning the present policy.

The Board of Directors
The Board of Directors of the Bambinos Universe E€@sists of six parents that are
members of either of the two childcare facilitieslane community member.

The Director
This person is, an employee with the title of dioe@nd is the representative of the ECC
in relations with parent users and employees definehe Labor Code (SR 1964, C141).

Permanent full-time employee
A regular employee has completed her probatiorodesind works the number of hours
per week equivalent to a normal work week.

Permanent part-time employee
Employee has completed their probation and worgs tlean 30 hours per week.

Probationary employee
An employee is on probation.

Placement

Any person in the ECC on a training session thatesognized by an educational
institution. This person may receive a salary dsflagdd by the Board of Directors. They
are not covered by any of the clauses presenteusipolicy.

Contract

All persons working for the ECC in a subsidized kvprogram for a defined period of
time defined in advance. This person may receigenaplementary salary determined by
the Board of Directors. They are not covered by ahyhe clauses presented in this

policy.



2. General dispositions

The ECC and the director agree to discuss and mha management policy that will
cover all employment conditions for staff.

Interpretation

In the case where there is an ambiguity or conttexh between the general regulations
and the present policy, the general regulationailgv

Contract / Employee status
A contract will be signed between the director #mel employee when the employee is
doing a replacement term for a short or long peobiime.

Management rights
The ECC conserves all the customary managemerisrggtbject to the dispositions of
the present policy, attachments and contract.

3. Application field

This policy applies to the ECC staff for the daycdacilities; except to contrary
indication, the same dispositions apply.



INFORMATION AND PARTICIPATION

1. Information

The direction and the employees will mutually traitsall the general order of
documents and that are susceptible to intereshefother in the well functioning
setting of the ECC and the understanding of eachthefr roles, directives,
correspondence, etc.

2. Participation
The patrticipation policy will favour:

A. The patrticipation of the staff in the elaboratidrnttte ECC policies and to of
their management;

B. The development of following reports and harmonicelations between the
ECC and the staff;

C. The establishment of mechanisms of consultatiorwdmt the staff, the
director and the Board of Directors.

The ECC engages the participation of the stafhe development to elaborate the
policies and the management of the centre.

The director general is the immediate superiorhef ECC staff of the Shawville

childcare facility. The assistant director is themediate superior of the ECC staff of
the Luskville childcare facility. In the event thgeneral director is absent, the
assistant director becomes the immediate supefritiecentire ECC staff.

3. Tasks and responsabilities
The staff must adequately exercise all the funstiorsponsibilities and mandates

that are assigned to them by the ECC and perfoenjalin description that has been
assigned to them.



EMPLOYMENT

Objectives : The employment policy is:

A. To ensure competent staff ;
B. To favour an optimal initialization of human resces.

Contents of the policy relating to employment.

This policy shall include:
* The selection
* The hiring/rehiring
* The probation
* Warning
» Temporary suspension of duties
* The dismissal
* The resignation
» Temporarily laid off

Definitions: In this section unless indicated differently alkere, the following
definitions apply:

The selection: The director proceeds in the seleaf staff in respecting
the admissible criterias and the selection procedisr
established by the Board of Directors.

The hiring/rehiring: The establishment of an emgpient link between the
employee and the ECC.
Once a posting becomes vacant, the director magem
decision on whether to fill the posting or leaventpty. The
director informs the newly hired employee of thaesks and
the expectations of the ECC. Once the person elhihe
director gives a copy of the present policy toehgloyee.

The probation: The probation period of a new emgdoig six (6) months.
In terms of the probation period, the employee aegutheir
permanency, at least by being advised in writingtheir fifth
month before the end of the probation period.
The employee of which has been terminated durieg ffrobation
period can call upon the decision of the Board iné®&ors.

Warning: The director can, according to the proceddescribed below,
advize and blame, temporarily suspend from workegutr fire an
employee for sufficient and just cause.



The director informs the employee in writing or balty all
unfavourable remarks that concerns this last aedBGC would
like to make aware.

