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1. CALL TO ORDER

Call to Order — 1:04 PM

2. TERRITORIAL ACKNOWLEDGMENT

We respectfully acknowledge that the SFSS is located on the traditional, unceded territories of the
Coast Salish peoples, including the x*mobk“oyom (Musqueam), Skwxwu7mesh Uxwumixw
(Squamish), Selilwitulh (Tsleil-Waututh), kvikvokom (Kwikwetlem) and qicdy (Katzie) Nations.
Unceded means that these territories have never been handed over, sold, or given up by these nations,
and we are currently situated on occupied territories.

3. ROLL CALL OF ATTENDANCE

3.1 Committee Composition

PIESIACNL (CAQIT) et sss s s s ssssssassssnsans Gabe Liosis

VP Events and Student Affairs (Vice Chair).......cc.cccoeeeeecuvvvennnennnn. Jess Dela Cruz

VP External and Community Affairs ........cccccceeeeeeeeeiciiiiiiieeeeeee, Matthew Provost
VP Equity and Sustainability.........cccccccoiiiiiiiiiiiiiniiiieeeieeee e, Marie Haddad

VP Finance and SEIrVICEes ......ccccuviiiiieieeeiiiiiiiieeeeeeeeeeeeiveeeeeeeee e Almas Phangura
VP Internal and Organizational Development.............ccccceernneennee. Corbett Gildersleve
VP University and Academic Affairs.......ccccccceeeeeeeeeciiiiiiieeeeeeeeee, Serena Bains

3.2 Society Staff

Operations OTZANIZET .......cceeecuueiiiiiiieeeeeeeeiciiiieeeeeeeeeeeeeeearreeeeeeeeeans Ayesha Khan

Board OrganizZer...........eeeieeiiiieeeeiiieeeeiieee et e e e Emmanuela Droko
Campaign, Research, and Policy Coordinator..........c.ccceeevveerveeennnennns Beatrice Omboga
Administrative ASSISTANT.......ccciiiiiiiiiiiiiiie e Christina Kachkarova
Building Manager ..........cooccviiiieiiiiiieeeiiiee et John Walsh

3.3 Guests

StudentCare Representative ........cc.eevvviiiieeeeeeeeeiiiiieeee e e e Bahareh Jokar

3.4 Absents
Board Organizer...........cueiiiieeeciiiiiiiiieee et eee e Emmanuela Droko
Campaign, Research, and Policy Coordinator...........cccceeeeeerveniennnene. Beatrice Omboga

4. CONSENT AGENDA

4.1 CONSENT AGENDA
Be it resolved to adopt the consent agenda by unanimous consent.

CARRIED UNANIMOUSLY


mailto:vpstudentlife@sfss.ca
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4.1.1. MATTERS ARISING FROM THE MINUTES- MOTION EXEC 2021-12-13:01
Be it resolved to receive and file the following minutes:

EXEC 2021-11-29

5. ADOPTION OF THE AGENDA
5.1 MOTION EXEC 2021-12-13:02
Corbett/Matthew
Be it resolved to adopt the agenda as amended.
CARRIED AS AMENDED UNANIMOUSLY

Amended to include New Business Item 9.2 In-Person Events Updates

Amended to include Discussion Item 10.4 SFSS Office and SUB Closures Due to
Inclement Weather Policies and Procedures

Amended to include Discussion Item 10.5 Exec-Led Staff Training Session
Amended to Include New Business Item 9.3 Spring 2022 Referendum - SOCA

Black Student Support Fund and DNA Disabled and Neurodivergent Support Fund
Question

Amended to Include New Business Item 9.4 Spring 2022 Referendum - FNMISA
First Nations, Metis, Inuit Student Fund Increase Question

Amended to Include New Business Item 9.5 Spring 2022 Referendum - Non-
binding Plebiscite

Amended to Include New Business Item 9.6 Spring 2022 Referendum - H&D Plan
Fee Increase

Amended to Include New Business Item 9.7 Spring 2022 Referendum - H&D Plan
Fee Adjustment Power Renewal — Rewording

Amended to Include in-Camera Item 7.2 Student Care Presentation - Annual Claims
Report and Fall Change of Coverage Period

6. REPORTS

6.1 Report from Management

John Walsh discussed some warping occurring in the building on the 5000 level
which was resulting in some movement in the beams due to its impact on the joint
and impacting the supporting steel structure. He mentioned that it was a significant
issue and that engineers had recommended remedial work to solve the issue,
particularly using a long screw to compact the joint to prevent movement. The
biggest challenge would be access to the beams. In order to determine if a
mechanical elevator could be used, the load bearing of the concrete slab would need
to be investigated. John Walsh explained that after reviewing the history of the
project, it appeared that the beams had been brought on site without being
weatherproofed despite them having to be waterproofed. He explained that he was
in the process of determining who was liable for this.

