
Updated July 2020 

 

 

 

 

 
 

 

 
3+ Corporation 

Policies and Procedures Manual  
 

 

 

 

 

 

 

 

 

 
 

1273 rue Main Street, Suite/bureau 250 
Moncton, NB 

E1C 0P4 
 

  

 



 

 
  

  



 

 
  

  

 TABLE OF CONTENTS 
 

Policy # Policy Title 

10 Welcome 

20 Acknowledgement 

30 History 

40 Orientation 

50 Equal Employment Opportunity 

60 Customer Relations 

70 Privacy Policy 

80 Personnel Files 

90 Open Door Policy 

100 Annual Reviews 

110 Work Assignments 

120 Employee Development 

130 Disciplinary Actions 

140 Unacceptable Attendance 

150 Unjustified Absence 

160 Harassment 

170 Disputes Resolution 

180 Probationary Period 

190 Termination of Employment 

200 Attendance Policy 

210 Work Schedule 

220 Overtime 

230 Pay Day 

240 Right to Refuse Work 

250 Medical and Other Appointments 

260 Storm and Inclement Weather Days 

270 Outside Employment 

280 Statutory Holidays 

290 Vacations 

300 Personal Leave Days 

310 Process for Vacation and Discretionary Day Request 

320 Leave of Absence 

330 Unpaid Leave of Absence 

340 Bereavement Leave 

350 Maternity Leave 

360 Child Care Leave 

370 Compassionate Care Leave 

380 Critical Illness Leave (Child) 

390 Death or Disappearance Leave (Child) 

400 Leave for Reservists` Military Service 

410 Group Health Insurance Plan 

420 Confidentiality 



 

 
  

 

430 
Professional Conduct Dealing with Strategic Partners and Municipal 

Governments 

440 Conflict of Interest 

450 Travel Expenses 

460 Distracted Driving Policy 

470 Ethical Standards 

480 Dress Code 

490 Sensitivities to Scents 

500 Employee Use of Office Equipment 

510 Social Media Policy 

520 Corporate Sponsored Events – Drinking and Driving 

530 Court Appearances 

540 Employee Volunteering Policy 

550 Gifts and Gratuities 

560 Office Security 

570 Religion Accommodation 

580 Smoking 

590 Smoking & Substance Abuse 

600 Voting 

610 Workplace Health and Safety Compensation Commission 

620 Accident at Work 

630 Worker’s Compensation 

640 First Aid 

650 Medication 

660 Medical Emergency 

670 Strategic Partnership Process 

680 Bring Your Own Device – Mobile Usage 

690 Code of Conduct 

700 Whistleblower  

710 Work from Home 

 Acknowledgement of 3+ Employment Policies Manual 

 Conflict of Interest and Confidentiality Agreement for Employees 

   



 

 
  

POLICY TITLE:  Welcome 

 

POLICY NUMBER:  10 

_____________________________________________________________________________ 

 

You are now part of an organization that has built a reputation for quality services. We are glad you 

joined our team because this reputation is credited to all those who work with us. 

 

We encourage you to use this manual as a reference tool for everything concerning your job. The 

following pages provide explanations on the policies of the organization and employee benefits. Take 

the time to read it. We will be happy to give you additional information and explanations as needed. 

 

In addition to clarifying the responsibilities, we hope that this Employee Handbook will also give you 

an indication of the interest 3+ Corporation has for the welfare of all its employees. 

 

On behalf of 3+ Corporation we would like to wish you all the best of success throughout our common 

journey. 

 

 

Accepted:  August 25, 2016 

 

 

 

                       _______                    

President & CEO           

3+ Corporation        
  



 

 
  

POLICY TITLE:  Acknowledgement 

 

POLICY NUMBER:  20 

_____________________________________________________________________________ 

 

3+ Corporation Inc. is incorporated under the laws of the Province of New Brunswick.  Every 

organization has certain guidelines which were developed to reflect good business practices and 3+ 

Corporation is no exception. 

 

In establishing any rules of conduct, 3+ Corporation has no intention of restricting the personal rights of 

any individual.  We wish, rather, to define the guidelines that protect the rights of all employees and to 

ensure maximum understanding and cooperation, therefore, this Employment Policy Manual is provided 

as an information tool and immediate reference. 

 

Policies included in this manual are subject to change with approval from the Board of Directors.  Any 

changes or additions will be distributed accordingly. 

 

This policy manual will be in effect from the date of employment to the termination date of employment.  

Please acknowledge receipt of this manual by signing and returning this page to the President & CEO of 

3+ Corporation.   

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation        
  



 

 
  

POLICY TITLE:  History 

 

POLICY NUMBER:  30 

_____________________________________________________________________________ 

 

Incorporated in 2014, 3+ Corporation is the economic development corporation for Dieppe, Moncton 

and Riverview, leveraging our regional assets to foster new job creation, to enhance our prosperity and 

to improve our overall competitiveness. We use our expertise to promote our region and attract 

investment, to help expand our existing businesses and key sectors, and to help build and attract the 

workforce needed for our new and existing businesses to thrive. 

 

The Corporation is funded through the three municipalities and is additionally supported through 

Strategic Partnership investment from businesses and philanthropic individuals and organizations with 

interest in supporting economic prosperity and cooperative endeavours of the municipalities of Dieppe, 

Moncton and Riverview. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation        
  



 

 
  

POLICY TITLE:  Orientation 

 

POLICY NUMBER:  40 

_____________________________________________________________________________ 

 

Every new employee goes through an orientation process when starting to work for 3+ Corporation.  The 

orientation process will cover such topics as the corporation’s history, its mission and its objectives.  It 

will also detail the new employee’s job description and various working conditions, benefits and policies 

related to the employee’s position. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
  



 

 
  

POLICY TITLE:  Equal Employment Opportunity 

 

POLICY NUMBER:  50 

____________________________________________________________________________ 

 

3+ Corporation maintains a strong policy of equal employment opportunities for all people associated 

with the centre including employees, volunteers, and job applicants. 

 

3+ Corporation hires, trains, promotes and compensates employees on the basis of personal competence 

and potential for advancement without discrimination based on the prohibited factors contained in the 

New Brunswick Human Rights Act.  The following excerpt is taken directly from the NB Human 

Rights Act Fact Sheet #1 (January 1998). 

 

"The Human Rights Act prohibits discrimination and harassment based 

on race, colour, religion, national origin, ancestry, place of origin, age, 

physical disability, mental disability, marital status, sexual orientation 

and sex, including pregnancy." 

 

Any person who feels they have been discriminated against by 3+ Corporation is encouraged to discuss 

the matter with the President & CEO or with the NB Human Rights Commission (856-2422). 

 

In circumstances where such matters are not resolved within 15 working days, or to the satisfaction of 

the employee, a written request may be submitted to the Chairperson of the Personnel Committee of the 

Board of Directors for further consideration, as per policy number 3+ Corporation, titled "Disputes 

Resolution". 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        
  



 

 
  

POLICY TITLE:  Customer Relations 

 

POLICY NUMBER:  60 

_____________________________________________________________________________ 

 

The success of 3+ Corporation depends upon the quality of relationships between employees, clients, 

suppliers, and the general public.  Our clients' impression of 3+ Corporation and their interest and 

willingness to do business with us is greatly formed by the people who serve them.  Each of us has a role 

to play in providing direct or indirect value to our clients.  The more goodwill we each promote, the 

more our clients will respect and appreciate each of us, 3+ Corporation and our services. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
  



 

 
  

POLICY TITLE:  Privacy Policy 

 

POLICY NUMBER:  70 

_____________________________________________________________________________ 

 

Employee privacy is respected at 3+ Corporation and it is the responsibility of each employee to ensure 

privacy of all parties. 

 

3+ Corporation collects stores and uses information about its employees for the purpose of their 

employment. 

 

The objective of 3+ Corporation’s privacy policy is to promote responsible and transparent practices in 

the management of employees’ personal information by 3+ Corporation in accordance with the 

provisions of the Personal Information Protection and Electronic Documents Act (‘PIPEDA’).  3+ 

Corporation believes that the policy meets all of the requirements set out in PIPEDA for the protection 

of personal Information as provided to the corporation. 

 

3+ Corporation will continue to review the policy to ensure that it is relevant and remains current with 

changing laws, regulations and technologies.  Most importantly, 3+ Corporation wants to ensure that it 

continues to meet the evolving needs of its employees.  While the policy may therefore change, 3+ 

Corporation will treat an employee’s personal information in a manner consistent with the policy under 

which it was collected, unless the corporation has the consent of the employee to treat it differently. 

 

Employees of 3+ Corporation shall be able to address a challenge concerning compliance with the above 

principles to the designated person or persons accountable for 3+ Corporation’s compliance with 3+ 

Corporation’s policy. 

 

The policy applies to personal information about the corporation’s employees that is collected, used, or 

disclosed by the corporation. The policy applies to the management of personal information in any form 

whether oral, electronic or written. 

 

3+ Corporation places a high priority on employee privacy and protection of information. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
  



 

 
  

POLICY TITLE:  Personnel Files 

 

POLICY NUMBER:  80 

______________________________________________________________________________ 

 

3+ Corporation maintains up-to-date personnel files on all employees.  It is important to maintain these 

records as this information is used for various reasons such as benefit administration, etc. 

 

3+ Corporation respects each person’s right to have their personnel files treated with confidentiality; 

therefore information will not be released unless there is a signed authorization form on file, or where 

required by law. 

 

Each employee must ensure that his personal information is accurate, complete and regularly updated, 

in order to avoid the inconvenience that may be caused by inaccurate information. The employee must 

inform management of any changes to the following information: 
 

• Legal name 

• Home address and electronic email address 

• Home telephone number & cell number 

• Person to call in case of emergency  

• Number of dependents 

• Marital status 

• Academic qualifications and professional development courses 

• Change of beneficiary 

• Driving record and status of driver’s licence, if you operate a corporate vehicle  

• Exemptions regarding personal tax deductions 

• Bank account number for direct deposit or cheque specimen 

• Change in spousal benefits that may affect benefit contributions 
 

Employees may see information which is kept in their own personnel file and may request and receive 

copies of all documents they have signed. 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        
  



 

 
  

POLICY TITLE:  Open Door Policy 

 

POLICY NUMBER:  90 

_____________________________________________________________________________ 

 

3+ Corporation maintains an open door policy and encourages their employees to share their concerns, 

seek information, provide input, and resolve problems and issues with their immediate supervisor or the 

President & CEO. 

 

Supervisors and the President & CEO are available to listen to employees concerns and to encourage 

their input as well.  They are also prepared to pursue resolutions to their problems and issues with the 

briefest delay. 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        

 
  



 

 
  

POLICY TITLE:  Annual Reviews 

 

POLICY NUMBER:  100 

_____________________________________________________________________________ 

 

3+ Corporation considers Annual Reviews to be an absolute requirement in helping both the agency and 

the employee to reach their full potential.   

 

The primary objective of the program is to review performance outcomes and to identify employees’ 

strengths and weaknesses in order to reinforce good habits and promote development in areas needing 

improvement.  This review also serves to make employees aware of and to document how their job 

performance compares to the corporation’s goals and to their roles & responsibilities.  The review 

process also offers employees with the opportunity to discuss their interests and future goals.  The main 

objective of the performance review is help employees progress and grow in order to achieve personal 

as well as work-related goals. 

 

Reviews will be approached in a positive and mutually beneficial manner, providing an opportunity for 

both the employer and the employee to evaluate each other.  Reviews will be objective oriented, with 

clearly defined goals developed by both the employee and the President & CEO.   

 

Although the formal review will be held annually, informal appraisals may be conducted at any interval 

and feedback will be provided on an on-going basis. 

 

Annual Review Procedure: 
 

The President & CEO will initiate the review, providing the employee with a self-evaluation form and a 

scheduled appointment.  It will be the responsibility of the employee to complete the form for discussion 

at the Annual Review. 

 

The President & CEO has the option of approaching other office staff for feedback regarding the 

employee’s job performance before the scheduled Annual Review appointment.  The President & CEO 

will advise the employee who will be approached for feedback. 

 

All employees are required to sign the ‘Confirmation of Annual Review’ Form included in the ‘3+ 

Corporation Manual’ and submitted to the President & CEO at the time of annual review. 

 

 

Accepted:  August 25, 2016 

 

 

 

 

                      _______                    

President & CEO           

3+ Corporation       

  



 

 
  

POLICY TITLE:  Work Assignments 

 

POLICY NUMBER:  110 

______________________________________________________________________________ 

 

Qualified people are employed by 3+ Corporation to carry out work assignments for the good operation 

of the agency. 

 

Once persons have been hired to fill vacant positions, they will be responsible for completing their 

assigned duties in accordance with their job description.  Although the job description constitutes the 

basic primary duties of each employee, related and allied duties may also be assigned in addition to 

their customary responsibilities. 

 

New work assignments may be delegated by the President & CEO and all 3+ Corporation employees are 

directly responsible to the President & CEO who is directly responsible to the Board of Directors. 

 

Please Note: When requested by the President & CEO, employees must submit written reports 

outlining their work performance and accomplishments within the mandate of their responsibilities. 

 

 

Accepted:   July __, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        

  



 

 
  

POLICY TITLE:  Employee Development 

 

POLICY NUMBER:  120 

______________________________________________________________________________ 

 

3+ Corporation encourages all employees to continue their education and improve proficiency in their 

current position of employment and to prepare for possible advancements.  3+ Corporation will support 

and encourage each and every employee in their endeavour and aspiration; however, sponsorship will 

be at the discretion of the President & CEO, provided funds exist. 

 

Sponsorship: 
 

A written application must be submitted to the President & CEO for his review at least four weeks prior 

to the course.  The application must state who, what, where, and when of the course and how it would 

be beneficial to the employee, fellow employees, and 3+ Corporation.  The total financial expense 

involved must be accurate including any cost for books, tuition, travel, etc. 

 

3+ Corporation will pay reasonable costs associated with employees’ professional enhancement 

activities, as follows: 

 

• Up to 100% of the costs for seminars, workshops, post-secondary programs, conferences and 

specialized technical training programs that are directly relevant to the employee’s current position 

or deemed to prepare an employee for future responsibilities in 3+ Corporation; 
 

• 100% of the cost of professional memberships that are directly relevant to the business of 3+ 

Corporation. 

 
 

Where participation in a course or seminar/workshop/conference is graded, a minimum grade of “B” or 

75% must be achieved, otherwise sponsorship may be revoked. 

 

The employee must commit to presenting an adequate summary of the course or 

seminar/workshop/conference to their fellow employees at the next staff meeting.  Any resource material 

should also be placed in the resource library, available to all employees. 

 

Where the course or seminar/workshop/conference takes place during the standard working hours, leave 

with pay will be granted to attend the training session.  Should the training session take place outside of 

standard working hours, the employee is expected to attend on their own time. 

  



 

 
  

.../2 

 

Employee Reimbursement Policy: 
 

As 3+ Corporation is investing in the professional development of its employees, it is only fair that 3+ 

Corporation also reap substantial benefit from such investment.  This policy will apply in the case where 

an employee does not continue his employment with 3+ Corporation for whatever reason, for a period 

of one (1) year after the completion of any educational/professional development program or 

membership paid by 3+ Corporation. 

 

Number of months after completion of 

program or date of membership 

Amount to be reimbursed 

to 3+ Corporation 

Within the first 6 months 70% 

After 6 months and up to 12 months 40% 

 

Please Note: Although an employee may attend a course or seminar/workshop/conference during 

standard working hours, they will remain accountable for their own work duties.  Each employee will be 

responsible for making arrangements in their own schedule to accommodate any training sessions. 

 

 

Accepted: August 25, 2016 

 

 

 

                       _______                    

President & CEO           

3+ Corporation        

  



 

 
  

POLICY TITLE:  Disciplinary Action 

 

POLICY NUMBER:  130 

____________________________________________________________________________ 

 

It is important for 3+ Corporation to maintain good operation of the agency; however, it is also the 

intention of 3+ Corporation to encourage learning from our mistakes, therefore disciplinary action for 

unacceptable job performance will be approached in the following manner: 

 

If an employee demonstrates unacceptable job performance, the President & CEO will first discuss the 

incident in private with the employee and make suggestions towards a resolution.  This will allow the 

employee time to make appropriate changes and seek further training if required.  Should the employee 

show improvement, the unacceptable job performance will not be recorded in their personnel file. 