All unfavourable remarks are put into a file anteatwelve (12)
months following the incident, if there has not ey similar
offence that has occurred, the remarks are thed &lvay.

Temporary suspension: The director can temporatigpend an employee, with or

The dismissal:

The resignation:

without treatment, of their tasks when a prejudies been done to
the ECC.

If the director temporarily excludes the employé¢heir tasks, the
director sends a written notice explaining the nediand the use
of these measures.

In extreme cases of prejudice catsdtie ECC, the director in
collaboration with the Board of Directors, if it$aeen decided to
fire the employee, must have previously been giirerwriting
unfavourable remarks. The nature and the severitythe
employee’s errors susceptible to bringing about fiheg must
have been explained in the advisements and repdsnan

The director does not have to transmit the advesgmentioned in
the case where the justified situation, notablthécase of extreme
error. Therefore, the employee transmits in thedh(3) days of
sending in writing the reasons of a temporary estoluor firing. In
these cases, the director transmits a copy of tthesements to the
Board of Directors.

An employee must give the EC@ma (L0) work days notice of
their resignation.

Temporarily laid off: The ECC can effectively laff temporarily their staff in situations

that affect the financial balancing of the corpmat for example:
temporary closure of the daycare facility, sigrafit reduction in
customers. A three (3) days notice is given ondieoff in writing
to the concerned staff.



TIME OFF

Annual vacation

The employee benefits 2 weeks of annual vacatiah a&anindemnity of 4% after 1 year of
service completed with the ECC.

The employee benefits 3 weeks of annual vacati@h aanindemnity of 6% after 2 years of
service completed with the ECC.

The employee benefits 4 weeks of annual vacatiah aanindemnity of 8% after 4 years of
service completed with the ECC.

The employee benefits 5 weeks of annual vacati@ahamindemnity of 10% after 10 years of
service completed with the ECC.

The employee benefits 6 weeks of annual vacati@ahamindemnity of 12% after 15 years of
service completed with the ECC.

The employee can take their vacation during thesdtitat they have requested to the director.
Vacation days and time off can not be accumulatdelss authorized by the director.

The amount of vacation due is paid at the depadtitlee employee.

The indemnities of vacation begin to accumulatiénatbeginning of their contract.

The vacation must be taken during the current ffigear (April 'to March 3%)

In the event of an employee being absent from velud to a lay off, absence without pay or
parental leave the vacation time is accumulatedighier the indemnity does not accumulate.

EXAMPLE

Accumulated Reference year Reference year Time granted
percentage

4% 2000 2001 No vacation

6% 2001 2002 2 weeks of vacation
6% 2002 2003 3 weeks of vacation
8% 2003 2004 3 weeks of vacation
8% 2004 2005 4 weeks of vacation
10% 2009 2010 5 weeks of vacation
12% 2014 2015 6 weeks of vacation

It is mandatory that all employees submit theiruesy of annual vacation to their immediate
supervisioBEFORE MAY 31% (or before March 3lif they are taking vacation in April and/or
May).
In order to be equal and fair towards all ECC erypés, and after trying to find a common
ground for the parties concerned, the ECC agredletaequests of vacation in the following
manner:

A block of 2 weeks or more, by seniority; following

Blocks of 1 week, by seniority; and finally

Scattered days, by seniority.

N.B.: Requests for vacation time givéFTER MAY 31° will not be treated in the order
described above, but according to the capacityhef ECC responding to the needs of the
organization first and along with the vacation athg approved.



Health days/(Sick days)

The first of April of each year, the employees of the ECC accumulates healthisozks,
therefore, 1 health/sick day after 1.5 months ofkweith a total of eight (8) health/sick days.
These days are not payable or accumulated. Thes isnaffected in hours and may be taken in
this way. Once an employee uses 3 health/sick dagsecutively, they must provide the ECC
with a doctors note.

Statutory holidays

There are thirteen (13) statutory holidays paichegar.