In terms of other building concerns, John Walsh mentioned that he had been
working on an outstanding deficiencies list. The work to fulfil these deficiencies
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would occur from December 16, 2021, until January 6%, 2022, with minimal
impact on SUB operations. He explained that the most significant deficiency was 6
exterior panels that needed to be removed and replaced as they were badly damaged.
He added that there was still outstanding work from the general contractor.
Furniture for the SASS and SUS Common Rooms had been ordered and would
likely arrive in February 2022.

John Walsh discussed the working MOU with IT Services which aimed to
consolidate all services agreed on into one document. Once it was drafted, he would
bring it to Executive Committee for review. He added that the agreement should be
tangible be February 2022.

Ayesha Khan mentioned that two Administrative Assistants had been hired, one
evening shift and one day shift as well as an Accessibility Coordinator. She
explained that the FNMISA Coordinator would be starting their position in 2022.
The Accessibility Assistant job posting had not been released yet, and the Building
Coordinator hiring committee had closed on December 13, 2022. New job
descriptions had been submitted to HRP to add staff input. Ayesha Khan explained
that as a part of the MOU with SFU IT Services, she had gained access to SFSS role
accounts.

6.2 Report from Executive Officers

VP Internal and Organizational Development mentioned that he had been
connecting with constituency groups about referenda questions.

VP External and Community Affairs mentioned his ongoing work with the BC
Floods Campaign. He mentioned that he had also reviewed his annual plan to
determine what he wanted to accomplish in the rest of his terms and committee
planning for the upcoming year.

VP Events and Student Affairs discussed her work with the BC Floods campaign as
well as liaising about events in the SUB.

President mentioned that since his return from his Leave of Absence, he had been
busy. He had recently been restructuring his portfolio to better manage the workload
of his position. He had also attended his monthly meeting with SFU President and
Vice-Chancellor Joy Johnson, chaired a Council meeting, attended a weekly check-
in with management, met with CJSF to discuss their concerns about access to the
SUB and hours of operations, and attended a Joint Operations Group agenda setting
meeting. He also mentioned that he was still catching up on work reports.

VP Finance and Services mentioned that she had been sorting out stipends for
Councillors that had left their positions. She mentioned that the system for tracking
this was rather confusing, VP Finance and Services had also been sorting out
insurance-related issues. Alongside Melanie L., she had met with a club who had
club finance related questions. She also mentioned that she had been trying to
recruit members for her committee for the upcoming semester and working through
administrative emails.

6.3 Report from HR & Personnel Sub-Committee

President mentioned that he had been trying to pass motions over email and
encouraged Executives to respond to the motion if they had not.

7. IN-CAMERA
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7.1 MOTION EXECUTIVE 2021-12-13:03
Corbett/Jess
Be it resolved to go in-camera for the remainder of the meeting.

CARRIED UNANIMOUSLY

7.2 Student Care Presentation - Annual Claims Report and Fall Change of Coverage Period
SUBMTITED BY: VP Internal and Organizational Development “Corbett Gildersleve”

EX-CAMERA

8.1 MOTION EXECUTIVE 2021-12-13:04
Gabe/Corbett

Be it resolved to go ex-camera.

CARRIED UNANIMOUSLY

NEW BUSINESS

9.1 Appointing Accessibility Assistant Hiring Committee Employer Representative- MOTION
EXEC 2021-12-13:05
SUBMITTED BY: President “Gabe Liosis”
Marie/Jess
Be it resolved that the Executive Committee appoints Marie Haddad to the Accessibility Assistant
Hiring Committee as employer representatives.
CARRIED AS AMENDED UNANIMOUSLY
e Since Brianna Price who was previously Accessibility Assistant had filled the role of
Accessibility Coordinator, the Accessibility Assistant role was now open.
e VP Equity and Sustainability expressed interest in the employer representative position
for the hiring committee.
e Inresponse to a question from President about a DNA representative being on the Hiring
Committee, Ayesha Khan explained that DNA had not responded. VP Equity and
Sustainability suggested sending a follow-up email.

e Amended to strike ‘X’ and replace with ‘Marie Haddad’

*14-minute break taken at 12:27PM

9.2 In-Person Events Updates - MOTION EXEC 2021-12-13:06
SUBMITTED BY: VP Events and Student Affairs “Jess Dela Cruz”
Jess/Corbett

Whereas, there have not yet been in-person Events in the SUB,

Whereas, the current Event In-Person Event Guidelines and Room Bookings need to be revised,