 

Should the employee not show satisfactory improvement after a verbal warning, a written warning will 

be given to the employee for review and further action, and will be recorded in their personnel file.  If 

all preliminary warnings are not heeded, further action may include suspension without pay based on the 

discretion of the President & CEO, or termination based on the discretion of the President & CEO and 

Chairperson of the Personnel Committee. 

 

Following satisfactory improvement, the written warning will be removed from the employee’s 

personnel file one year following the last occurrence of the same type of incident. 

 

Please Note: Should unacceptable job performance occur on more than one issue, each separate issue 

will be first addressed verbally.  Each separate issue will not be combined with a previous issue.  

Example:  A verbal warning for being late does not lead to a written warning for inappropriate dress 

code. 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        

  



 

 
  

POLICY TITLE:  Unacceptable Attendance 

 

POLICY NUMBER:  140 

_____________________________________________________________________________ 

 

Unacceptable attendance includes (but is not limited to) unexcused or persistent early departure during 

scheduled working hours, abuse of established sick leave benefits, or tardiness. 

 

Abuse of sick days will not be tolerated. The corporation will remain vigilant of the following sick leave 

patterns, particularly if the patterns are chronic and persistent: 
 

• Absence on Fridays or Mondays where the employee is scheduled to work 

• Absences during the day before and/or the day after scheduled vacation day(s) or statutory 

holiday(s) 

• Absences during the day immediately following a pay day 

• Absences where an employee calls in sick immediately after another sick day has accrued 

• Situations where the absence(s) coincides with desirable days off 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      

 

  



 

 
  

POLICY TITLE:  Unjustified Absence 

 

POLICY NUMBER:  150 

_____________________________________________________________________________ 

 

Any employee who is absent for three (3) consecutive days without notifying the corporation and cannot 

justify his absence satisfactorily is deemed to have resigned his employment with the corporation. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
  



 

 
  

POLICY TITLE:  Harassment 

 

POLICY NUMBER:  160 

_____________________________________________________________________________ 
 

Employees have the right to an enjoyable work environment, free from discrimination and from personal 

or sexual harassment.  It is for this reason that we have developed a policy to prevent harassment and to 

deal with incidents of this nature that may occur. 
 

Scope and Application 
 

This policy applies to all of employees, be they women or men, and it applies to relationships between 

colleagues or between superiors and subordinates.  This policy applies to work as well as to work related 

social activities. 
 

Even though this policy was developed with sexual harassment in mind, it can be adapted and used for 

all incidents of personal harassment.  These may include derogatory, racial, ethnic or religious slurs. 
 

No form of harassment will be tolerated. 
 

What Is Harassment? 
 

Harassment is expressed through repeated undesired words, deeds or behaviours, which are of a nature 

to compromise a person's dignity or physical or psychological well-being or are of a nature to create 

unfavourable working conditions for that person. 
  
In general, harassment implies repeated acts.  However, a single serious act likely to entail serious 

ongoing consequences can also be deemed to be harassment. 
 

What Is Sexual Harassment? 
 

Sexual harassment is harassment with a sexual connotation.  

 

Examples of sexual and gender-based harassment such as: 

• demanding hugs 

• invading personal space 

• making unnecessary physical contact, including unwanted touching, etc. 

• using language that puts someone down and/or comments toward women (or men, in some 

cases), sex specific 

• derogatory names 

• leering or inappropriate staring 

• making gender-related comments about someone’s physical characteristics or mannerisms 

• making comments or treating someone badly because they don’t conform with sex-role 

stereotypes 

• showing or sending pornography, sexual pictures or cartoons, sexually explicit graffiti, or other 

sexual 

• images (including online) 

• sexual jokes, including passing around written sexual jokes (for example, by e-mail) 

• rough and vulgar humour or language related to gender 

• using sexual or gender-related comment or conduct to bully someone 

• spreading sexual rumours (including online) 

• making suggestive or offensive comments or hints about members of a specific gender 

• making sexual propositions 



 

 
  

• verbally abusing, threatening or taunting someone based on gender 

• bragging about sexual prowess 

• demanding dates or sexual favours 

• asking questions or talking about sexual activities 

• making an employee dress in a sexualized or gender-specific way 

• acting in a paternalistic way that someone thinks undermines their status or position of 

responsibility 

• making threats to penalize or otherwise punish a person who refuses to comply with sexual 

advances (known as reprisal). 

 

What To Do If You Are The Victim Of Harassment? 
 

• Advise the person concerned that his behaviour is offensive to you and try to directly solve the 

problem with him or through an intermediary.  In many cases, the problem can be resolved through 

dealing with it directly. 
 

• Keep a file if the behaviour persists.  You must record incidents, their nature, the date when they 

occurred and the name of witnesses, if any. 
 

• Discuss the problem.  Bring it to the attention of your supervisor. The witness to an incident of 

harassment or the person in whom the victim confided may also bring the situation to the attention of 

his supervisor. 
 

• After registering a complaint. The person who feels that he is a victim of harassment or who has 

participated in a relevant inquiry must bring it to the attention of the President & CEO. 

 

• If the complainant deems it inappropriate to file a complaint with President & CEO, a complaint may 

be filed with Chair of the Corporation’s Board. 
 

Complaint Investigation Procedure 
 

The President & CEO is committed, upon receipt of a complaint, to appointing an independent inquiry 

committee, the members of which will have no relations to the parties concerned. 
 

Each of the complaint's two parties will have the right to be heard by the inquiry committee.  The 

committee will also hear all witnesses and consult all documents pertinent to the problem's resolution. 
 

Upon completing its inquiry, the committee will evaluate and recommend the appropriate course of 

action to the President & CEO.  
 

Confidentiality 
 

3+ Corporation, the members of its management and the inquiry committee will keep all information 

relative to the complaint confidential.  This information will only be communicated if required for the 

purposes of an inquiry or a disciplinary measure.  
 

Documentation relative to their file will not be registered in the plaintiff's file. 
 

  



 

 
  

Disciplinary measure 
 

If investigations were to prove allegations to be truthful, disciplinary measures, up to the termination of 

employment, will be imposed. 
 

This policy applies to all relationships within 3+ Corporation as per the New Brunswick Human Rights 

Code.  

 

Accepted:  December 19, 2017 

 

 

 

 

 

                      _______                    

President & CEO           

3+ Corporation 

  



 

 
  

POLICY TITLE:  Disputes Resolution 

 

POLICY NUMBER:  170 

______________________________________________________________________________ 

 

3+ Corporation is committed to sustaining a positive work environment in which employees work 

constructively together. The problem resolution policy and process has been established as a foundation 

for ensuring that the work environment remains positive.  

 

The problem resolution policy is intended to:  
 

• Provide the opportunity to resolve a conflict or complaint quickly, fairly and without reprisal  

• Improve communication and understanding between employees; and between employees and their 

supervisor  

• Ensure confidence in management decisions by providing a mechanism whereby management 

decisions can be objectively reviewed 

• Support a positive work environment by allocating supervisor responsibility for preventing and 

resolving conflicts and complaints  

• Identify corporation policies and procedures which need to be clarified or modified 

 

A dispute or grievance shall be defined as: 
 

(A) Any difference between Employee and Employer relating to the interpretation, to 

the application, to the administration, or to the alleged violation of any provision 

of the “Employment Policies Manual.”   
 

- OR - 
 

(B) Any complaint by Employees respecting a working condition which is allegedly 

interfering with their ability to perform the duties of their position. 

 

Although not required, employees are encouraged to follow an informal approach to problem resolution 

prior to making a formal complaint.  Employees who experience a work related conflict or who have a 

complaint should first attempt to discuss the matter with the other employee involved. In some situations 

this may be difficult or inappropriate. In these cases, the employee may request a meeting with the next 

level of management to discuss the problem. 

 

The disputes shall be brought to the attention of the President & CEO in the event where the informal 

dispute resolution process has failed, was considered inappropriate or not agreed upon by at least one of 

the concerned parties.   

 

All formal conflict resolution and complaint shall be fully investigated and a reply will be given as 

quickly as possible.  

 

Penalty or retaliation against an employee who initiates conflict resolution or makes a complaint, or 

participates in a problem resolution investigation will not be tolerated and will be subject to disciplinary 

action.  

 

 

 



 

 
  

…/2 

 

All formal disputes will be resolved as equitably and as rapidly as possible; however, in circumstances 

where such matters are not resolved within 15 working days, or to the satisfaction of the employee, a 

written request may be submitted to the Chairperson of the Personnel Committee of the Board of  

 

Directors for further consideration.  The written request must be submitted within 15 working days of 

the President & CEO’s decision. 

 

Any grievance submitted to Chairperson of the Personnel Committee of the Board of Directors shall be 

in writing and shall include the following: 

 

 The employee’s name and position 

 A brief description of the grievance 

 Any policies felt to have been violated 

 Any issues concerning interference with workplace conditions 

 Recommendation of an appropriate solution 

 

Grievances will not be dismissed due to faulty drafting; however, any technical errors will be 

communicated to the employee.  The grievance may be amended provided the nature of the grievance is 

not altered. 

 

Once the grievance has been received, the Chairperson of the Personnel Committee shall follow 

procedures set forth under the appropriate Board policy and a Board of Arbitration will be formed within 

30 days. 

 

The Board of Arbitration will consist of three members of the Board of Directors; the first nominee will 

be selected by the Employee, the second nominee will be selected by the President & CEO, and the third 

nominee will be selected and agreed upon by both parties.  The third nominee will act as Chairperson of 

the Board of Arbitration. 

 

The Board of Arbitration will hear the dispute and will render a written decision within 15 working days 

of the hearing.  This decision will be final; not subject to appeal. 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation       

  



 

 
  

POLICY TITLE: Probationary Period 

 

POLICY NUMBER:  180 

______________________________________________________________________________ 

 

Every new employee goes through a probationary period of six (6) months of continuous service.  During 

the probationary period, the employee's qualifications, job-specific knowledge, attitude and experience, 

are evaluated to determine whether they meet the criteria established by 3+ Corporation.  3+ Corporation 

does not guarantee the employee that he will stay for the entire probationary period; this will depend on 

the employee’s performance and attitude.  This period also provides an opportunity for the employee to 

evaluate his work environment. 

 

Probationary employees will be paid at the regular rate for their classification during their 

probationary period. 

 

At the end of the probationary period, the President & CEO will perform a formal evaluation, at which 

time employment will either be confirmed or terminated in writing.  Based on the discretion of the 

President & CEO, informal appraisals may be conducted at any interval.  

 

The designation of the probationary period does not create an obligation on the part of 3+ Corporation 

to retain the employee until the end of the probationary period.  During the probationary period, either 

3+ Corporation or the employee may terminate the working relationship without cause or advance notice. 

 

Please Note: At the discretion of the President & CEO, the probationary period may be extended for 

an additional period of time. 

 

Employees who are within their probationary period will accumulate discretionary days and vacation 

time.  Should the employee be terminated, benefits will be paid as required by law.  Part-time Regular 

and part-time Contractual Program employees do not qualify for discretionary days or vacation time but 

do receive 4% vacation pay as required by law. 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation       

  



 

 
  

POLICY TITLE:  Termination of Employment 

 

POLICY NUMBER:  190 

_____________________________________________________________________________ 

 

Although 3+ Corporation wishes to retain good employees, permanent employment is not guaranteed. 

Therefore, termination of employment may occur at any time, for any reason, subject to any legal 

requirement.  

 

Purpose: 3+ shall ensure that, when terminating employees, it complies with its legal obligations, under 

statute or common law.  

 

Definitions 

 

1. Probation Period: The probationary period is the first six (6) months of employment, from the date 

of hire with 3+ Corporation. During this time, 3+ Corporation will review the employee’s 

performance and development, as well as their suitability and fit for the position and organization. 

At any time during the probationary period, 3+ Corporation is entitled to terminate the employee’s 

employment without cause and without notice. The supervisor may extend the probation period three 

(3) months. Any termination beyond the initial probationary period will comply with the 

Employment Standards Act.   

 

2. Termination for Just Cause: Refers to the termination of an employee as a result of, but not limited 

to, wilful misconduct, wilful neglect of duty, incompetence, theft, fraud, dishonesty or other serious 

breaches of the terms of employment. 

 

3. Termination Without Cause: Refers to the termination of an employee, for any reason at the 

direction of 3+ Corporation when no cause is alleged. It includes circumstances such as 

organizational restructuring, work shortage, and situations beyond the employer’s control. In these 

situations, if appropriate, management may consider opportunities available for employee placement 

elsewhere in the Corporation. In the event of a termination without cause, the Corporation will 

comply with minimum requirements under the Employment Standards Act.  

 

4. Voluntary Termination: Refers to employee-initiated termination such as: 

• Resignation 

• Retirement 

• Failure to show for a specified number of days without notice 

• Expiration or completion of contract.  

 

5. Force Majeure: an event or circumstance which is beyond the control and without the fault or 

negligence of the party affected and which by the exercise of reasonable diligence the party affected 

was unable to prevent provided that event or circumstance is limited to the following:  

• a pandemic or communicable disease and/or state of emergency either at a local, provincial 

or federal level;  

• riot, war, invasion, act of foreign enemies, hostilities (whether war be declared or not) acts 

of terrorism, civil war, rebellion, revolution, insurrection of military or usurped power, 

requisition or compulsory acquisition by any governmental or competent authority; 



 

 
  

• ionising radiation or contamination, radio activity from any nuclear fuel or from any nuclear 

waste from the combustion of nuclear fuel, radioactive toxic explosive or other hazardous 

properties of any explosive assembly or nuclear component; 

• pressure waves caused by aircraft or other aerial devices travelling at sonic or supersonic 

speeds; 

• earthquakes, flood, fire or other physical natural disaster, but excluding weather conditions 

regardless of severity; and 

• strikes at a national level or industrial disputes at a national level, or strike or industrial 

disputes by labour not employed by the affected party, its subcontractors or its suppliers and 

which substantially affect the performance of this contract. 

 

In the event of a force majeure, 3+ Corporation will be entitled to lay off employees as necessary in 

response to the force majeure. 3+ Corporation may maintain the layoff until such time as it can provide 

work as usual for the employee and such layoff will not constitute a dismissal, constructive or 

otherwise. In the case of a force majeure, 3+ will be relieved of its obligation to provide advance 

notice to the employee of the layoff.  

Responsibilities: 

Employees are responsible to: 

• Ensure they are aware of standards including but not limited to federal, provincial and 

municipal legislation, 3+ Corporation’s policies and procedures, the Code of Conduct, the 

standards of acceptable behaviour, as well as the expectations of immediate supervisors; 

• Seek guidance and clarification of expectations, especially during the probationary period; 

• Perform work in accordance with employer expectations, the duties of the job, and 3+ 

Corporation’s policies, procedures, Code of Conduct and guidelines; 

• Seek guidance of their immediate supervisor if they encounter problems carrying out the 

duties/responsibilities of the job; 

• Maintain professional competency, any required license or professional designation, etc;  

• Return all 3+ Corporation property on the last day of work including, but not limited to, 

security pass, office key, laptop, etc; and 

• Contact the CEO approximately six (6) months before their expected retirement date, where 

possible.  

3+ Corporation is responsible to: 

• Provide adequate guidance, resources and clear expectations for employees supervised; 

• Provide employees with a copy of their job description; 

• Communicate clearly 3+ Corporation’s Policies and Procedures, the Code of Conduct, the 

standards of acceptable behaviour, as well as the expectations of immediate supervisors and 

any other 3+ Corporation policy; 

• Ensure that employees are treated in a fair and respectful manner, provided with support if 

requested, and that confidentiality rights are protected; 

• Provide employee with the letter of termination in person, when appropriate; 

• Counsel employees to provide a written letter stating their last day of work in cases of 

resignation/retirement for including in the personnel file; and 



 

 
  

• Safeguard individual rights to confidentiality with respect to employee termination including 

the terms and conditions of the termination.  