The statutory holidays are the following:

Labor day Good Friday

Thanksgiving Easter Mondayliday recognized as the statutory-
Day before Christmas Directions of the Labor standard)
Christmas day Queen’s Birthday

Boxing day St-Jean Baptist

Day before New Year’s Canada day

New Year's day
Day after New Year’s

If one of these statutory holidays falls duringemployee’s period of vacation, their days are
added to the period of vacation or transferredntmttzer date agreed upon between the employee
and the director.

Replacement procedure

The educators must not feel uncomfortable to blaceg; it is their right to use their health/sick
days.We also do not want the replacement employeeselalisrespected by being called late at
night or early in the morning at the last minute.isl the responsibility of management to
efficiently ensure that replacement and everyogericerns to feel good with the procedure.

However, we ask that the employee cooperate bygjius the necessary tools in order to make
our job easier. The initial tool is tim&his is why we have put the steps to take inimgiin
order to be replaced.

Replacement for health/sick days:

- If the employee knows in advance, a request is n@tiee coordinator so that he/she
can forsee the shift to be replaced and see tl@cespent person.

- When an absence is requested, indicate if the withde from the bank of vacation,
health/sick days or without pay.

- If the request is last minute, during opening haifrthe daycare, the request is made
with the coordinator or if they are absent, thedheacher.

- Outside opening hours, the coordinator is calleldoate or on their cell phone and a
message is left at both places




- If the coordinator is on vacation, the head teathealled and they will see about a
replacement person.

- If both are absent, which will be rare and for arsiperiod of time, the employees
will organize themselves to call the replacememns@e themselves.

- Before the coordinator and the head teacher ldheescenarios that are envisioned
and suggested for the educators that will be akworfacilitate replacement (ex.:
Who to call?, Will there be less children?, etc...)

- The other work shifts (7:00 am, 7:30 am, 8:00 ar@) &m and 9:00 am); the person
must call 1 hour in advance. This will give a stifint amount of time to call
replacements or if they are not available, perthiégscoordinator to get to the daycare
to do the replacement herself..

- It is the responsibility of the employee to calhdur before their shift. If not, they
will come into work until a replacement is founddais present at the daycare to
replace them.

- If the employee or their children do not feel g@oal are not sure if they will be able
to be present the next day, the person responside be made aware and a
replacement person can be notified in advancesatirbe.

- For other work schedules forseen in the day, aaall be made before the lunch
hour. This permits us to procede with a replacenfetite numbers of children are
not low for that day.

Change of employee working from one facility to aniher within the same ECC:

When a contract position is available in eitherilitgc the position is posted internally in the
ECC. Everyone may apply for this position. Howewemperson who already has a permanent
position at one installation and decides to takedbntract at the other facility cannot keep his
permanent position in reserve during this peridae feason for this is to maintain a higher level
of stability for the children, the parents and team.

Adoption and maternity leave

The employee has the right to the following termsrhaternity leave, conditions and clauses of
articles 15 to 35 of the Labor Board Regulationd applies vise-versa to legal adoption.

Mortality leave

Days off for the death of someone:

A leave of seven (7) consecutive days paid, inclgdhe day of the funeral, is given to an
employee for the death of their spouse, their cnéd) and the child (ren) of their spouse.

A leave of three (3) consecutive days paid, inecigdihe day of the funeral, is given to an
employee for the death of their mother, fathetgesisr brother.

A leave of three (3) consecutive days paid, ineigdihe days of the funeral, is given to an
employee for the death of their father-in-law, nestn-law, sister-in-law, brother-in law, son-
in-law, daughter-in-law or one of their grandpasetitat lived in the same residence as the
employee.
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The employee has the right to one (1) paid dayHferreasons related to the death of one of their
grandparents, father-in-law, mother-in-law, sistetaw, brother-in law, son-in-law, daughter-
in-law that did not reside in the same residendah@agmployee.