Be it resolved, Executive and VP Events & Student Affairs task MSC and relevant Staff to have
guidelines revised by January 17,
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Be it further resolved, Events and Room Bookings (all, except with some exceptions to be announced)
are to be opened within the SUB by January 17.
CARRIED UNANIMOUSLY

e VP Events and Student Affairs explained that with these new guidelines, events would be
able to be held in the SUB in all bookable space except the Community Kitchen which
still required additional safety guidelines and training to be sorted out.

e John Walsh added that with the current PHO, the only restriction was that if an event had
over 50 attendees, vaccine cards needed to be checked and no dancing was allowed. He
added that the guidelines needed to be revised to allow for events as the SFSS had
previously said that no events could be hosted.

e VP Events and Student Affairs mentioned that the event guidelines would ideally be
passed in January 2022. She added that a working conditions meeting needed to be called
to approve amendments to job descriptions for positions that would allow for events to be
hosted in the SUB.

9.3 Spring 2022 Referendum - SOCA Black Student Support Fund and DNA Disabled and
Neurodivergent Support Fund Question - MOTION EXEC 2021-12-13:07

Corbett/Marie

SUBMTITED BY: VP Internal and Organizational Development “Corbett Gildersleve”

ATTACHEMENT: Spring 2022 Referendum Question Black and Disabled Neurodivergent

Student Support Fund Levies v.2

Whereas Bylaw 18.4 gives Council the power to put resolutions to referendum for vote on by the

membership,

Whereas Bylaw 4.2 gives the Executive Committee the powers and duties of Council between meetings
of Council;

Whereas SF'SS Issues Policy 4 affirm that the Society supports disability justice initiatives and
"universally accessible post-secondary education";

Whereas SFSS Issues Policy 8 affirms that the Society supports anti-racism initiatives and funding
"targeted resources allocated to support the various Black and Indigenous communities equitably due
to their unique experiences as it relates to their histories with slavery, colonialism, and genocide";

Whereas neither the Students of Caribbean and African Ancestry (SOCA) who represents the Black
student constituency, and the Disability and Neurodiversity Alliance (DNA), who represent the
Disabled and Neurodiverse student constituency, do not have dedicated support funds;

Whereas both SOCA and DNA wish to work together on a joint campaign to develop dedicated
support funds for each group;

Whereas these support funds are named: SOCA Black Student Support Fund, and DNA Disabled and
Neurodivergent Student Support Fund;

Be it resolved that the Executive Committee approve submitting the resolution to the Spring 2022
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Referendum as laid out in the "Spring 2022 Referendum Question. Levies for Black and
Disabled/Neurodivergent Student Support Funds" document.

CARRIED UNANIMOUSLY

e VP Internal and Organizational Development reached to SOCA, FNMISA, and DNA to see if
they were interested and had capacity to run the campaigns. He explained that in the Letter of
Agreement between the SFSS and each of the aforementioned groups, there was a possibility
for the SFSS to create a dedicated fund. He mentioned that FNMISA had a similar dedicated
fund, but the fee for this fund had not changed in 20 years.

e Do you support establishing two funds, the SOCA Black Student Support Fund and the DNA
Disabled and Neurodivergent Student Support Fund, for the two equity-seeking constituency
groups, Students of Caribbean & African Ancestry (SOCA) and Disability & Neurodiversity
Alliance (DNA), at a cost per semester of $1.00 per full-time undergraduate student per fund
and $0.50 per part-time undergraduate student per fund, for the purposes of community
building, cultural awareness and support services?

9.4 Spring 2022 Referendum - FNMISA First Nations, Metis, Inuit Student Fund Increase
Question - MOTION EXEC 2021-12-13:08

Corbett/Marie

SUBMTITED BY: VP Internal and Organizational Development “Corbett Gildersleve”
ATTACHMENT: Draft FNMISA SFSS Referendum Question

Whereas Bylaw 18.4 gives Council the power to put resolutions to referendum for vote on by the
membership,

Whereas Bylaw 4.2 gives the Executive Committee the powers and duties of Council between meetings
of Council;

Whereas Issues Policy 7 affirms that the SF'SS commits to working towards supporting Indigenous
People(s) during and throughout their academic journeys to ensure that reconciliation is prioritised
within the student union and is ongoing”

Whereas the First Nations, Metis, and Inuit Student Association has an existing First Nations Student
Fund from a referendum in 2002;

Whereas this Fund collects from undergraduate students each term $0.75 for full-time students and
30.38 for part-time students;

Whereas this fee has not increased since it was first created 20 years ago;

Be it resolved that the Executive Committee approve submitting the resolution to the Spring 2022
Referendum as laid out in the "Draft FNMISA SFSS Referendum Question” document.
CARRIED UNANIMOUSLY
e VP Internal and Organizational Development explained that the fund had been created in
2002 through a referendum. He had spoken with the Acting President about this change and
FNMISA expressed interest in increasing the student fee to be able to do additionally
programming and provide services for their members.