Procedures: To ensure the consistent application of this policy, definitions and responsibilities of the 

employee and the employer have been outlined.  

 

Accepted:  March 25, 2020 

 

 
Susy Campos 

President and CEO 

 

 

__________________________ 

[EMPLOYEE, PRINT NAME] 

 

__________________________  

[EMPLOYEE SIGNATURE] 

 

__________________________ 

DATE Signed 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
  

POLICY TITLE:  Attendance Policy 

 

POLICY NUMBER:  200 

____________________________________________________________________________ 

 

Every organization has certain guidelines which were developed to reflect good business practises.  In 

establishing any rules of conduct, 3+ Corporation has no intention of restricting the personal rights of 

any individual.  Rather, 3+ Corporation wishes to define the guidelines that protect the rights of all 

employees and to ensure maximum understanding and cooperation.  Therefore, all employees are 

expected to be: 
 

• On time and alert when scheduled to be at work 
 

• Careful  and conscientious in performance of duties 
 

• Thoughtful and considerate of other people, avoiding malicious conversation regarding 

other persons. 
 

• Courteous and helpful, both when dealing with clients and with other employees 

 

Absenteeism and Tardiness 
 

3+ Corporation expects all employees to be at work on time and to work a full day as defined by their 

classification.  An employee who will be absent or late for any reason must advise the office either by 

sending an email, text, leaving a voice mail message or by calling the moment the office is open.  Each 

employee will remain responsible for their duties as well as for advising the appropriate Administrative 

Support Staff of any instructions regarding work responsibilities or cancellations.  

 

3+ Corporation places a high value on attendance and punctuality, and expects all employees to arrive 

at work at the scheduled time of day on each work day. Regular attendance and consistent punctuality 

are critical to the goals, objectives, effectiveness, and standards of the corporation and its business 

operations. 

 

Employees who are chronically absent or tardy adversely affect the corporation’s productivity and staff 

morale, thus diminishing the quality and level of normal business operations. This policy’s goal is to 

address and/or correct absenteeism and attendance issues before they become counterproductive and/or 

disruptive to the corporation. 

 

3+ Corporation considers an employee absent if he does not attend work as scheduled, regardless of 

cause. The primary objectives of this policy are to: 
 

• Reduce instances of unscheduled and/or disruptive absenteeism/attendance, as well as 

foster responsible leave usage by employees. 
 

• Improve employee morale by reducing the negative effects of absenteeism on employees 

who perform the duties of their absent colleagues. 
 

• Enhance service to clients, customers, and business partners by promoting excellence in 

employee attendance. 

 

 

 

 



 

 
  

 

.../2 

 

Repeated absenteeism and/or tardiness may lead to disciplinary action. 

 

 

Accepted:  August 25, 2016 

 

 

 

                     _______                    

President & CEO           

3+ Corporation        
  



 

 
  

POLICY TITLE:  Work Schedule 

 

POLICY NUMBER:  210 

______________________________________________________________________________ 

 

Standard Office Hours: Monday to Friday - 8:30 am to 5:00 pm   

 

Although standard office hours exist, 3+ Corporation Inc. the President & CEO will have the discretion, 

upon request from the employee, to modify this schedule on an individual basis to better meet the needs 

of the organization and ensure a better work/life balance for the employees.   

 

Please note, throughout the fiscal year, there will be occasions where various staff will be required to 

attend meetings, seminars, events, etc. outside of the standard office hours.   

 

Rest Periods:    

 

All employees are entitled to a one (1) hour unpaid lunch break and two (2) paid fifteen (15) minute 

breaks.  Breaks will be scheduled so that at least one person is available at all times to answer incoming 

calls and assist clients and visitors to 3+ Corporation. 

 

Rest periods will be at the discretion of the President & CEO, based on Workplace Health & Safety 

Compensation Commission regulations. 

 

All employees are required a minimum of one day per week as a day of rest; employees are not permitted 

to work more than six consecutive days, to a maximum of 44 hours per work week, unless prior written 

approval has been obtained from the President & CEO. 

 

 

Accepted:  August 25, 2016 

 

 

 

                     _______                    

President & CEO           

3+ Corporation      

  



 

 
  

POLICY TITLE:  Overtime 

 

POLICY NUMBER:  220 

______________________________________________________________________________ 

 

There may be many occasions where individual staff may be required to work outside of the standard 

office hours for the good operation of 3+ Corporation.  To the discretion of the President & CEO, 

individual employees may be offered additional vacation day as compensation in the event where 

individual employees have accumulated a significant amount of overtime.  

 

 

Accepted:  August 25, 2016 

 

 

 

                     _______                    

President & CEO           

3+ Corporation    
  



 

 
  

POLICY TITLE:  Pay Day 

 

POLICY NUMBER:  230 

______________________________________________________________________________ 

 

The employee’s salary will be deposited in a financial institution of his/her choice bi-weekly on 

Thursdays.  The pay slip will show the applicable deductions. 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation       

  



 

 
  

POLICY TITLE:  Right to Refuse Work 

 

POLICY NUMBER:  240 

_____________________________________________________________________________ 

 

An employee may refuse to do any act at his place of employment where he has reasonable grounds for 

believing that the act is likely to endanger his health or safety of the health or safety of any other 

employee. 

 

If you refuse to continue to work, Section 19 of the Occupational Health and Safety Act states, you must:  
 

• Immediately report to your immediate supervisor and give your reasons for refusing to work.  Stay 

at your workplace for your normal working hours. 

• If the employer resolves the matter to your satisfaction, go back to work. 

• If you still believe the work is dangerous, call WorkSafeNB at 1-800-222-9775 and explain your 

situation. An officer will investigate. 

• In all cases, the employee must remain on site until the end of their shift. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      

  



 

 
  

POLICY TITLE:  Medical and Other Appointments 

 

POLICY NUMBER:  250 

_____________________________________________________________________________ 

 

The employee must notify his immediate supervisor as soon as he knows the dates and times of medical 

or other appointments.  Whenever possible, the employee should schedule these appointments outside 

normal working hours. 

 

It is important to remember that employees must indicate when they will leave or be absent in all 

foreseeable situations, unless they are unable to do so. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      

  



 

 
  

POLICY TITLE:  Storm and Inclement Weather Days 

 

POLICY NUMBER:  260 

______________________________________________________________________________ 

 

Each employee has a responsibility to themselves for their own safety.  During inclement weather, 

employees will have the option to work from home if they do not feel safe driving to work or if the road 

conditions does not allow it.  Employees are to inform the President & CEO of those occurrences. 

 

The President & CEO has the option to close the office due to inclement weather before the start of the 

working day and will make and communicate this decision to all employees before 7:00 AM.  Employees 

will then be expected to work from home. 

 

The President & CEO also has the option to close the office during the day.  If this option is implemented, 

all employees will be expected to leave the premises.  While the office is closed, employees will be 

expected to work from home. 

 

If the office remains open and employees feel that inclement weather would prevent safe travel to and 

from work, they are expected to share their concerns with the President & CEO and may leave the 

premises and work from home. 

 

   

 

 

Accepted:  February 6, 2018 

 

 

 

                      _______                    

President & CEO           

3+ Corporation      

  



 

 
  

POLICY TITLE:  Outside Employment and Activities 

 

POLICY NUMBER:  270 

_____________________________________________________________________________ 

 

3+ Corporation Employees are expected to give 100% of their attention to 3+ Corporation’s business 

matters during regular working hours and while attending functions on behalf of 3+ Corporation, 

whether hosted by 3+ Corporation or others. 

 

Any 3+ Corporation Employee who has other employment must conduct that employment outside 

regular working hours. The outside employment must not in any way interfere or conflict with employee 

performance or attendance at 3+ Corporation. 

 

The use of the term “employment” in this policy includes self-employment, such as consulting 

assignments, for oneself or for a corporate entity. 

 

Any 3+ Corporation Employee who has other interests, such as volunteering with not-for-profits or 

sitting on boards of directors, must conduct those activities outside regular working hours unless 

otherwise authorized by the 3+ Corporation President & CEO. The outside activity must not in any way 

interfere or conflict with employee performance or attendance at 3+ Corporation. 

 

When attending a function or event as a representative of 3+ Corporation, whether the event is organized 

by 3+ Corporation or otherwise, Employees shall not conduct business on behalf of any other entity. 

 

An Employee who wishes to sit on the board of directors of another entity should first seek approval 

from 3+ Corporation’s President & CEO. 

 

Employees are prohibited from working for or sitting on the board of directors of any company that has 

a client/partnership relationship with 3+ Corporation or for a competitor of 3+ Corporation while being 

employed by 3+ Corporation.  

 

3+ Corporation Employees have a duty to not engage in any activity, particularly employment, which 

could affect the performance and/or impartial performance of their duties, or which might lead to a 

conflict of interest or a perceived conflict of interest. Outside activity, including volunteer activities and 

employment, will present a conflict of interest if it could have an adverse impact on 3+ Corporation. 

 

When a 3+ Corporation Employee becomes aware of any actual, perceivable or potential conflict 

between their interests and/or work and their 3+ Corporation duties or responsibilities, they must disclose 

the details promptly and fully in writing to 3+ Corporation’s President & CEO for approval for continued 

participation.  

 

If 3+ Corporation’s President and CEO determines that an employee’s outside activity interferes with 

performance or the ability to meet the requirements of 3+ Corporation as they are modified from time to 

time, the employee shall be asked to terminate the outside activity if they wish to remain with 3+ 

Corporation. 

 

Any 3+ Corporation Employee who has not complied with this policy may be subject to disciplinary 

measures, up to and including termination of employment.  



 

 
  

 

Accepted: April 29, 2020 

 

 

 
Susy Campos 

President and CEO 

 

 

 

__________________________ 

[EMPLOYEE, PRINT NAME] 

 

 

 

__________________________  

[EMPLOYEE SIGNATURE] 
 

______________________ 
DATE SIGNED 

  



 

 
  

POLICY TITLE:  Statutory Holidays 

 

POLICY NUMBER: 280 

______________________________________________________________________________ 

 

The paid public holidays are: 

 

New Year's Day 

Family Day 

Good Friday 

Canada Day 

New Brunswick Day 

Labour Day 

Remembrance Day  

Christmas Day  

Thanksgiving (Non Stat) 

Boxing Day (Non Stat) 

Victoria Day (Non Stat) 

 

To qualify, an employee must meet all of the following requirements as per the New Brunswick Labour 

Standards: 

• have been in our employment for at least ninety (90) calendar days in the twelve (12) calendar months 

before the public holiday; 

• have worked his scheduled day of work before and after the public holiday, unless there is a good 

reason for not doing so;  

• report for and work his shift, unless there is a good reason for not doing so if he agreed to work on 

the public holiday.  

 

Should a holiday fall on a weekend, the holiday will be observed on the customary day or on the closest 

Monday or Friday, as approved by the President & CEO. 

 

 

Accepted:  October 24, 2019 

 

 

 
                      _______                    

President & CEO           

3+ Corporation  

 

 

 

 

 

 

       



 

 
  

POLICY TITLE:  Vacations 

POLICY NUMBER:  290 

______________________________________________________________________________ 

Unless specified in individual employment contracts, vacation periods and the % paid in vacation pay 

are calculated based on the number of years of service using the following scale and start accumulating 

from the employee’s first pay: 

 

From 1 to 5 years of service:     3 weeks of vacation (6 %) 

From 6 + years of service:      4 weeks of vacation (8%) 

 

Employees must plan their vacation in relation to the needs of 3+ Corporation.  This will require a 

discussion with the CEO and immediate supervisor and their authorization for requested vacation dates. 

 

Notation: Any additional days accompanying holidays be taken without pay or as vacation days and 

pre-authorized by the CEO. 

 

Vacation periods will be subject to the authorization of the President & CEO. 

 

Authorization must be obtained within the time specified below: 

 

One (1) week of vacation:     one (1) months’ notice 

Two (2) weeks of vacation or more:   three (3) months’ notice 

 

The request must be made in writing and submitted to the President & CEO for approval. 

 

Vacation Time 

 

The reference year for accumulating vacation time runs from January of the current year to December 

of the current year.  Vacation time granted must be used within the calendar year and any vacation time 

that is not used within the calendar year will not be carried over to the following year. (Exception: 

Notwithstanding the above, an employee may request one week of carryover in circumstances where 

they are unable to take their vacation within the calendar year. This requires prior approval of the 

President & CEO) 

 

Please Note: Due to size and nature of 3+ Corporation office, the President & CEO may limit an 

employee’s vacation to a maximum of two consecutive weeks.  Any additional vacation would be 

requested for another time slot during the schedule. 

 

Accepted:  October 24, 2019 

 

 
                      _______                    

President & CEO           

3+ Corporation        
  



 

 
  

POLICY TITLE:  Personal Leave Days 

 

POLICY NUMBER:  300 

______________________________________________________________________________ 

 

Employees will be given ten (10) paid personal days that can be used at their own discretion with the 

approval of the President & CEO for matters relating to community volunteerism, family responsibilities 

(e.g. Sick child/aging parent), professional services, and sick days. If three consecutive days are taken a 

Doctor’s note is required.  

 

Unused Personal Leave 

 

Personal leave days cannot be carried over to subsequent years nor will they be paid out if unused. 

 

Resignation or Dismissal 

 

Unused personal days will not be paid out should an employee resign or have his/her employment 

terminated. 

 

Completion of Form: The personal leave/vacation day form needs to be completed and approved by the 

CEO.  

 

Accepted:  October 24, 2019 

 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
  

POLICY TITLE:  Process for Vacation and Discretionary Day Request 

 

POLICY NUMBER:  310 

_____________________________________________________________________________ 
 

 

3+ Employees will: 

o Fill « Vacation Request Form »  

o Give completed « Vacation Request Form » to President & CEO for approval  

 

President & CEO will transfer approved and signed « Vacation Request Form » to Executive Assistant. 

 

Executive Assistant will: 

o Scan and print approved « Vacation Request Form » 

o Provide a photocopy of approved « Vacation Request Form » to Accountant 

o Give original « Vacation Request Form » back to employee for future reference 

o Update Vacation Tracker Matrix 

 

 

 

Accepted:  June 20, 2018 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        

  



 

 
  

POLICY TITLE:  Leave of Absence 

 

POLICY NUMBER:  320 

_____________________________________________________________________________ 

 

A leave of absence is an extended period of time absent from work without loss of employment.  A leave 

of absence must receive prior approval from the President & CEO and, if granted, must be taken without 

pay. 

 

A leave of absence must be requested in writing, providing a detailed explanation of the circumstances.  

All requests must be submitted to the President & CEO with as much notice as possible, with a minimum 

of two weeks’ notice.  Exceptions will be made in cases of emergency or illness. 

 

All requests for leave of absence will be considered in light of the employee’s past performance as well 

as the effect such leave will have on the good operation of the agency.  The employee will be notified in 

writing by the President & CEO. 

 

If a leave of absence is granted, the end date must be confirmed in writing.  Failure to report to work on 

the first day after the leave of absence has expired will be considered as voluntary termination of 

employment.  Should the employee wish to extend the leave of absence, a written request must be 

submitted to the President & CEO with at least two weeks’ notice.     

 

Medical or Disability Leave of Absence: 
 

Medical leaves granted by 3+ Corporation are to be taken without pay. 

 

3+ Corporation may, after four (4) consecutive calendar days of absence due to illness or injury, require 

the employee to provide a medical certificate certifying that he was incapable of working due to illness 

or injury. 

 

If an employee will be absent, he must notify his immediate supervisor of his absence as soon as 

possible prior to the beginning of the work schedule so that other arrangements can be made to cover 

the for the employee (e.g. sick) or when he leaves (e.g. employee who feels sick). The employee must 

call his immediate supervisor every day if the absence continues. 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        
  



 

 
  

POLICY TITLE:  Unpaid Leave of Absence 

 

POLICY NUMBER:  330 

_____________________________________________________________________________ 

 

Employees will be entitled to take up to thirty (30) days of unpaid leave for extenuating circumstances.  