The employee has the right to an additional dagibsfence without losing treatment in the case
where they have to travel two hundred forty-on@rkiétres (241 KM) (150 miles) from their

home.

LEAVE OF ABSENCE

LEAVE OF ABSENCE OF 4 WEEKS OR LESS

1.

After having accumulated two years of service,ftiiletime and part time employee
(people that are on call are excluded) may aslaflrave of absence, not exceeding
(4) four weeks, as long as this person requesttethe (20) twenty working days in
advance and has no holidays left such as (vacasaisdays and overtime).

This leave can be separated according to the emg®yequest, but in weekly
increments only.

Only one (1) employee at a time may be on leavedife than (1) requests are asked
for, for the same period of time, the first requedt be honored. First come, first
served! If two (2) requests are made on the sameseaiority will come into play.
During this leave of absence the employee stiluaudates her time. Furthermore,
no leave is cumulative (money) during this leave.

LEAVE OF ABSENCE OF MORE THAN 4 WEEKS

1.

A full time or part time employee with 4 years @&ndce (people that are on call are
excluded) may request a leave of absence of netahgn (6) months, and this includes
the 4 week or less leave and has no holidays ilefh sas (vacations, sick days and
overtime) and as long as they make the requestyw2@) working days in advance.

After 5 years of service and once every 5 yeamr dftat, the full time and part time
employee (people that are on call are excludedy mequest a leave of absence of one
year maximum this includes the 4 week or lesspag bs they make the request twenty
(20) working days in advance.

This leave must be taken in sequence. Howeverrigoyee can return to work at any
time by advising the ECC of their intention to metio work, at least one month before
their return to work.

Only one (1) employee at a time may be on leavendife than (1) requests are asked for,
for the same period of time, the first request Wwél honored. First come, first served! If
two (2) requests are made on the same day, sgnialitcome into play.

At the end of the leave of absence, the employeen®to their job. If the job has been
abolished, the employee has the right to all theathges that she would have benefited
from had she been at work.

However, if the employee does not return to workitiy agreed date, the CPE reserves
the right to end her contract.
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EXCEPTIONS

1. Notwithstanding all of the above, the Board, airthescretion, can make an adjustment,
according to certain circumstances and/or situatiéwilowing a written request from an
employee.

WORK CONDITIONS AND SOCIAL ADVANTAGES
1. Work Time
The director and the employee decide on the digtdh of work time.
The work schedule is that of which has been decigemh between the director and the
employee to fulfill their normal tasks.

2. Traveling and representation costs
The employee has the right to reimbursement of esgeethat can incur in the completion
of their tasks according to the rules of the Treagiounsel of Québec.

3. Improvement
The ECC recognizes the necessity to ensure staifomement and at the end agree to
consult with them.

The ECC facilitates the participation of staff arious programs of improvement offered
to the staff of childcare services (activities,dss, training periods, etc.) keeping in mind
the financial situation of the ECC and the annwalrse objectives. It is mandatory that
ECC staff follow a first aid and CPR course evdmee (3) years paid by the ECC for
employees that are permanent part time or full time

4. Priority of employees’s children (full time/partrie) on the ECC waiting list.
The resquests are treated in the following ordeariirity:
A. The parent with a child already present in dayeer@ would like
to increase the number of days of service.
B. The parent that already has a child regularly ditenthe daycare
service.
C. The permanent employees of the ECC; their childlzare access
to the 2 installations independently from work glac
D The parent that has a child attending the daycaméce and their
contract is terminating due to a lack of spothm ECC permit.
The parent on the waiting list in chronological erdand the
availability of places in the group for that chilfhe parent must
integrate their child within a period of one (1) mtlo that the spot
was offered. After this period, the spot is offetecnother parent.
F. The ECC has a ECC — CLSC agreement signed, thereferhave
1,5 spots reserved that are subsidized and resdovechildren
refered and followed by the CLSC.

m

5. Bonus
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A. Permanent full time employees receive once a yeBecember an amount of
$1300.00 taxable.