If possible, a written request to the President & CEO will be provided at least two (2) weeks in advance 

of the start date.  The corporation will continue to pay the employer’s share of health insurance premiums 

for the thirty (30) days.   

 

Depending on the circumstances and upon written request of the employee, the President & CEO will 

consider approving additional unpaid leave.  Should an extension be granted, the employee will be 

responsible to pay both the employer’s and the employee’s portion of health insurance premiums. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      

  



 

 
  

POLICY TITLE:  Bereavement Leave 

 

POLICY NUMBER:  340 

______________________________________________________________________________ 

 

In the event of a death in the family of a 3+ Corporation employee, a bereavement leave will be granted 

to allow for grieving, attending the funeral, and handling family affairs.  A leave of bereavement must 

commence no later than the day of the funeral.  Employees must submit the “Request for Approval” 

form within two pay periods otherwise the time will be deducted from the employees next pay period. 

 

Full-time employees will be granted a paid leave of absence of up to five (5) consecutive days for a 

death in the immediate family and one paid working day for a death in the extended family. 

 

Part-time employees will be granted up to five unpaid working days for a death in the immediate family 

and one unpaid working day for a death in the extended family.   

 

An extended leave of bereavement may be approved by the President & CEO upon request; however, it 

must either be taken as discretionary days or leave without pay. 

 

**Immediate Family:  Spouse, domestic partner, children, stepchildren, parent, stepparent, parent-in-

law, legal guardian, siblings or step-siblings.  

 

**Extended Family:  Aunt, uncle, nephew, niece, cousin, grandparents, grandchildren, and step 

grandchildren or family-in-law members such as a spouse’s sibling, grandparent, aunt, uncle, nephew, 

niece or cousin.  Extended family also includes the family of a domestic partner. 

 

3+ Corporation provides support for bereaved employees and encourages other employees to do the 

same.  3+ Corporation may choose to close the office in order to provide support at the funeral of an 

employee or employee’s immediate family member, based on the discretion of the President & CEO. 

 

Employees wishing to provide support at a co-worker’s family member’s funeral during standard 

business hours will be permitted to do so with pay. 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation          
  



 

 
  

POLICY TITLE:  Maternity Leave 

 

POLICY NUMBER:  350 

_____________________________________________________________________________ 

 

A pregnant employee wishing to take maternity leave must: 
  

• Advise the corporation four (4) months prior to the expected delivery date or as soon as her 

pregnancy is confirmed, whichever is later;  
 

• Provide the corporation with a medical doctor's certificate confirming pregnancy and the 

expected delivery date;   

• In the absence of an emergency, give the corporation two (2) weeks' notice prior to 

commencing her maternity leave.  

 

The corporation will grant the employee maternity leave without pay of seventeen (17) weeks or a shorter 

period if the employee wishes at any time beginning no earlier than eleven (11) weeks prior to the 

probable delivery date.  

 

The employee, at the end of the leave, may resume work in the position held immediately before the 

beginning of the leave or an equivalent position with no decrease in pay.  Seniority continues to accrue 

during the leave at the same rate as if the employee had worked. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
  



 

 
  

POLICY TITLE:  Child Care Leave 

 

POLICY NUMBER:  360 

______________________________________________________________________________ 

 

As prescribed by law, 3+ Corporation will grant a Child Care Leave (without pay) for biological or 

adopting parents of thirty-seven (37) consecutive weeks or such a shorter period as the employee requests 

so as to enable the employee to care for the child.  The leave may be shared if both parents are employed 

by 3+ Corporation.   

 

A request for Child Care leave must be submitted in writing to the President  & CEO at least four months 

prior to the expected date of delivery or adoption.  The request must include either a Doctor’s note or 

certificate of adoption confirming the expected date of delivery/adoption.  3+ Corporation understands 

that four months’ notice may not always be possible in cases of adoption and is therefore willing to make 

arrangements, provided it does not interfere with the good operation of the agency. 

 

Once the request has been submitted and approved, a second written notice, two weeks prior to the actual 

leave, must be given to the President  & CEO, confirming the beginning date of the leave.  Exceptions 

will be made in cases of emergency. 

 

If a pregnant employee is not able to carry out her regular duties adequately, 3+ Corporation will make 

all attempts to offer alternate employment.  In cases where alternate employment is not possible, 3+ 

Corporation may be obliged to impose an early leave of absence. 

 

An employee returning from Child Care Leave must give the President  & CEO two weeks written notice 

confirming his/her date of return. 

 

The employee and 3+ Corporation will both work in compliance with the Province of New Brunswick 

Employment Standard guidelines. 

 

 

Accepted: August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        
  



 

 
  

POLICY TITLE:  Compassionate Care Leave 

 

POLICY NUMBER:  370 

_____________________________________________________________________________ 

 

The corporation shall, upon the request of an employee, grant the employee a leave of absence without 

pay from employment of up to eight (8) weeks to provide care or support to a person with whom the 

employee has a close family relationship.           

 

To be eligible for the compassionate care leave: 
 

• A “qualified medical practitioner” must issue a certificate stating the person who is ill has a serious 

medical condition with a significant risk of death within twenty-six (26) weeks from:  the day the 

certificate was issued, OR, the day the leave commenced, if the leave commenced before the 

certificate was issued; 
 

• The employee must notify the corporation of her intention to take the leave; 
 

• The leave must be taken within the twenty-six (26) week period. 

 

In addition to the eligibility requirements, the following conditions apply: 
 

• If the person with whom the employee has a close family relationship dies, the compassionate care 

leave expires and bereavement leave may be accessed; 
 

• The eight (8) weeks of leave may be broken up during the twenty-six (26) week period, but may 

only be taken in periods of at least one week’s duration; 
 

• The eight (8) weeks of leave may be shared between two or more employees, but the total leave 

period taken by both together shall not exceed eight (8) weeks; and 
 

• There is no length of service required. 

 

An employee granted a compassionate care leave of absence must have been continuously employed by 

the corporation during the leave of absence. 

 

An employee intending to take a leave of absence under this section shall advise the corporation as soon 

as possible of the employee's intention to take the leave, the anticipated commencement date of the leave, 

and the anticipated duration of the leave. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
  



 

 
  

POLICY TITLE:  Critical Illness Leave (child) 

 

POLICY NUMBER:  380 

_____________________________________________________________________________ 

 

Employers are required to provide an unpaid leave of up to thirty-seven (37) weeks to allow parents to 

provide care and support for a critically ill child who is under 18 years old. Employees must give their 

employer written notice of their intention to take a leave as soon as possible. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
  



 

 
  

POLICY TITLE:  Death or Disappearance Leave (child) 

 

POLICY NUMBER:  390 

_____________________________________________________________________________ 

 

Eligibility:  
 

• An employee who is the parent of a child under 18 years old who has died as the probable result 

of a crime is entitled to an unpaid leave of up to thirty-seven (37) weeks.  
 

• An employee who is the parent of a child who has disappeared as the probable result of a crime 

is entitled to an unpaid leave of up to thirty-seven (37) weeks. 
 

• An employee is not entitled to the leave if they are charged with the crime.  
 

• If both parents are employees of the same employer, they are both entitled to the leave.  
 

• Employees may end the leave early by giving the employer written notice before they wish to 

return to work.  

 

** Please refer to the following link for more information on these two leave provisions of the Province 

of NB:  

 

http://www2.gnb.ca/content/dam/gnb/Departments/petl-epft/PDF/es/FactSheets/OtherLeaves.pdf 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation     
  

http://www2.gnb.ca/content/dam/gnb/Departments/petl-epft/PDF/es/FactSheets/OtherLeaves.pdf


 

 
  

POLICY TITLE:  Leave for Reservists’ Military Service 

 

POLICY NUMBER:  400 

_____________________________________________________________________________ 

 

Members in all classes (“A”, “B”, and “C”) of the Canadian Forces reserve force are eligible for a leave 

of absence without pay in order to perform military service.  

 

The following military services are eligible: 
 

• Deployment to a Canadian Forces operation either inside or outside Canada 
 

• Required pre-deployment or post-deployment activities, including training and travel time, within 

and outside of Canada 
 

• A period of treatment, recovery or rehabilitation for a physical and/or mental health problem 

resulting from these activities, and  
 

• Annual training 

 

An employer must grant a leave of up to (thirty) 30 continuous calendar days for the purpose of annual 

training; or up to (eighteen) 18 months for purposes other than annual training. One of the following 

conditions will apply:  
 

• In the case of a first leave, the employee must have been employed for at least (six) 6 months; or  
 

• In the case of a second or subsequent leave, at least (twelve) 12 months have elapsed since the date 

the employee returned to work from his or her most recent leave. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
  



 

 
  

POLICY TITLE: Group Health Insurance Plan 

 

POLICY NUMBER: 410 

 _____________________________________________ _________________________ 

Employees must participate in the group benefits plan beginning in the first full month of employment. 

Participation in Life, AD&D and LTD benefits is compulsory. Health & Dental benefits may be 

waived only if the employee already has these benefits through a spousal plan (proof of spousal plan is 

required). Premiums for Life, AD&D, Health & Dental are co-shared at 50% between 3+ Corporation 

and the employee. LTD premiums are paid 100% by the employee. 

 

Accepted: August 25, 2016 

 

 

 

_________________________________                                                                                                                                                

President & CEO                                                                                                                                                                  

3+ Corporation        
  



 

 
  

POLICY TITLE:  Confidentiality  

 

POLICY NUMBER: 420 

______________________________________________________________________________ 

 

Our clients and suppliers entrust 3+ Corporation with important information relating to their businesses.  

The nature of this relationship requires maintenance of confidentiality.  In safeguarding the information 

received, 3+ Corporation earns the respect and further trust of our clients and suppliers. As with all 

information, personal or 3+ Corporation related, the Personal Information Protection & Electronic 

Documents Act (P.I.P.E.D.A.) is to be respected. 

 

As an employee of 3+ Corporation, you have access to personal and confidential information.  All 3+ 

Corporation’s business must be kept strictly confidential.   

 

3+ Corporation considers client privacy a high priority, particularly in light of the sensitive nature of the 

personal information in each 3+ Corporation’s client file.  Most of the personal information contained 

in each 3+ Corporation client file is collected, stored and used by 3+ Corporation for the identified 

purposes.   

 

Your employment with 3+ Corporation assumes an obligation to maintain confidentiality, even after you 

leave our employ.  

 

Any violation of confidentiality seriously injures 3+ Corporation’s reputation and effectiveness.  

Therefore, please do not discuss 3+ Corporation’s business with anyone who does not work for us, and 

never discuss business transactions with anyone who does not have a direct association with the 

transaction.  If you are questioned by someone outside 3+ Corporation and you are concerned about the 

appropriateness of giving them certain information, remember that you are not required to answer, and 

that we do not wish you to do so. Instead, as politely as possible, refer the request to the President & 

CEO. 

 

No one is permitted to remove or make copies of any 3+ Corporation records, reports or documents 

without the prior approval of the President & CEO. 

 

Because of its seriousness, disclosure of confidential information could lead to dismissal. 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        
  



 

 
  

POLICY TITLE:  Professional Conduct dealing with Strategic Partners and Municipal 

Governments of Greater Moncton 

 

POLICY NUMBER:  430 

_____________________________________________________________________________ 

 

3+ employees must conduct all business activities with its strategic partners and the municipal 

governments of Greater Moncton in an ethical and professional manner. 

 

3+ employees must ensure and demand the same standard in any dealings with the representatives or 

employees of its strategic partner companies and the municipal governments of Greater Moncton. 

 

Under no circumstances will a 3+ employee entertain or discuss with a representative or employee of a 

3+ strategic partner or municipal government in Greater Moncton, any matter that undermines, is 

detrimental or contrary to the interests of that strategic partner or municipal government. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
  



 

 
  

POLICY TITLE:  Conflict of Interest 

 

POLICY NUMBER:  440 

_____________________________________________________________________________ 

 

Employees are expected to adhere to the highest standards of personal and professional integrity and 

shall protect the interest of the corporation.  Personal gain shall not conflict with the corporation’s 

interests. 

 

Conflict of Interest Guidelines 

 

• If a potential conflict exists because of an employee’s personal related interest in a matter, the 

employee shall advise the President & CEO immediately. 

 

• An employee shall be considered to have potential conflict of interest where he has a direct or 

indirect financial interest in a matter involving the corporation or where the employee could 

influence or appear to be able to influence any decision on that matter by the corporation.  

Examples include acceptance of a personal gift beyond moderate courtesy, purchasing decisions 

for personal gain, and/or written or public statements in conflict with the corporation, 

stakeholders or strategic partners of the corporation. 

 

• Employees and related firms or suppliers are not precluded from selling goods, material or 

services to the corporation, provided this activity is consistent with generally accepted 

competitive commercial practices and the connection is disclosed to the President & CEO. 

 

• Before joining any board, an employee should bring it to the attention of the President & 

CEO.  An employee shall avoid situations in which they may be in a position of conflict of 

interest or perceived conflict of interest by joining a board. 

 

 

 

Accepted:  June 20, 2019 

 
__________________________  

President & CEO 

3+ Corporation 
 

 

 

 

 



 

 
  

POLICY TITLE:  Travel Expenses 

POLICY NUMBER:  450 

__________________________________________________________________________ 

 

3+ Corporation recognizes that employees may need to travel as part of their work responsibilities and 

reasonable expenses will be compensated.  Please use the following policy when submitting claims for 

reimbursement. 

 

Wherever practical, Employees are expected to travel by the most direct route and use the most 

economical means of transportation, considering the travel time involved. Air travel requires prior 

permission of the President & CEO.  

 

All claims must be documented on the “Expense Claim Report” form and approved by the President & 

CEO.  Receipts must be attached for items other than mileage or vehicle gas. 

  

When more than one employee is travelling to and from the same destinations, all efforts should be made 

to travel together in order to cut costs where possible.  Sharing the same vehicle and/or taxis is required 

when possible.   

 

In Province 

 

Kilometric Rate for NB: .41 cents/km 

 

Meal Allowance: 

Breakfast: $12.50 

Lunch: $12 

Dinner: $33.60 

Incidental Amount: $10 

 

In Canada 

 

Kilometric Rate for NB: .45 cents/km 

 

Meal Allowance: 

Breakfast: $15 

Lunch: $20 

Dinner: $37 

Incidental Amount: $10 

 

International: Federal Government allowance is followed 

 

Breakfast: $20.10 

Lunch: $20.50 

Dinner: $50 

 

Completion of Expense Claim Form: Original receipts are required for all expenses being claimed with 

the exception of items such as parking meters. Reimbursement without a receipt will require a reasonable 

written explanation. 



 

 
  

 

The Employer assumes no obligation to reimburse expenses that are not in compliance with the Travel 

Policy.  

 

Accepted:  October 24, 2019 

 

 
                      _______                    

President & CEO           

3+ Corporation      
  



 

 
  

POLICY TITLE: Distracted Driving Policy 

 

POLICY NUMBER:  460 

______________________________________________________________________________ 

 

Distracted driving presents serious risk to our employees, to the clients they serve and to the public; as 

well as to the operation and reputation of our organization. 3+ Corporation employees may use a 

device in a hands-free mode while operating a vehicle while on duty providing the following 

guidelines are followed:  
 

• Prepare the phone and equipment before the trip 
 

• Keep hand on the wheel at all times 
 

• Let incoming calls go to voicemail if not urgent 
 

• Keep conversation as brief as possible 
 

• Pull off the roadway in a safe location when the conversation becomes too technical 
 

New Brunswick driver distraction legislation prohibits the handling or other manipulation of the 

following while driving: 
 

• Use hand-held wireless communication devices like cell phones, iPhones or BlackBerrys 
 

• Text, dial or e-mail 
 

• Use hand-held electronic entertainment devices, like iPods or other portable MP3 players 

and GameBoy devices.  
 

• View display screens unrelated to driving on devices like laptops, tablets and DVD players 
 

• Program a GPS device, other than by voice commands. 
 

3+ Corporation employees are encouraged to use common sense when driving, and avoid any 

dangerous or distracting behaviors including adjusting the radio, grooming and eating.  

Operating a motor vehicle requires a driver’s full attention.  

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        



 

 
  

POLICY TITLE:  Ethical Standards 

 

POLICY NUMBER:  470 

____________________________________________________________________________ 

 

3+ Corporation has an excellent reputation for conducting its activities with integrity, fairness, and in 

accordance with the highest level of ethical standards. 

 

As an employee of 3+ Corporation, you will enjoy the benefits of this reputation, keeping in mind that 

you are also obligated to uphold the same standards in all business activities. 

 

Any questions or concerns regarding whether or not any activity meets 3+ Corporation ethical standards 

or compromises 3+ Corporation's reputation, should be discussed with 3+ Corporation President & CEO 

prior to carrying out the activity. 

 

There will be no adverse repercussion for discussing any concerns prior to the event; however, each 

employee must be responsible for their actions. 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        
  



 

 
  

POLICY TITLE:  Dress Code 

 

POLICY NUMBER:  480 

____________________________________________________________________________ 

 

3+ Corporation has to maintain a professional image and therefore the appearance of each employee on 

duty is a reflection of our pride in our agency. 

 

It is important for all employees to present a contemporary business like appearance therefore, please 

use your own good judgement and the following guidelines when representing the agency: 

 

• A professional appearance is required for all meetings and consultations 

• Appearance must be neat and conservative 

• Clothing must not constitute a safety hazard 

• Provocative clothing is prohibited 

• Clothes that advertise alcohol, cigarettes, etc is not permitted 

 

 

Please Note: Jeans, tank tops, short shorts, jogging suits, sneakers, flip flops, etc. are not permitted 

unless 3+ Corporation organizes a casual or theme day.  Dress shorts are permitted. 

 

Casual Day  
 

3+ Corporation has designated every Friday as Casual Day.  Each employee has the option to dress 

casual (jeans permitted) provided they contribute $1.00 each time they participate.  The money collected 

is used to buy a special Christmas for a family with Respite Care Services.   

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        
  



 

 
  

POLICY TITLE:  Sensitivities to Scents 

 

POLICY NUMBER:  490 

_____________________________________________________________________________ 

 

Wearing scents such as perfume, after-shave, cologne, hair spray, body lotions, etc. is discouraged due 

to increasing sensitivities and allergies of our employees and clients.  Please respect the health of others 

and refrain from wearing scented products while at work.   

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
  



 

 
  

POLICY TITLE:  Employee Use of Office Equipment (including information technology) 

 

POLICY NUMBER:  500 

____________________________________________________________________________ 

 

Purpose 
 

This document provides policy-governing the manner in which 3+ Corporation Inc. employees utilize 

3+ Corporation owned office equipment including information technology. 

 

Background 
 

This policy recognizes 3+ Corporation employees as responsible employees. It allows 3+ Corporation 

employees to use 3+ Corporation  office equipment for non-work purposes when such use involves 

minimal additional expense to 3+ Corporation, is performed on 3+ Corporation employee’s non-work 

time, does not interfere with the mission or operations of any 3+ Corporation department or program 

and does not violate the Standards of Ethical Conduct for 3+ Corporation employees.  

 

Authority 
 

Generally, 3+ Corporation employees are permitted use of 3+ Corporation office equipment for 

personal needs if the use does not interfere with official business and involves minimal additional 

expense to 3+ Corporation. This limited personal use of Government office equipment should take 

place during the employee’s non-work time. This privilege to use 3+ Corporation office equipment for 

non-3+ Corporation purposes may be revoked or limited at any time by 3+ Corporation President & 

CEO or designate. 

 

General Policy 
 

3+ Corporation employees are permitted limited use of 3+ Corporation office equipment for personal 

use if the use does not interfere with official business and involves minimal additional expense to 3+ 

Corporation. This limited personal use of 3+ Corporation office equipment should take place during 

employee’s non-work time. This privilege to use 3+ Corporation office equipment for non 3+ 

Corporation purposes may be revoked or limited at any time.  

 

Definitions 
 

Privilege means, in the context of this policy, that 3+ Corporation is extending the opportunity to its 

employees to use 3+ Corporation property for personal use in an effort to create a supportive work 

environment. However, this policy does not create the right to use 3+ Corporation office equipment for 

non-3+ Corporation purposes. Nor does the privilege extend to modifying such equipment, including 

loading personal software or making configuration changes.  

 

1. 3+ Corporation office equipment includes information technology includes but is not limited 

to: personal computers and related peripheral equipment and software, library resources, 

telephones, facsimile machines, photocopiers, office supplies, internet connectivity and 

access to internet services and e-mail.  
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2. Minimal additional expenses means that employee’s personal use of 3+ Corporation office 

equipment is limited to those situations where 3+ Corporation is already providing 

equipment or services and the employee’s use of such equipment or services will not result 

in any additional expense to 3+ Corporation or the use will result in only normal wear and 

tear or the use of small amounts of electricity, ink, toner or paper. Examples of minimal 

additional expenses include: making a few photocopies, using a computer printer to print a 

few pages of material, infrequently sending e-mail messages, or limited use of the internet 

for personal use. 
 

3. Employee non-work time means times when the employee is not otherwise expected to be 

addressing official business. 
 

4. Personal use means activity that is conducted for purposes other than accomplishing official 

or otherwise authorized activity. Employees are specifically prohibited from using 3+ 

Corporation office equipment to maintain or support a personal private business.  Examples 

of this prohibition includes employees using a 3+ Corporation computer and internet 

connection to run a travel business or investment service.  Employees may however, make 

limited use under this policy of 3+ Corporation office equipment to check their Canada 

Savings Bonds or personal bank account, to seek employment or to communicate with a 

volunteer charitable organization.  
 
 

5. Information technology means any equipment or interconnected system or sub-system of 

equipment that is used in the automatic acquisition, storage, manipulation, management, 

movement control, display, switching, interchange, transmission, or reception of data or 

information.  

 

Specific Provisions or Use of Equipment and Services 
 

Employees are authorized limited personal use of 3+ Corporation office equipment. This personal use 

must not result in loss of employee productivity or interference with office duties. Moreover, such use 

should incur only minimal additional expenses to 3+ Corporation in areas such as:  
 

• Communications infrastructure const: i.e. telephone charges, telecommunication traffic, etc.  
 

• Use of consumables in limited amounts: i.e. paper, ink, toner, etc. 
 

• General wear and tear on equipment 
 

• Data storage on storage devices 
 

• Transmission impact with moderate e-mail messages sizes such as e-mails with small 

attachments 
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Inappropriate Personal Uses 
 

Employees are expected to conduct themselves professionally in the workplace and to refrain from 

using 3+ Corporation office equipment for activities that are inappropriate. Misuse or inappropriate 

personal use of 3+ Corporation office equipment includes:  
 

• Any personal use that could cause congestion, delay or disruption of services to any 3+ 

Corporation system or equipment. 
 

• Using 3+ Corporation systems as a staging ground or platform to gain unauthorized access to 

other systems. 
 

• The creation, copying, transmission or re-transmission of chain letters or other un-authorized 

mass mailings regardless of the subject matter.  
 

• Using 3+ Corporation office equipment for activities that are illegal, inappropriate, or 

offensive to fellow employees or the public. Such activities includes but are not limited to 

hate mail, or material that ridicules others on the basis of race, creed, religion, color, sex, 

disability, national origin, or sexual orientation. 
 

• The creation, download, viewing, storage, copying, or transmission of materials related to 

illegal gambling, illegal weapons, terrorist activities, and any other illegal activities 

otherwise prohibited, etc. 
 

• Use for commercial purposes or in support of “for-profit” activities or in support of other 

outside employment or business activity (i.e. consulting for pay, sales or administration of 

business transactions, sale of goods or services).  
 

• Engaging in any un-authorized outside fund-raising activity, endorsing any un-authorized 

product or service,  participating in any un-authorized lobbying activity, or engaging in any 

prohibited partisan political activity.  
 

• Use for posting 3+ Corporation agency information to external news groups, bulletin boards, 

or other public forums without authorization.  
 

• Any use that could generate more than minimal additional expense to 3+ Corporation. 
 

• The unauthorized acquisition, use reproduction, transmission, or distribution of any 

controlled information including computer software and data, that includes privacy 

information, copyrighted ,trade- marked or material with other intellectual property rights 

(beyond fair use), proprietary data, or export controlled software or data.  

 

Proper Representation 
 

 It is the responsibility of employees to ensure that they are not giving the false impression that they are 

acting in an official capacity when they are using 3+ Corporation office equipment for non-3+ 

Corporation purposes. If there is expectation that such a personal use could be interpreted to represent 

the agency, than an adequate disclaimer must be used. One acceptable disclaimer reads: “The content 

of this message are mine personally and do not reflect any position of 3+ Corporation”.  
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Access Management 
 

3+ Corporation employees have no inherent right to use 3+ Corporation office equipment. 

 

Privacy Expectations 
 

3+ Corporation employees do not have the right, nor should they have the expectation, of privacy 

while using any 3+ Corporation office equipment at any time, including accessing the internet, and 

using e-Mail. To the extent that employees wish that their private activities remain private, they should 

avoid using any of our agency’s office equipment such as their program’s computer, the internet, or e-

mail. By using 3+ Corporation office equipment, employees imply their consent to disclosing the 

contents of any files or information maintained or passed through 3+ Corporation office equipment.  

By using this office equipment, consent to monitoring and recording is implied with or without cause, 

including (but not limited to) accessing the Internet, using e-mail. Any use of 3+ Corporation 

communication resources is made with the understanding that such use is generally not secure, is not 

private, and is not anonymous.  

 

 

Accepted:  August 25, 2016 

 

 

 

                     _______                    

President & CEO           

3+ Corporation        
 

  



 

 
  

POLICY TITLE:  Social Media Policy 

 

POLICY NUMBER:  510 

_____________________________________________________________________________ 

 

3+ Corporation strives to maintain a positive image in the community, and has adopted this policy to 

ensure that our employees are aware of their responsibility to maintain a positive image as a 

representative of our corporation, and use social media responsibly and appropriately.  3+ Corporation’s 

employees who maintain personal social media pages (e.g. Face Book, LinkedIn, Blogs, Twitter, etc.) 

are expected to comply with the guidelines set out within this policy. 

 

Employees are reminded that they continue to act as representatives of the corporation outside of regular 

business hours, and should conduct themselves in a manner that is appropriate. 

 

3+ Corporation employees who maintain personal social media pages or accounts are required to comply 

with the following guidelines as they relate to their association with 3+ Corporation. 

 

1. Employees using social media are advised to maintain strict privacy settings on their personal 

accounts to ensure that any materials contained therein are not accessible to the public at large.  

This measure is recommended to avoid potential misconceptions regarding employee behaviour, 

actions, comments or posts that occur outside of their employment with 3+ Corporation. 

 

2. Employees using social media are directed to avoid adding minors to their accounts.  This will 

eliminate the possibility of any unintended dissemination of information, and will reduce the 

likelihood for allegations of inappropriate behaviour or relationships. 

 

3. Use of social media during regular working hours shall not have a negative impact on user 

productivity or efficiency.  Please be advised that excessive use of social media for personal 

reasons is a misappropriation of the corporation’s time and resources, and may be subject to 

disciplinary action. 

 

4. Employees that use these sites are prohibited from disseminating any private corporation 

information, or any negative comments regarding 3+ Corporation. 

 

5. Posts involving the following will not be tolerated and will subject the individual to discipline:  
 

• Proprietary and confidential corporate information;  

• Discriminatory statements or sexual innuendos regarding co-workers, management, clients;  

• Defamatory statements regarding 3+ Corporation, its employees, and clients. 

 

6. Employees are expected to conduct themselves professionally both on and off duty.  Where an 

employee publically associates himself with 3+ Corporation, all materials associated with his page 

may reflect on the corporation.  Please be advised that inappropriate comments, photographs, links, 

etc. should be avoided. 
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7. Corporate policies governing the use of corporate logos and other branding and identity apply to 

electronic communications, and only individuals officially designated may “speak” (whether orally 

or in writing) on the corporation’s behalf. 

 

8. The corporation reserves the right to take disciplinary action against an employee if the employee’s 

electronic communications violate corporate policy. 

 

This policy is not intended to interfere with the private lives of our employees, or impinge their right to 

freedom of speech.  

 

 

Accepted:  August 25, 2016 

 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
 

  



 

 
  

POLICY TITLE:  Corporate Sponsored Events – Drinking and Driving 

 

POLICY NUMBER:  520 

_____________________________________________________________________________ 

 

This policy outlines the regulations regarding the consumption of alcohol at corporate events both on 

and off our corporation’s premises. This policy applies to all employees of 3+ Corporation. 

 

Responsibilities and Procedures: 
 

1. Corporate Events – The corporation may sponsor and/or promote events where alcohol is being 

served.   
 

2. Attendance – Attendance at corporate sponsored events is strictly voluntary but highly 

encouraged. 
 

3. Conduct – While present at corporate sponsored events, all staff are expected to conduct 

themselves in a manner that reflects well on the corporation.  In the event that an employee is 

engaged in a serious breach of conduct while at a corporate sponsored event, disciplinary actions 

may be incurred. 
 

4. Plan Ahead – All parties are expected to act responsibly while attending corporate sponsored 

events. Corporation employees are to avoid drinking excessive amounts of alcohol.  Under no 

circumstance should any corporation employee drink and drive. We ask that you plan ahead, and 

have a designated driver, be a designated driver, or use a taxi to get home safely.  The corporation 

will offer taxi vouchers to employees, free of charge.  
 

5. Additional Activities – When employees leave a corporate sponsored event (via taxi or 

designated driver or driving themselves), their actions after their departure become their own 

responsibility 
 

6. Non-Company Endorsed Events – Activities that occur after hours and not on the corporation’s 

property, even if attended by some (or all) 3+ Corporation’s employees, do not constitute 

corporate endorsed events.  

 

Reminder – Employees are reminded that regardless of the event they should always act responsibly and 

plan ahead, especially if alcohol is being consumed. 

  

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
  



 

 
  

POLICY TITLE:  Court Appearances 

 

POLICY NUMBER:  530 

____________________________________________________________________________ 

 

3+ Corporation is aware that employees may be subpoenaed to appear as witnesses or jurors in trials 

before the courts.  The following policy will provide regulations and procedures in the following 

circumstances: 

 

Work Related Witness Duty   
 

In cases where adequate compensation is not provided to the employee by the parties to the proceeding, 

3+ Corporation will grant time off with pay.  Accommodations, meals, and travelling expenses will be 

reimbursed according to policy titled “Travel Expenses.”  A copy of your notification to appear must 

be submitted to the President & CEO within two pay periods of the start of the proceeding. 

 

Non-Work Related Witness Duty   
 

In cases where adequate compensation is not provided to the employee by the parties to the proceedings, 

3+ Corporation will grant time off with pay to a maximum of ten days.  Any days absent past ten days 

will be granted without pay.  Accommodations, meals, and travelling expenses will be the responsibility 

of the employee.  They will not be reimbursed by 3+ Corporation.  A copy of your notification to appear 

must be submitted to the President & CEO within two pay periods of the start of the proceedings. 

 

Jury Duty   
 

In cases where adequate compensation is not provided to the employee by the parties to the proceedings, 

3+ Corporation will grant time off with pay to a maximum of ten days.  Any days absent past ten days 

will be granted without pay.  Accommodations, meals, and travelling expenses will be the responsibility 

of the employee.  They will not be reimbursed by 3+ Corporation.  A copy of your notification to appear 

must be submitted to the President & CEO within two pay periods of the start of the proceedings. 

 

Please Note: Where compensation is provided by other parties, 3+ Corporation will deduct this amount 

from the employee’s regular salary. 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        

  



 

 
  

POLICY TITLE:  Employee Volunteering Policy 

 

POLICY NUMBER:  540 

____________________________________________________________________________ 

 

Volunteering during work hours must be authorized in writing by 3+ Corporation President & CEO 
 

3+ Corporation recognizes it is our responsibility as a good corporate citizen to help strengthen the 

communities in which we live and work. Consequently, we encourage our employees to become 

involved in their communities, lending their voluntary support to programs that enrich the quality of 

life and opportunities for all citizens.  