B. Permanent part-time employees receive once a ge@ecember an amount
of $650.00 taxable.

6. Job Posting
A. When a position is available in our installatiorisis posted internally.
However, if an employee has a permanent positiamna of our installations
and she applies for a non permanent position irother installation, the ECC
will not guarantee the employee’s permanent positio

13



EMPLOYEES EVALUATION

Evaluation/Retrospective

The director proceeds with an annual evaluatiostaf.

In order to have the employee think and to sumreetieir work in the last year, we have
decided on a more open and personal approach toegmowith an employees annual
“evaluation”. We want a very friendly exchange ohatvthe employee has written in their
summary as their retrospective. Here are the skgppsare to be taken to start this annual activity.

Step 1 The person in charge of supervision gives thetsbereflection a minimum of 1 month
in advance to the employee in order to give thene tio think and put in writing their thoughts.

Step 2 The employee hands in their retrospective topg@eson concerned at least one week
before the scheduled meeting date.

Step 3 During this discussion, notes can be taken. Midten new and interesting information
comes out during this exchange.

Step 4 After the meeting the employee must do a follgniruwriting on how the meeting went,
ex.: How they felt., Other ideas that came outofeing the meeting., What were their
impressions., What they got from the meeting.,efthis written follow up must be handed in 2
weeks following the meeting.

Step 5 The person in charge of supervision writes todhmployee a little note to end the years
retrospective.

Step 6 All is photocopied and filed in the employeegfil

Step 7 A follow up is done during the current year (dstessary) to see where the employee is
in their objectives and to see if they need he|misut.

Questions to answer at the time of the annual spactive

- Reflect on the realisations of this year and thedlves of last year, your strengths and
weaknesses. (Always related to the children, paramtl co-workers).

- Chose clear and specific objectives to work onrduthe year.
- Determine a time limit for each of your objectives.
- Name ways chosen to meet the objectives.

- Name ways the ECC can support (Info, technicalsowial support, ressources, courses,
encouragement or others...)
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DRESS CODE, MEALS AND WORK CONDITIONS

The ECC favours a professional and adequate dress code:

- A distinction needs to be made between the diftepaistings. Ex.: a person working
directly with the children, a person working in thiice and a person responsible for the
kitchen.

- A distinction needs to be made between the fematk rale personnel. Ex.: in the
kitchen hair must not be exposed. (Tank top for)men

- Adistinction needs to be made between the seaBonsa tank top in the winter is not as
appropriate as in the summer.

- Particular attention needs to be brought to messagetrayed on clothing such as
symbols of products that signify violence, alcohol, other. Ex.: a ball cap with
“Molson”.

- Particular attention needs to be brought to theediht style phases. Ex.: low rise jeans
and/or belly button tops. The stomach should bemaVat all times.

- Particular attention needs to be brought to clgtidancerning work safety. Ex.: do not
wear clothing too long or too big that could getigiat on things.

- Particular attention needs to be brought to jeweleorn that could get caught on things
and/or could hurt themselves or others. Ex.: l@@®gings or rings.

- Particular attention needs to be brought to shdssnwt comes to work safety. Do not
wear shoes offering little stability and protectiand could provoke a fall, contusion or
torsion, etc... Ex.: sandals such as “Flip Flopsgeshor boots with a heal more that an
inch high.

We are confident that everyone will use their propelgement when dressing to come to
work which will ensure safety and avoid unfortunateidents as well as being a role model
for the children.

Employees meals:

- The ECC encourages the employees to eat the megtarpd by the cook with the
children.

- The meals are offered to the employees for $1 paalnthis includes 2 healthy snacks
and a well balanced lunch. However, the employae whshes to bring their own lunch
from home may do so and they do not pay the $thtomeal.

- The employee who brings their own lunch or snacktmespect the same rules regarding
the allergies in the childcare facility.

- The employees can not eat their lunch brought fhome in the rooms if it is not similar
to what is being served to the children at dayaxe spaghetti with sauce at the daycare
versus lasagne brought from home).