The following guidelines are for 3+ Corporation employees who serve as volunteers in community 

programs that are either of personal interest or are corporate-sponsored initiatives:  

 

Descriptions 
 

• Personal Interest programs are those programs whose goals are considered strategically relevant 

to the mission of 3+ Corporation 
 

• Corporate-Sponsored programs are those programs whose goals are considered of strategic 

importance to 3+ Corporation and for which 3+ Corporation has provided funding. 

 

Volunteer Time 
 

• Volunteer time should not conflict with the peak work schedule, other work related 

responsibilities, create need for overtime, or cause conflicts with other employees’ schedules.  
 

• Time away from work for volunteering purposes may occur during lunchtime, before work, 

after work, or on the weekends depending upon the type of volunteer program the employee is 

involved in.  
 

• The time away from work policy allows employees to take up to four hours of time each month 

to participate in their specific volunteer program. Additional time may be authorized under 

special circumstances.  
 

• Volunteer time should be regular and on a set schedule to help with the coordination of other 

work related responsibilities.  

 

Eligibility  
 

• All full-time employees are eligible  
 

• Interested employees should have expected performance or above 
 

• Interested employees should meet with their managers to discuss their volunteer choice, 

schedule, and to receive approval. 
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Volunteer Activities 
 

Should be done on an unpaid basis and include some of the following options: 
 

• Mentoring (in a certified program)   

• Coaching 

• Faith-based 

• School Training 

• Soup Kitchen 

• And/or any Agency registered with 3+ Corporation 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        
 
  



 

 
  

POLICY TITLE:  Gifts & Gratuities 

 

POLICY NUMBER:  550 

_____________________________________________________________________________ 

 

It is forbidden for any employee to accept any type of gift (e.g., money, merchandise, etc.) from a 

manufacturer or a company doing business with the corporation, except with the approval of the 

President & CEO.  No promise of a gift will influence the decision to award a contract to a manufacturer 

or a supplier. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      

  



 

 
  

POLICY TITLE:  Office Security 

 

POLICY NUMBER:  560 

_____________________________________________________________________________ 

 

The safeguard and protection of the agency’s property is everyone’s responsibility therefore 3+ 

Corporation has taken numerous precautions regarding the “lock and key” of the agency.  Any concerns, 

including missing or damaged property, should be reported to the President & CEO immediately.   

 

Office Door Keys   
 

The President & CEO has assigned office door cards and keys to various employees.  These individuals 

are responsible for their card and key and are not permitted to loan their card or key to any other person 

unless prior approval has been granted by the President & CEO. 

 

Confidential Information   
 

All confidential information should be put away and secured at the end of each day rather than being left 

out on desks or tables.  Any cabinets or drawers containing confidential information should also be 

locked at the end of each day.  Employee office doors should also be locked when the employee leaves 

their office for the end of their work day.  

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        
 

  



 

 
  

POLICY TITLE:  Religious Accommodation 

 

POLICY NUMBER:  570 

_____________________________________________________________________________ 

 

The corporation is committed to respecting the religious beliefs and practices of all its employees. The 

corporation will strive to accommodate employees that must be absent from work for all or part of a 

regularly scheduled working day due to a bona fide religious obligation. 
 

The corporation’s staff members that require accommodation are directed to provide as much advance 

notice as is possible, and we will strive to provide the required time off through the normal scheduling 

of work. In the event that a day of religious observance falls on a day the employee is scheduled to work, 

and the corporation is unable to accommodate the request, the employee shall be entitled to use standard 

provisions for time off with pay, or receive the day off without pay.   
 

Dress Code 
 

The corporation shall strive to allow for religious accommodation where the accommodation does not 

conflict with established Health and Safety Policies, or where the work uniforms can be modified easily 

to permit the person concerned to wear the required item(s) of clothing. Clothing or gear with a health 

or safety rationale may constitute a reasonable occupational requirement. 
 

Break Policy 
 

The corporation recognizes that some religions require the observation of prayer periods at specific 

times.  While this requirement may create a conflict with standard hours of operations, the corporation 

shall work to accommodate the employee's needs, short of undue hardship.  Where possible, the 

corporation shall allow for a modified schedule for breaks. 
 

Employee that Requires Accommodation 
 

The employee will be required to notify the President & CEO regarding their request for accommodation, 

at least two (2) weeks in advance, providing information regarding their needs. The employee must 

cooperate with the corporation in the process of determining a reasonable accommodation. 
 

Accommodation Constraints 
 

Where the provision of accommodation is found to cause undue hardship on the corporation, it shall 

work to find a fair and equitable compromise that meets the needs of the employee and the corporation 

to the greatest extent possible. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
  



 

 
  

POLICY TITLE:  Smoking 

 

POLICY NUMBER:  580 

_____________________________________________________________________________ 

 

Smoking will not be permitted on the corporation’s premises except in the designated areas set outside 

for this purpose. 

 

 

Accepted:  August 25, 2016 

 

 

 

________________________________                   

 President & CEO           

 3+ Corporation      
 

  



 

 
  

POLICY TITLE:  Smoking & Substance Abuse 

POLICY NUMBER:  590 

__________________________________________________________________________ 

 

The employees of 3+ Corporation are our most valuable resource, and for that reason, their health and 

safety is a paramount concern.  

 

Employees under the influence of drugs or alcohol on the job can pose serious health and safety risk both 

to themselves and their fellow employees. Cannabis will be treated the same as all other recreational 

substances. Additionally, 3+ Corporation recognizes the health hazards of second-hand smoke and is 

therefore a smoke-free environment.  

 

Expectations 

The following expectations apply to employees and management alike while conducting work on behalf 

of 3+ Corporation, whether on or off company property: 

➢ It is prohibited to consume cannabis, alcohol or illicit drugs at any time during working hours; 

➢ Use, possession, distribution or sale of drugs or alcohol/cannabis during work hours, including 

during paid and unpaid breaks, is strictly prohibited;  

➢ Employees are prohibited from reporting to work while under the influence of recreational 

cannabis.  

➢ It is also forbidden to come to work or when visiting a client to be under the influence of alcohol, 

cannabis or illicit drugs.  

➢ Employees medically approved medication must be communicated to management of any 

potential risk, limitation, or restriction requiring modification of duties or temporary 

reassignment. 

➢ Employees are expected to abide by all governing legislation pertaining to the possession and 

use of cannabis.  

➢ Employees can consume cannabis off-duty, provided that there is no consumption within eight 

hours of reporting for duty.  

➢ Employees can consume alcohol at events where they are representing 3+ taking discretion to 

the amount being consumed and making arrangements for a drive home after.  

 

Disciplinary Action 

Infringement of the above expectations will be considered as grounds for suspension without pay or 

dismissal.  

  

Accepted:  October 24, 2019 

 

 
             _______                    

President & CEO           

3+ Corporation       

 



 

 
  

Acknowledgement and Agreement: I (Employee Name), acknowledge that I have read and 

understand this policy. I agree to adhere to this policy and will ensure that employees working under 

my direction adhere to this policy. I understand that if I violate the rules set forth by this policy, I may 

face disciplinary action up to and including termination of employment.  

 

Name:_______________________________________ 

Signature:____________________________________ 

Date:________________________________________ 

Witness:_____________________________________ 

      
 

  



 

 
  

POLICY TITLE:  Voting 

 

POLICY NUMBER:  600 

______________________________________________________________________________ 

 

3+ Corporation encourages its employees to participate in the election of government leaders. 

 

Adequate time off, as required by law, is permitted to exercise this right.  An employee requiring time 

off for this occasion must make prior scheduling arrangements with the President & CEO to ensure 

proper coverage of necessary work duties. 

 

Employees unable to vote on election day may contact the Registrar of Voters for alternative 

arrangements.  Adequate time off will also be granted for those voting by absentee ballot. 

 

 

Accepted:  August 25, 2016 

 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        
 

  



 

 
  

POLICY TITLE:  Workplace Health and Safety Compensation Commission 

 

POLICY NUMBER:  610 

_____________________________________________________________________________ 

 

3+ Corporation expects its employees to conduct themselves in a safe manner.  Please use good 

judgement and common sense in matters of safety, and observe any safety rules that may be posted in 

various areas.  Please be aware, from time to time, the President & CEO may circulate memos or 

documents regarding workplace health and safety which must also be observed. 

 

Our philosophy concerning health and safety may be summarized as follow: 
 

• All risks can be avoided or controlled to prevent injuries. 

• Management is responsible for providing a safe working environment and for ensuring that the 

work is performed safely. 

• Each employee is responsible for working safely with equal concern for the safety of co-workers. 

• Improved safety performance requires the total commitment, the shared responsibility, support 

and active participation of everyone. 

 

All employees are expected to follow all Workplace Health and Safety Compensation Commission 

regulations.   

 

Please Note: All injuries incurred on the job must be reported to the President & CEO 

IMMEDIATELY as proper documentation is required.  Completion of the WHSCC accident form is 

mandatory.  If the President & CEO is not available, the injuries may be reported to any Vice President. 

 

An employee injured on the job will be paid through the end of their scheduled day of which the injury 

took place. 

 

 

Accepted:  August 25, 2016 

 

 

 

                      _______                    

President & CEO           

3+ Corporation        
 

  



 

 
  

POLICY TITLE:  Accident at Work 

 

POLICY NUMBER:  620 

______________________________________________________________________________ 

 

In the event of an accident, injury or occupational disease while on the job, you must immediately:  
 

• Report the accident to your immediate supervisor before leaving work, if possible.  
 

• Get medical treatment, if required, and advise the treating physician that this is a work-related 

injury so that the medical reports can be forwarded to WorkSafeNB as soon as possible.  
 

• A complete report of the accident must be made even if you do not require medical attention. Along 

with your employer, complete an accident report (Form 67 - Report of Accident or Occupational 

Disease) and ensure that the report is forwarded to WorkSafeNB. If there is disagreement between 

you and your employer, you must still complete Form 67 and forward it to WorkSafeNB 

immediately. Please note: you and your employer cannot agree not to report the accident. All 

accidents must be reported to WorkSafeNB.  

 

What is an accident?  
 

Under the Workers’ Compensation Act, an accident can be one of the following:  
 

• An intentional act causing an injury to another worker who suffers the accident; or  
 

• A chance event or incident caused by a physical or natural cause; for example, a collision, or fall, 

tripping over a power cable 
 

• An inability to perform duties caused by an occupational disease; or 
 

• An inability or disabling condition; all arising out of and in the course of employment. 

 

It does not include the inability to perform duties due to mental stress or inability to perform duties 

caused by mental stress, unless it is a result of an acute reaction to a traumatic event. 

 

What is an occupational disease?  
 

Any disease that is peculiar to or characteristic of a particular industrial process, trade or occupation, and 

which is declared to be an occupational disease by regulation.  Chronic work disease that occurs as a 

result of specific work activities, for example:  lung disease, skin disease, carpal tunnel syndrome, lead 

poisoning, eczema, skin cancer to name a few. 

 

Employee’s Post-Accident Responsibilities 
  

• Keep your appointments with your health care providers (physicians, physical therapists, 

chiropractors, etc.)  

• Ask your health care providers to send reports to WorkSafeNB.  

• Follow the treatment plans developed by your health care providers.  

• Advise WorkSafeNB if you stop working or need to change your duties because of your injury.  

• Keep receipts for expenses directly related to your workplace injury.  

  



 

 
  

.../2 

 

Health Care Provider’s Responsibilities 
 

• Send their reports to WorkSafeNB as soon as possible.  

• Help you understand what is wrong and what can be done to assist your recovery. 

 

 

Accepted:  August 25, 2016 

 

 

 

                     _______                    

President & CEO           

3+ Corporation   
 

  



 

 
  

POLICY TITLE:  Worker’s Compensation 

 

POLICY NUMBER:  630 

______________________________________________________________________________ 

 

The corporation pays premiums to WorkSafeNB in case an unfortunate circumstance resulting in injury 

should occur while an employee is on the job. 

 

The Compensation and Rehabilitation Services Division of WorkSafeNB provides earnings replacement, 

medical services and return to work assistance to injured employees of the province of New Brunswick.   

 

 

Accepted:  August 25, 2016 

 

 

 

                     _______                    

President & CEO           

3+ Corporation       

 

  



 

 
  

POLICY TITLE:  First Aid 

 

POLICY NUMBER:  640 

______________________________________________________________________________ 

 

The corporation is committed to meeting all legislative regulations regarding First aid facilities, training, 

records, and reporting under the Occupational Health and Safety Act (OHSA), and Regulation 1101 - 

First Aid Requirements, Workplace Safety and Insurance Act (WSIB).  

 

First Aid Procedures 
 

1. In the event of an injury, first aid be administered immediately followed by proper medical 

treatment if necessary. 
 

2. The first person on the scene of an injury should immediately contact the appropriate authorities 

and/or the closest qualified First Aid responder.   
 

3. In the event that the first person on the scene has appropriate First Aid/CPR training, they are 

directed to provide First Aid/CPR, in accordance with their level of training, using the first aid 

materials available. 
 

4. As necessary, the first-aider, or other nearby person shall contact emergency response services 

(Fire, Police, and Ambulance). 
 

5. The first-aider will complete an injury treatment record for the incident. 
 

6. The designated employee will notify the injured person’s next of kin/emergency contact (where 

applicable) after the status of the injured person’s condition is known. 

 

First Aid Treatment 
 

First aid is the one-time treatment or care and any follow-up visit(s) for observation purposes only. 

 

As described by the WSIB, first aid includes, but is not limited to: 
 

• Cleaning minor cuts, scrapes, or scratches; 

• Treating a minor burn; 

• Applying bandages and/or dressings; 

• Applying a cold compress, cold pack, or ice bag; 

• Applying a splint; 

• Changing a bandage or a dressing after a follow-up observation visit. 

 

 

Accepted:  August 25, 2016 

 

 

 

                     _______                    

President & CEO           

3+ Corporation       

  



 

 
  

POLICY TITLE:  Medication 

 

POLICY NUMBER:  650 

______________________________________________________________________________ 

 

It is mandatory that all employees inform their supervisor if they are required to take prescription or 

over-the-counter medication that would affect their ability to safely perform their job, operate equipment 

or drive vehicles. 

 

Accepted:  August 25, 2016 

 

 

 

                     _______                    

President & CEO           

3+ Corporation    
 

  



 

 
  

POLICY TITLE:  Medical Emergency 

 

POLICY NUMBER:  660 

______________________________________________________________________________ 

 

Appropriate reaction of the witness to an employee’s accident which requires medical assistance must 

be planned in order to be efficient. 

 

Procedures 
 

When an accident occurs at the corporation’s worksite that results in a serious injury or illness of an 

employee while at work, or any other person … 
 

The witness in the vicinity shall immediately: 
 

• Call 911 and request an ambulance; 

• Provide assistance to the casualty, as may be considered necessary and appropriate until help 

arrives; 

• Call a supervisor and explain the situation; 

• Provide warmth, comfort and reassurance to the individual/casualty. 

 

Employees who are qualified: 
 

• Provide first aid until the ambulance arrives. 

 

The President & CEO shall: 
 

• Go to the accident site immediately; 

• Take control of the situation by: 

✓ Making the site secure; 

✓ Asking non-required persons to leave the site; 

✓ Canceling the ambulance if not required; 

✓ Providing first aid or request a qualified person to do so. 

 

Accidents Report and Investigation: 
 

All types of incidents or accidents, even minor ones, must be reported to the corporation, including 

broken pieces of equipment or the corporation’s property. 

 

The objective of this policy is to rapidly establish the cause of incidents or accidents in order to avoid 

recurrence. 