- This is to ensure harmony for all at lunch time.

- And not to create a challenging dynamic for theugtoVe also want the parents to also
respect our philosophy during meal times; therefogemust set the example.
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Work relations:

Here is a general idea of the ECC advocate thateted of relationship and communication
between educators, cook and director.

Respect others and their opinion;

Maintain a good relation, be friendly and approddha

Encourage helping others and cooperate;

Be tactful and diplomatic;

Work as a team;

Acompany and support colleagues with problems wiglarent or a child;

Share all pertinent information on a child’s orargnt’'s behaviour with other members
of the team;

Accept ideas and suggestions and acknowledgepbgit of view;

Identify problematic situations;

Give and receive contructive criticism;

Also propose, constructive solutions;

Determine priority subject matters to discuss;

Provide help when needed,;

Resolve a conflict by listening to the other pets@ide and finding neutral territory;
If a conflict persists, refer to the coordinatottiog director if need be;

Manifest discretion in regards to cases treated.

Employees that smoke must do so outside the EC@zpso

Policy regarding an employee with a child(ren) at the daycare:

The ECC personnel has the choice to register théot according to the procedures.
The ECC advocates that the child of the parent-eyeg be placed in another group
other than their own. The coordinator will detereithe changing of posting in
regards to the group for the educator concerned.

The employee that uses the service as a parentregct the routine established in
order for the group to function well. The educataust wear their employe “hat”
once they arrive at work, after they drop theirlethoff to their educator. It is
important to say good morning to the child justldény other parent. This will help
the child comprehend the line that must be donedst parent-employee.

The parent-educator can not take their child dutivegr breaks. They can not spend
their break with the group their child is in.

During certain moments of the day (ex.: outsidéiyaes in the multi-purpose room,
activities in large groups, etc...) it is possiblattthe parent-employee and child be
together. The parent-employee must have the sar@evémtion that they have with
other children. They can not play favouritism or here severe with their child.
Also, the parent-employee must be absent when tarvéention is being done with
their child.

If there is a problem with the child and there mbeta discussion during a staff
meeting, it is best if the parent-employee remdweniselves during the discussion
unless the staff and the parent-employee are ctebler

16



If the child is sick, they will stay with their edator until the parent-employee can be
replaced.

The parent-employee must respect their child’s athucduring her break, where
other subjects can be discussed and she can relax.

The parent-employee keeps the same privileges wheoncerns the exchange of
information with their child’s educator: discusssoat the beginning and the end of
the day, forseen meetings, etc...

The payment calendar and the daycare fees areithptece with the ECC.

The regulations of the internal policy must be extpd by the parent-employee with
the same title as the other parents of the ECC.

In the case of a conflicting situation, the BoafdDarectors will make the decision
based on the facts presented by the parent-empémethe director.

Lastly, in order for the staff to live in a sereagnosphere, the cooperation of all
regarding this policy is essential.

Policy for employees children that do not attend the daycar e facility:

As the ECC favours and encourages families on tbgegt called “Take your child to work
day”. Therefore, the parent-employee that do neehehildren in daycare are encouraged to
bring their child into work with them up to a maxim of 2 days per year.

One day must be determined in advance (therefdaéddlay 3f) at the same time as they
book their vacation. The second day can be deat#te last minute depending on the situation.

For example, children 12 years of age and undet omust in the group of children’s ratio.

One child at a time per family, and per employe, pass the day at the daycare.

This applies to the employees normal work hours.

This project is only for the children of the empt@g and not their nieces and nephews or others.

The child will be the parent-employees respongibihiside and outside the daycare and not be
under the supervision of the parent-employees cdavs.

For sure, the parent-employee must be in controheif child and to have a good relationship
with them in order to permit their work to contintsea good manner.