 

Corporation Responsibilities: 
 

If the accident involves a critical injury or fatality, the corporation will immediately seal off the accident 

site before commencing any investigation.  
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Every accident or incident which results in any of the following shall be investigated: 
 

• Lost time 

• Medical aid 

• First aid 

• Near miss 

• Material or property damage regardless of whether an injury occurred or not 

• Fatality 

 

The corporation will report, in writing, to WorkSafeNB the occurrence of any accident to an employee 

that results in disability or the need for medical care. The report will be completed within the following 

three (3) days after the corporation learns of the accident, using the appropriate form.  

 

Employee Responsibilities: 
 

All employees are responsible for cooperating fully in the investigation as well as to: 
 

• Take care to protect own health and safety; 

• Take care to protect other workers; 

• Cooperate with the corporation and fellow employees in the search for better work methods; 

• Ensure all safeguards are in good condition and functional; 

• Report unsafe conditions; 

• Use devices and equipment provided for personal protection in accordance with the instructions 

for use and training provided; 

• Undergo medicals as required; 

• Refrain from inappropriate and unsafe behaviour. 

 

 

Accepted:  August 25, 2016 

 

 

 

                     _______                    

President & CEO           

3+ Corporation      
 

  



 

 
  

POLICY TITLE:  Strategic Partnership Process 

 

POLICY NUMBER:  670 

______________________________________________________________________________ 

 

INVOICING 

 

All Board members and 3+ staff are to inform the President & CEO in the recruitment of Strategic 

Partners. 

3+ senior staff may be assigned as 3+ Primary Contacts by the President & CEO for specific Strategic 

Partnership accounts for which they have a business relation. 

The President & CEO will ensure that senior staff are provided updated account information for the 

Strategic Partners for which they are the 3+ Primary Contact. 

 

When applicable, 3+ Primary Contacts are to provide signed in-kind Strategic Partnership agreements 

to the President & CEO, which will include: 

• A detailed listing of the products and/or services offered; 

• The market value of the products and/or services;  

• The timeframe for delivery of the products and/or services; 

• Any additional financial contributions; and 

• Any additional arrangements as approved by the President & CEO. 

The 3+ Primary Contact concluding the in-kind agreement with the Strategic Partners will monitor and 

manage this in-kind agreement and ensure compliance with 3+’s invoice payment process. 

 

The President & CEO will make all the Strategic Partner invoice request to the Corporate Accountant 

and ensure accuracies of the followings: 

• Main contact name; 

• Business name; 

• Billing address; 

• Renewal date; and 

• Amount to be invoiced;  

The President & CEO will update the Google Drive on those specific items as required. 

 

  



 

 
  

The President & CEO is to inform the VP Marketing & Communications and the Corporate 

Accountant of: 

• All new Strategic Partners; 

• All renewal Strategic Partners; 

• All Strategic Partners funding level change; and 

• All Strategic Partners change in billing period. 

• All Strategic Partners write offs; 

 

At least 10 days before sending the first invoice, a welcome letter shall be sent to the new Strategic 

Partners by the President & CEO. 

 

The Corporate Accountant will prepare the Strategic Partners invoices upon reception of the invoice 

request by the President & CEO. 

 

The Corporate Accountant will reflect this transaction on the Google Drive. 

 

The Corporate Accountant will give the Strategic Partners invoices to the Executive Assistant 

 

The Executive Assistant will prepare the Invoice Presentation Letter to be signed by the President & 

CEO. 

 

The Executive Assistant will photocopy and remit to the Corporate Accountant: 

• The Invoice Presentation Letter; 

• The Strategic Partners invoice; and 

• The In-kind Agreement (if applicable). 

 

The Executive Assistant will send the original: 

• Presentation Letter; 

• Strategic Partners Invoice; 

• In-kind Agreement (if applicable); and 

• Benefit Sheets. 

to the Strategic Partners. 



 

 
  

The Executive assistant will record this action on the Google Drive 

The Executive assistant will send a letter of "Sorry to see you leave" to write-offs two weeks after the 

official write-off 

 

CASH RECEIPT 

 

The Corporate Accountant will receive and record Strategic Partnership membership payments. 

 

The Corporate Accountant will record these transactions on the Google Drive. 

 

The Corporate Accountant will inform the President & CEO via email of all Strategic Partnership 

membership collection. 

3+ Primary Contacts will also be kept abreast of any other 3+ activities from other 3+ staff members 

including the President & CEO to assist them in their own follow up with Strategic Partners. 

 

RELATIONSHIP SUSTAINABILITY 

When possible, prior to the departure of a 3+ Primary Contact, the new 3+ Primary Contact should be 

introduced to the Strategic Partner by the exiting employee or a letter should be sent to the Strategic 

Partner informing him/her about the new 3+ Primary Contact. 

 

Accepted:  June 12, 2018 
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President & CEO           

3+ Corporation      

  



 

 
  

 

POLICY TITLE:  Bring your own device (BYOD) mobile usage policy 

 

POLICY NUMBER:  680 

_____________________________________________________________________________ 

 

3+ Corporation grants its employees the privilege of purchasing and using smartphones and tablets of 

their choosing at work for their convenience. 3+ Corporation reserves the right to revoke this privilege 

if users do not abide by the policies and procedures outlined below. Personal usage during business hours 

should be kept to a minimum.  

 

This policy is intended to protect the security and integrity of 3+ Corporation’s data and technology 

infrastructure. Limited exceptions to the policy may occur due to variations in devices and platforms.  

 

Employees are not allowed to use their own personal computer for their work. They must always use a 

3+ PC computer and all 3+ work must be saved on the server and not on the computer desktop or C 

drive.  

 

3+ employees must agree to the term and conditions set forth in this policy in order to be able to connect 

their devices to 3+ Corporation network.  

 

Acceptable Use 

• 3+ Corporation defines acceptable business use as activities that directly support the business of 

3+ Corporation.  

• 3+ Corporation defines acceptable personal use on 3+ Corporation time as reasonable and limited 

personal communication. 

• Employees can be blocked from accessing certain websites during work hours/while connected 

to the corporate network at the discretion of 3+ Corporation. 

• Devices may not be used at any time to: 

▪ Store or transmit illicit materials; 

▪ Store or transmit proprietary information belonging to 3+ Corporation; 

▪ Harass others; 

▪ Engage in outside business activities in conflict with 3+ Corporation employment; 

▪ Any other activities deemed harmful to the reputation and good standing of 3+ in the 

community, its stakeholders and employees. 

 

• Employees may use their mobile device to access the following Corporation-owned resources: 

email, calendars, contacts, documents, and other web services. 

• 3+ Corporation has a zero-tolerance policy for texting or emailing, or physically interacting with 

device while driving and only hands-free talking while driving is permitted. 

 

Devices and Support 

• Smartphones including iphone, android, blackberry and windows phones are allowed. 

Compatibility with 3+ services is required. 

• Connectivity issues are supported by their mobility service carrier, or in the case of 3+ 

connectivity (corporate Wi-Fi), the appropriate 3+ IT resource; 



 

 
  

• Devices can be requested by IT or 3+ technical resource for proper job provisioning and 

configuration of standard apps, such as browsers, office productivity software and security tools, 

before they can access the network.  

• Unless specified otherwise by IT or 3+ technical resource, users must ensure that their devices’ 

operating system are kept updated to the latest version. 

 

Reimbursement 

• 3+ Corporation will pay the employee a monthly allowance of an amount of $61.00 for those 

with regular needs, and $107.91 for those with advanced technical/communication needs. This 

amount factors in average mobility plan costs, estimated percentage of business use, role of 

employment and need, and average cost of mobility devices. This amount will be proportionally 

disbursed along with regular payroll as a taxable benefit. Employees are required to file a T2200 

Form for tax purposes.  

• 3+ Corporation will not reimburse the employee for the following charges: roaming, plan 

overages, contract costs, device repairs or replacement, warranties or any other charge/cost 

exceeding the monthly allowance.  

• 3+ Corporation, at its discretion, and with prior written approval, may allow for reimbursement 

of exceptional expenses for temporary international travel related mobility plans to lessen the 

cost of usage to employees. In such case, the employee will be responsible for acquiring such 

plan and any usage charges exceeding this plan. Any usage charge above and beyond arranged 

temporary international mobility plan will be the responsibility of the employee. 

• All purchased content on devices are made at the expense of the employee. The purchasing of 

apps and other services, unless specified by 3+ Corporation as a required service, will not be 

reimbursed.  

 

Security 

• In order to prevent unauthorised access, devices must be password protected using the features 

of the device and a strong password is required to access 3+ Corporation network. 

• 3+ Corporation’s strong password policy is: Passwords must be at least six characters and a 

combination of upper-and-lower-case letters, numbers and symbols. Password should be rotated 

every 90 days and the new password can’t be one of 15 previous passwords. 

• The device must lock itself with a password or PIN if it’s idle for five minutes. 

• After 5+ failed login attempts, the device will lock. Phones settings will vary, but any device 

provision to prevent usage or erase the phone’s content after a series of failed attempts needs to 

be enabled to protect information should the device be lost or stolen. 

• Rooted (Android) or jailbroken (iOS) devices are strictly forbidden from accessing the network. 

Devices must not have been tempered with. 

• Employees are not to download, install and use any app that can potentially harm, cause security 

breaches, transmit unauthorized information or be deemed harmful to 3+ Corporation IT 

Infrastructure, legal obligations, and overall reputation and standing. 

• Smartphones and tablets that are not on 3+ Corporation’s list of supported devices are not allowed 

to connect to the network. If a list of supported devices is not defined, compatibility with 3+ 

Corporation’s email and calendaring infrastructure will be deemed as the minimal requirement.  

• Smartphones and tablets belonging to employees that are for personal use (example: sibling’s or 

spousal phone, iPad) only are not allowed to connect to the network. Similarly, any devices used 

and connected to 3+ services such as email and calendaring should not be used by other users or 

family members.  



 

 
  

• Employee’s access to 3+ Corporation data is limited based on user profiles defined by IT and 

automatically enforced. 

• The employee’s device may be remotely wiped if 1) the device is lost, 2) the employee terminates 

his or her employment, 3) IT detects a data or policy breach, a virus or similar threat to the 

security of 3+ Corporation’s data and technology infrastructure.  

 

Risks/Liabilities/Disclaimers 

• While IT will take every precaution to prevent the employee’s personal data from being lost in 

the event it must remote wipe a device, it is the employee’s responsibility to take additional 

precautions, such as backing up email, contacts, etc. 

• 3+ Corporation reserves the right to disconnect devices or disable services without notification. 

• Lost or stolen devices must be reported to 3+ Corporation within 24 hours. Employees are 

responsible for notifying their mobile carrier immediately upon loss of a device. 

• The employee is expected to use his or her devices in an ethical manner at all times and adhere 

to 3+ Corporation’s acceptable use policy as outlined above. 

• The employee is personally liable for all costs associated with his or her device. 

• The employee assumes full liability for risks including, but not limited to, the partial or complete 

lost of 3+ Corporation and personal data due to an operating system crash, errors, bugs, viruses, 

malware, and/or other software or hardware failures, or programming errors that render the 

device unusable. 

• 3+ Corporation reserves the right to take appropriate disciplinary action up to and including 

termination for noncompliance with this policy. 

 

I agree to the terms of this 3+ Corporation Policy as it regards to using my personal mobile 

communication device for business usage. 

 

 

NAME:________________________________  SIGNATURE:__________________________ 

 

Date: (mm/dd/yy):_________________________ 

 

Accepted by the Board: May 28th, 2020 

 

 
_______________________ 

Susy Campos 

President & CEO 

 

 

 

      

 



 

 
  

POLICY TITLE: Code of Conduct 

 

POLICY NUMBER:  690 

___________________________________________________________________________ 

 

3+ Corporation Code of Conduct sets out principles of good conduct and standards of behavior that are 

desired and expected of officers and employees. A primary responsibility for those employed by 3+ 

Corporation is to be accountable by acting in a proper manner. 

 

Unacceptable Behaviors 
 

Unacceptable behaviors shall include, but not be limited to the following: 
 

• Fraud 

• Dishonesty 

• Theft 

• Insubordination 

• Harassment 

• Sexual Harassment 

• Falsification of documents 

• Discrimination (against clients, suppliers and co-workers) 

• Drunkenness 

• Drugs (being under the influence or in possession of, in the workplace) 

• Fighting during working hours on the corporation's property  

• Horseplay (rough or boisterous play or prank) 

• Incompetence 

• Bullying 

• Failure to do the required work  

• Violation of the safety regulations 

• Excessive absenteeism 

• Unjustified absenteeism 

• Excessive lateness 

• Excessive socializing 

• Harassment 

• Violation of safety rules 

 

Obligations for 3+ Corporation Employees are outlined in the following Principles: 
 

1. To act in a fair, honest and proper manner in accordance with the laws that govern us as 

Canadians. 
 

2. To act with reasonable care and be diligent in the performance of their duties and 

responsibilities. 
 

3. To be fair and honest in their dealings with individuals and organizations and behave in a 

manner that facilitates constructive communication between 3+ Corporation and the 

community. 
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4. To seek to achieve a team approach with other 3+ Corporation Employees in an environment of 

mutual respect, trust and acceptance of their different roles in achieving 3+ Corporation 

objectives. 
 

5. To establish a working relationship with fellow 3+ Corporation employees that recognizes and 

respects the diversity of opinion and achieves the best possible outcomes for the community. 
 

6. To respect and use information obtained in the course of their duties in a careful and prudent 

manner. 

 

Although this Code of Conduct applies to all 3+ Corporation staff, it is recognized that different 3+ 

Corporation Employees have different levels of responsibility, knowledge, experience and expertise. 

 

These factors will be taken into account if there is a need to investigate an alleged breach of 3+ 

Corporation Code of Conduct. 

 

Legal Responsibilities:  
 

3+ Corporation Employees must act in a fair, honest and proper manner according to Canadian law. 

This includes: 
 

• Understanding and giving proper consideration to legal requirements. 
 

• Reasonable, just and non-discriminatory behavior in all aspects of carrying out their roles and 

responsibilities. 
 

• Actions to be undertaken in good faith and not for improper or ulterior motives. 
 

• Behavior that maintains and enhances the image of 3+ Corporation and does not reflect 

adversely on 3+ Corporation. 
 

• Impartiality in implementing 3+ Corporation Management decisions or when exercising 

delegated authority. 

 

Use of Information:  
 

3+ Corporation Employees are often provided with information that may need to be considered or 

handled in a confidential manner. 

 

Appointments to Other Boards or Committees:  
 

3+ Corporation Employees may be asked, and by mutual agreement agree, to represent 3+ Corporation 

on external organizations as part of their job role.  
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It is Important That All 3+ Corporation Employees: 
 

1. Clearly understand the basis of their appointment and be aware of any ethical and legal 

responsibilities attached to such appointments. 
 

2. Balance and represent the interest of 3+ Corporation and the community. 
 

3. Remain objective and not seek to influence preferential treatment.  
 

4. When stipulated, provide regular reports to 3+ Corporation President & CEO on the activities 

of the appointment. 
 

5. Inform 3+ Corporation President & CEO in writing of any intention to undertake any activity 

which may interfere with their role as a 3+ Corporation Employee. 

 

Compliance With 3+ Corporation Code of Conduct: 
 

As an Employee of 3+ Corporation Inc., I have read and understood the terms and conditions 

associated with my employment. By signing, I am confirming my commitment to comply with 3+ 

Corporation Code of Conduct. 

 

 

 

 

_________________________________                  _________________________________ 

3+ Corporation Employee                                        Date 

 

 

 

__________________________________                  _________________________________ 

Witness       Date 

 

 

 

Accepted:  August 25, 2016 

 

 

 

                     _______                    

President & CEO           

3+ Corporation      
 

 

 

 

 

 

 

 



 

 
  

POLICY TITLE:  Whistleblower Policy 

 

POLICY NUMBER:  700 

_____________________________________________________________________________ 

 

Purpose: The purpose of this Whistleblower Policy is to facilitate and encourage 3+ Corporation 

employees, volunteers and Board members to come forward if they believe that wrongdoing has occurred 

or is about to occur in the workplace. The Policy protects against reprisal and provides a fair and 

objective process for those accused of wrongdoing.  

 

Policy Statement: 3+ Corporation is committed to conducting itself with honesty and integrity at all 

times. If, at any time, this commitment is not followed or appears in doubt, 3+ Corporation will seek to 

identify and remedy such situations. Accordingly, it is 3+ Corporation’s policy to ensure that when an 

employee, volunteer or Board member reasonably believes wrongdoing has occurred or is about to occur 

in the workplace:  

• The individual may disclose this information pursuant to this Policy  

• The individual will be protected from reprisals 

• The wrongdoing will be investigated 

• All parties to an investigation will be treated fairly and equitability 

• Confidentiality will be maintained to the greatest extent possible 

• If wrongdoing is found, appropriate remedial and disciplinary actions will be taken. 

 

Definitions: 

 

Whistleblower  

Whistleblower is defined as an employee, volunteer or Board member of 3+ Corporation who reports an 

activity that he/she considers to be wrongdoing to one or more of the parties specified in this Policy. The 

whistleblower is not responsible for investigating the activity or for determining fault or corrective 

measures; appropriate members of the Board are charged with these responsibilities. 

 

Wrongdoing 

For the purposes of this Policy, a complaint may be submitted if any one of the following acts of 

wrongdoing occurs:  

• Accounting, auditing, or other financial reporting fraud or misrepresentation 

• An act or omission constituting an offence under an Act of the Legislature or the Parliament of 

Canada, or a regulation made under an Act or that could otherwise significantly harm 3+ 

Corporation’s reputation or public image 

• Unethical business conduct in violation of any 3+ Corporation policies and/or 3+ Corporation’s 

Code of Conduct 

• Gross mismanagement of 3+ funds, assets or operations 

• Actions that create a danger to the health, safety, or well-being of employees, volunteers, Board 

members and/or the general public 

• Directing or counselling someone to do one of the above.  

 



 

 
  

Procedure: 

A complaint must be submitted in writing to the CEO when appropriate. If submitting the complaint to 

the CEO is not appropriate, the complaint must be submitted to the Board Chair or Chair of the Finance 

and Audit Sub Committee of the Board.  

 

The complaint should include the following information:  

• Description of the wrongdoing 

• Date of the wrongdoing and date the whistleblower became aware of the wrongdoing 

• Name of individual(s) alleged to have committed the wrongdoing or about to commit the 

wrongdoing 

• Steps taken (if any) prior to making complaint or allegations (i.e. spoke with supervisor) 

 

Process:  

 

1. The whistleblower will be provided with confirmation of receipt of the complaint within two (2) 

business days. 

2. The whistleblower will not be subjected to retaliation, which includes being discharged, demoted, 

suspended, threatened, harassed, or in any other manner discriminated against as a result of 

communicating a genuine, good faith concern. Any 3+ Corporation employee found to be in 

violation of this policy when dealing with a whistleblower may be subject to discipline up to and 

including termination. Similarly, any volunteer or Board member found to be in violation of this 

policy when dealing with a whistleblower may have their relationship with 3+ Corporation 

terminated. Any whistleblower who believes he/she is being retaliated against must contact the 

CEO or Board Chair immediately. 

3. A whistleblower is not required to prove the truth of an allegation, but they are required to act in 

good faith, and to provide enough particulars to the person contacted in order to show that there 

are sufficient grounds for concern. The amount of contact between the whistleblower and the 

investigating body will depend on the nature of the issue and the clarity of the information 

provided. The investigating body may seek further information from the whistleblower. 

4. Any whistleblower who does not act in good faith or makes deliberately false, malicious or 

vexatious allegations of wrongdoing will be subject to disciplinary action up to and including 

termination of employment or relationship with 3+ Corporation. 

5. All complaints will be treated as confidential and sensitive. Insofar as possible, the confidentiality 

of the whistleblower will be maintained. However, identity may have to be disclosed to conduct 

a thorough investigation, to comply with the law and to maintain alleged wrongdoers’ rights. In 

such cases, all reasonable steps shall be taken to protect the whistleblower from harm as a result 

of having made a disclosure. 

 

Investigation 

Once a complaint is brought forward an investigation will commence. The CEO or Board Member in 

receipt of the complaint may enlist the assistance of other Board members, employees, legal counsel, 

accounting or other advisors as may be appropriate to conduct the investigation. A report will be 

prepared, and any legal or other action will be taken as appropriate. Each complaint will be treated as 

confidentially as possible and with due care. The results of the investigation will be shared with the 

whistleblower to the extent possible and within reasonable time.  

 



 

 
  

The Whistleblower Policy is intended to apply to significant and serious wrongdoing at 3+ Corporation 

that is potentially unlawful, dangerous to the public or injurious to the Corporation. It is not intended to 

deal with routine operational or human resource matters. The Policy is also not intended to provide 

another venue for employees whose relationship with their employer may be in dispute under an 

employment agreement as a result of human resource issues. 

 

If you have a concern about such matters, you should follow existing procedures to deal with these issues. 

 

 

 

Accepted by the Board: May 28th, 2020 

 

 
Susy Campos 

President & CEO    

 

 

 

__________________________ 

[EMPLOYEE, PRINT NAME] 

 

 

 

__________________________  

[EMPLOYEE SIGNATURE] 

 

 

Date Signed by employee:__________________ 

  



 

 
  

POLICY TITLE:  Work from Home Policy 

 

POLICY NUMBER:  710 

_____________________________________________________________________________ 

 

Purpose: This document contains the terms and conditions for working remotely. It should act as a guide 

for both management and the employee and must be signed by the employee to acknowledge they read 

through and understood the details herein. 

 

Terms and Conditions 

 

While working remotely, employees must adhere to all the conditions in the Employee Handbook. All 

3+ policies around conduct, confidentiality, sick leave, etc., continue to apply, regardless of location.  

 

Policy transgressions may be subject to discipline.  

 

Eligibility 

 

To be considered for a work from home arrangement, employees must: 

 

1. Have successfully completed their probationary and training period; 

 

2. Have a satisfactory performance record; and 

 

3. Perform non-location specific job responsibilities requiring minimal supervision deemed 

appropriate for a work from home arrangement; or 

 

4. Have obligations due to their family status which require accommodation.   

 

Notwithstanding the eligibility requirements, employees may be permitted or required to work from 

home because of the unique challenges posed by COVID-19, where remote work would otherwise not 

be allowed or required. In such cases, remote work is being permitted or required due to the extraordinary 

circumstances posed by current public health circumstances.  

 

Work expectations 

 

Employees must follow the work schedule provided to them, be sure to meet deadlines, uphold high-

quality standards, and submit weekly reports. And while some flexibility is allowed, the employee must 

agree to work set hours, five days a week.  

 

Performance will be measured weekly, focusing on the same metrics that apply to work done in the 

office.  

 

 

 

 

 



 

 
  

Communication 

 

Employees are to be online and accessible from 8:30 am to 5:00 pm, Monday to Friday. They are 

expected to check-in with their supervisor at least once a day. 

 

Any correspondence from a client or co-worker must be answered as quickly as possible. 

 

You are required to use 3+ Computers only for your work and to ensure that all work is saved on the 

server and not on your desktop. Tools such as Zoom will be provided for communicating with team 

members and collaborating on projects. Any long-distance phone calls can be done using our conference 

line.  

 

Meetings will be scheduled for at least once a week. Times are to be discussed and agreed upon between 

the employee and supervisor.  

 

Insurance and liability 

 

Employees working remotely will still receive full 3+ Corporation benefits, including health insurance 

and worker’s compensation. 

 

Employees are advised to choose a safe and secure location to work from, and to maintain high levels of 

safety. 3+ Corporation encourages employees to review their work area and ensure that it is free from 

tripping, electrical or other hazards that might pose a danger to employees. 3+ Corporation is liable for 

injuries suffered in the pre-defined workspace during work hours only. 

 

Employees are required to report to 3+ Corporation any workplace injuries that occur while working 

from home.  

 

Only equipment owned by the company and on loan to the employee is covered by the company’s chosen 

insurer. All other equipment is to be covered by the employee’s personal insurance provider.  

 

Security 

 

As per the Employee Handbook and the confidentiality agreement signed by the employee upon 

employment, securing data and company information should be of utmost concern. Any breaches in 

security protocol may be subject to discipline.  

 

Employees will be given access to a Virtual Private Network to secure connections with company servers 

and networks. The VPN must be used at all times during work hours.  

 

Compensation 

 

No changes will be made to an employee’s salary if said employee works from home, full time. Salaries 

will increase according to company policy and successful performance reviews. Employees working 

remotely remain eligible for promotion and skills development programs. 

 

The company will reimburse the employee for paper and toner when using your own printer, the 

employee needs to follow the correct protocol for reimbursements.  



 

 
  

 

 

Accepted by the Board:  

 

 

 

_______________________ 

Susy Campos 

President & CEO 
 

 

NAME:________________________________  SIGNATURE:__________________________ 

 

Date: (mm/dd/yy):_________________________ 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
  

Remote Work Agreement 

Employee Information: 
 

Supervisor Information: 

Position Title:  
 

Position Title: 

 
The following terms have been agreed upon concerning the employee’s request to work from 
home as detailed in the work schedule below. 
 
Work Schedule 

Day of the Week Hours of Work Work Location 

Monday   

Tuesday   

Wednesday   

Thursday   

Friday   

 
Remote Work Area 
 
Home office address: 
 
Phone Number: 
 
Workspace: 
 
 
Terms and Conditions 

1. The employee and supervisor will have regular discussions about work priorities. 

2. The employee will maintain a regular contact schedule with their supervisor. As a 

minimum, contact will be made (how often and when), by (list preferred methods and 

contact details). 

3. By agreeing to this arrangement, the employee confirms that they have a dedicated space 

in their place of residence where they can perform their duties reasonably uninterruptedly. 

4. 3+ will not be responsible for any operating costs that are associated with the employee 

using his or her home as an alternative worksite, including home maintenance, insurance 

or utilities. 

 

 

 



 

 
  

5. It is the employee’s responsibility to consult with an insurance agent for any payment 

implications due to working from home. 

6. The employee will require access to 3+ systems through high-speed internet service and 

the Virtual Private Network (VPN). The employee will be responsible for the monthly cost 

of their high-speed internet connection. 

7. The employee must comply with all 3+ Corporation guidelines/tips pertaining to the use of 

computer hardware and software, including, but not limited to: 

• Install Operating System and Software Updates 

• Use of Anti-virus software 

• Protection of Password 

• Be cautious of using internet and email spam/phishing 

• Sending restricted data 

• Do not download or install unsolicited files 

• Securing confidential electronic data 

• Saving all work on the 3+ server and not your desktop 

 

8. When working from home, the employee is responsible for setting up and maintaining a 

designated workspace that meets workplace health and safety requirements.  

9. All work-related, in-person meetings must take place on 3+ Corporation premises. 

10.  The employee is solely responsible for any loss or damage to any 3+ Corporation property 

in their possession, including property while being transported to and from their home and 

for property in their home, whether in the designated work area or otherwise, except for 

normal wear and tear.  

a. Should there be any loss or damage to any 3+ Corporation property while in their 

possession, the employee must notify their supervisor as soon as this is known. 

b. Only equipment owned by the company and on loan to the employee is covered by the 
company’s chosen insurer. All other equipment is to be covered by the employee’s 
personal insurance provider.  

11. The employee is responsible for protecting the confidentiality of any privileged and/or 

confidential 3+ Corporation information while it is being transported to and from their home 

and while it is in their home.  

12. The employee may be required, in order to meet workplace needs, to forfeit their option to 

work from home on the day(s) they have been designated to work from home under this 

arrangement. The supervisor will make every effort to provide adequate notice of any such 

requirement.  

13. The employee will continue to perform the duties of their position and will be expected to 

continue meeting the requirements of their position during this arrangement. 

 

 

 



 

 
  

14. The employee will continue to follow current protocol for leaves of absence. This incudes: 

a. Vacation requests 

b. Sick leave requests. If an employee is unable to carry out the duties of their position, 

when working at home, due to illness or injury, they will follow normal protocol for 

reporting the absence.  

c. Other leaves of absence that the employee is entitled to. 

15. This arrangement will continue to be subject to operational and other work-related 

requirements and may be modified or cancelled as necessary at any time at the employer’s 

discretion, with minimum one week notice provided to the employee.  

16. Employees may request a cancellation or change; however, it is within the employer’s 

discretion to approve the cancellation or change.  

 

Employee Signature: _____________________  Date: ___________________ 

CEO Signature: _________________________  Date: ___________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
  

 

ACKNOWLEDGEMENT OF 3+ CORPORATION’S EMPLOYMENT POLICIES MANUAL 

 

 

This handbook is an important document intended to help you become acquainted with the corporation.  

While this handbook will serve as a guide; it is not the final word in all cases. Individual circumstances may 

call for individual attention.  Because the general business atmosphere of the corporation and economic 

conditions are always changing, the contents of this handbook may be changed at any time at the discretion 

of the corporation.  No changes in any benefit, policy or rule will be made without due consideration of the 

mutual advantages, disadvantages, benefits and responsibilities such changes will have on you as an 

employee and on the corporation. 

 

Please read the following statements and sign below to indicate your review and acknowledgement of the 

corporation’s Employment Policies Manual.  

 

I have received and read a copy of the corporation’s Employment Policies Manual. I understand that the 

policies, rules and benefits described in it are subject to change at the sole discretion of the corporation at 

any time.  

 

I understand that, should the content be changed in any way, the corporation may require an additional 

signature from me to indicate that I am aware of and understand any new policies.  My signature below 

indicates that I have read and understand the above statements, and, have reviewed the corporation’s 

Employment Policies Manual and agree to abide by these policies, rules and benefits. 

 

 

 

 

 

 

________________________________  ____________________________    

Employee's Signature     Date 
 

  



 

 
  

CONFLICT OF INTEREST AND CONFIDENTIALITY AGREEMENT FOR EMPLOYEES 

 

 

In consideration and as a condition of my employment, or continuing employment by the 3+ Corporation, 

a Community Economic Development Agency, and the compensation paid therefore: 
 

1. Confidentiality. I agree to keep confidential, except as the Agency may otherwise consent in writing, 

and not to disclose, or make any use of except for the benefit of the Agency, at any time either during 

or subsequent to my employment, any trade secrets, confidential information, knowledge, data, or 

other information of the Agency relating to products, processes, know-how, designs, customer lists, 

business plans, marketing plans and strategies, and pricing strategies or any subject matter pertaining 

to any business of the Agency or any of its clients, which I may produce, obtain or otherwise acquire 

during the course of my employment, except as herein provided. I further agree not to deliver, 

reproduce or in any way allow any such trade secrets, confidential information, knowledge, data or 

other information, or any documentation relating thereto, to be delivered or used by any third parties 

without specific direction or consent of a duly authorized representative of the Agency. 
 

2. Conflicting Employment and Return of Confidential Material. I agree that during my 

employment with the Agency I will not engage in any other employment, occupation, consulting or 

other activity relating to the business in which the Agency is now or may hereafter become engaged, 

or which would otherwise conflict with my obligations to the Agency.  
 

In the event of termination of my employment with the Agency for any reason whatsoever, I agree 

to promptly surrender and deliver to the Agency all records, materials, equipment, drawings and data 

of any nature pertaining to any invention or confidential information of the Agency or its clients or 

to my employment, and I will not take with me any description containing or pertaining to any 

confidential information, knowledge or data of the Agency or its clients which I may produce or 

obtain during the course of my employment. 
 

3. Maintenance of Records. I agree to keep and maintain adequate and current written records of all 

Commission and client transactions, which records shall be available to and remain the sole property 

of the Agency at all times. 
 

4. Entire Agreement. I acknowledge receipt of this Agreement, and agree that with respect to the 

subject matter thereof it is my entire agreement with the Agency, superseding any previous oral or 

written communications, representations, understandings, or agreements with the Agency or any 

officer or representative thereof. 

 

Accepted and Agreed: 

 

 

Employee’s Signature  Employee’s Name (Print) Position  Date 

 

 

Witness’s Signature  Witness’s Name (Print)    Date 

 