Also, the child must be able to follow the daycaoemal activities and be in good health.
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Organisation of material and purchases:

A toy lending library exists at the ECC for the dydare facilities. The toy lending library
consists of small and large equipment and educdtioaterial for the children. There are also
different theme kits, books on different subjeets, .. Each educator can borrow the material of
their choice to best respond to the children inrtgeoup. The educator is responsible for the
disinfection of the material she uses.

For any other material, food or other, requeststrbasnade verbally or in writing on the memo
titled “Purchase list” that is found on the bulteboard in the office. The coordinator will see to
the purchases listed.

The majority of purchases for the kitchen is dogpehe cook. These purchases will be delivered
to the ECC. There have been accounts opened atbosmesses for daily purchases in regards
to items for the kitchen or for emergencies. Thesqe that is making the purchase must initial
the receipt book at the counter at the store anst fming back to the daycare a receipt so an
accounting calculation can be done at the endaf a@onth.

Alarm system:

The ECC has three people responsible for the atastem, if one of these three people must
travel outside the daycare hours; the person i pdiours. (See the employee and parent guide
for the measures to follow).

18



CIVIL RESPONSABILITY

The ECC is committed to stand up for the employeavhich a civil responsibility is incurred in
the exercise of her functions and advised not &v@se against any of their claims in this regard
unless there is negligence or serious fault onptdne of the employee. To this end, the ECC
contracts an insurance to cover the civil respalitgib

The employee can not be held responsible for th® actions, negligence or defaults of an
administrator, an officer or ECC employee.

The employee can be held responsible for which atayr in the exercising of her functions or
due to an act or a voluntary fault or a seriousrerr

However, the fault or the breach in the executibtheir functions can not be the employees’
responsibility if they acted honestly, reasonalolé with all fairness they must be excused.
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PREAMBLE

Everyone is entitled to safeguard its’ dignity, bomand reputation. The employer believes that
any management staff and employees are entitlacherassment free workplace. To this effect,
the employer denounces harassment, which constituterm of violation of the individual’s
fundamental rights.

1. POLICY OBJECTIVES

1.1  Maintain a working environment free from harasst, for both the management staff
and employees and promote respect for human digniapor relations.

1.2  Contribute to raising awareness, informatiord draining of the area to prevent
harassment conduct and ensure that everyone hagigie to be treated fairly without
discrimination or harassment.

1.3  Provide the necessary support to those wheweelthey are undergoing a form of
harassment by putting in place an accessible aedtefe procedure for handling complaints.

1.4  Establish a procedure for resolving complaimtsl allowing an employee victim or
alleged victim of harassment to assert their rightsonfidence and without fear of reprimand.

1.5 Take reasonable steps to correct and stopatessment situations and to punish such
wrong behaviors.

2. EMPLOYER ENGAGEMENT
The employer agrees to:

2.1  Provide an environment free from psychologhabhssment;
2.2 Promote respect among individuals;

2.3  Safeguard the staff’s dignity;

2.4 Protect the physical and psychological intggftthe personnel;
2.5 Promote a harmonious work environment.

3. SCOPE
This policy applies to all management staff and leyges of the ECC. It regulates relations in

the workplace or in connection with work in builgs) offices and areas of the company and any
other place where they engage in work activities.
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4, DEFINITION

Harassment is any vexatious behavior that is msteifeby conduct, verbal comments, actions or
gestures that are hostile or unwanted; this condadermines the psychological or physical
dignity or integrity of the person and for this gen, it leads to a harmful learning or work
environment.

A single serious behavior may also constitute lsnast if it undermines the psychological or
physical dignity or integrity and produces a lagtitharmful effect on the person.

5. PRINCIPLES

5.1 The employer undertakes to take reasonable steprevent harassment and to stop it
when it is brought to his attention.

5.2  The employer promotes a quick and efficientraggh to resolve the problems and have
recourse to a procedure for handling complaintgrder to restore a healthy work environment.

5.3 The person who believes she is in a harasssigmdtion may take steps, make a
complaint or take action without prejudice or repand from the employer.

5.4  All information relating to a complaint and the idi¢y of the people involved are treated

confidentially, as much as possible, by all partiesless such information is necessary to
process the complaint, to conduct an investigatioho impose disciplinary or administrative

actions.

5.5  The person who believes she is in a harasssiteation and the person against whom a
complaint is being made are treated with fairnes$ iaformed of the progress of the case and
any decision on the dispute.

6. COMPLAINTS PROCEDURE

The Director General is the person responsibletticr policy in relation to employees of all
facilities of the ECC.

At all times, the director general may delegatertfumitoring of complaint resolution procedure
to a person which she designated.

The complaint procedure does not replace at ang tiva recourses provided by law. Similarly,
despite the exercise of a legal challenge befarang or after the filing of a complaint under
this policy, the person responsible may decide tondact an investigation.

In the event the director general or the designptrdon is targeted or involved in any way by

the complaint, it will be made to the Chairman oedfdent of the board, and will be treated in
the manner and procedure below.
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Mechanism of the procedure for resolving complaints

6.1 Complaint must be made in writing using thenfaattached to this policy. It must be
signed, include a detailed description of the at@ms and shall designate the person or persons
identified as responsible for those facts and #hegses.

6.2  The complaint is forwarded to the Director Gaher her designee within ten (10)
business days after the event or events allegedtlyrced.  Failure to file the complaint within
this period may not lead to its rejection and ialslat all times be treated according to the
procedure below.

Despite the absence of a written complaint, thed@ar General or her designee may at any time
decide to undertake the procedure and investigafidthe officer has reasonable grounds to
believe that a situation of harassment exists.

6.3  The complaint processing takes place as sopossble in order to intervene quickly to
stop the harassment situation and not let it dartfagevork climate.

6.4  The manager or designated person checks thtsrogra proper investigation. He meets
with the parties in dispute and the potential wsses if necessary, to assess the seriousness and
extent of the alleged acts.

6.5 If the complaint is admissible, the directongel or designated person shall ensure,
where necessary, the effective implementation gftemporary preventive measure to protect
the victim of harassment.

6.6 If the parties agree, the director general esighated person may at any time convene
them to attempt reconciliation and a solution te thituation of alledged harassment.

6.7  The director general or designated person smaslre respect and the presumption of
good faith of the person subject to the complamd ker right to be heard at any stage of the
proceedings.

6.8  The director general or designated person,simlsoon as possible after the conclusion
of the investigation, notify the parties that themplaint is upheld or rejected.

6.9  The director general or designated person,shiabre appropriate, impose the measures
(administrative or disciplinary) deemed appropriatél vary depending on the severity, the
recurrence of acts committed and the record ofpreon who is the subject of the complaint.
7. FINAL PROVISIONS

7.1  The employees have a responsibility to mairtgandards of conduct to which the work
is done in a harassment free environment.

7.2  The employee must report inappropriate behaaor with objectivity and, in case of
investigation, to collaborate.
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7.3  Managers have the right to exercise their authdrityey do so in a non abusive manner.
This includes the right to set goals, assign taskaluate performance, provide guidance,
and enforce company disciplinary regulations. Thaye the right to implement any
measures necessary for the proper functioningeo€timpany.

7.4  The normal exercise of management rights, nowoak disputes, work related stress,
working conditions and professional constraints ot usually constitute psychological
harassment.

7.5 No complaint shall be based on false allegatlmerause of the harm they could cause to

those affected. Also, any complaint made malicipusl in bad faith may also be subject to
action against its author.

Protocol regarding communication devices

It is asked of all employees to leave all commutocadevices (cellular, iphone, blackberry,
etc...) with their personal belongings (bag, pursekér, car, etc...) during working hours.

It is also asked that these devices are not phisifaund on the staff or elsewhere in the
children’s pay rooms.

Personnel can at all time receive emergency callgshe ECC’s telephone, which will be

transferred to him/her. Staff can also use the E€l€phone for personnel calls during his/her
breaks. It is always important to let us know oy ong distance call that will be made.
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