9.5 Spring 2022 Referendum - Non-binding Plebiscite - MOTION EXEC 2021-12-13:09
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Corbett/Marie
SUBMTITED BY: VP Internal and Organizational Development “Corbett Gildersleve”

Whereas Bylaw 18.4 gives Council the power to put resolutions to referendum for vote on by the
membership;

Whereas Bylaw 4.2 gives the Executive Committee the powers and duties of Council between meetings
of Council;

Whereas the Build SFU Project is completed with the completion and opening of the SUB and SFU
Stadium;

Whereas projects of this scope are both large and long term,
Whereas if the SF'SS wishes to explore other large-scope projects, they should start early,

Whereas the Spring 2022 Referendum is a good opportunity to survey the membership with a non-
binding plebiscite;

Be it resolved that the Executive Committee submit the following non-binding plebiscite for the Spring
2022 Referendum for the membership to vote on:

Non-binding Plebiscite

With the Build SFU Project completed (SUB and SFU Stadium are done and open), do you think the
SFSS should research a Surrey Students Union Building project, a subsidised student housing project,
both, or none?

Surrey SUB

Subsidised Student Housing

Both

None"

CARRIED AS AMENDED UNANIMOUSLY

e Amended to add “Whereas Bylaw 18.4 gives Council the power to put resolutions to
referendum for vote on by the membership;

Whereas Bylaw 4.2 gives the Executive Committee the powers and duties of Council between
meetings of Council;

Whereas the Build SFU Project is completed with the completion and opening of the SUB and
SFU Stadium,

Whereas projects of this scope are both large and long term,

Whereas if the SF'SS wishes to explore other large-scope projects, they should start early,
Whereas the Spring 2022 Referendum is a good opportunity to survey the membership with
a non-binding plebiscite;

Be it resolved that the Executive Committee submit the following non-binding plebiscite for
the Spring 2022 Referendum for the membership to vote on:”

e VP Internal and Organizational Development explained that the non-binding plebiscite
allowed the SFSS to ask questions from the general membership to see what students wanted
to support. This would also give students a reason to participate in the referendum.
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9.6 Spring 2022 Referendum - H&D Plan Fee Increase - MOTION EXEC 2021-12-13:10
Corbett/Marie

SUBMTITED BY: VP Internal and Organizational Development “Corbett Gildersleve”
Whereas Council passed a motion on November 27th to add the following referendum question:

" Whereas the current Health and Dental Plan costs $270.36 a year,
Whereas the SF'SS Health and Dental Plan fees have not changed since 2018;

Whereas health, dental, vision, and prescription costs since 2018 have increased to above the current
fees;

Whereas the SFSS has been using the Health Plan Reserve Fund to cover any deficits in the plan
costs;

Whereas the Fund can cover one or two more years of projected deficits without cutting benefits;
Whereas Studentcare, our Health and Dental Plan administrator, has recommended a total fee
increase of $39.00;

Whereas increasing the Health and Dental Plan fee would reduce the strain on the Health Plan
Reserve Fund and let it subsidise deficits for longer;

Do you agree to increase the SF'SS Health and Dental Plan by $30 a year for September 2022-August
20237

* Basic Plan: $216.12 -> $246.12
e Enhanced Plan: $276.48 -> $306.48"

Whereas this question style is not the most readable for students not familiar with Robert's Rules and
formal motions;

Whereas most referendum questions are written more plainly to make it easier to read and
understand;

Be it resolved that the Executive Committee reword the referendum question to the following:

"The current Enhanced SFSS Health and Dental Plan costs $254.36/yvear and the Basic SFSS Health
and Dental Plan costs 3197.52/year and was set in 2018. Since then health, dental, vision, and
prescription costs have increased above the current fees. The SFSS has been using the Health Plan
Reserve Fund to cover any deficits in the plan costs. However, this fund is estimated to only cover for
one or two more years of deficits without cutting benefits. We have been recommended to increase the
total fee by $39.00 by our Plan administrator Studentcare, but we believe that only increasing it by

330 will allow us to stretch out the use of our Health Plan Reserve Fund for longer to save students
money.

Do you agree to increase the Health and Dental Plan by $30 for September 2022-August 2023?
Basic Plan: $197.52 -> $227.52
Enhanced Plan: $254.36 -> $284.36
CARRIED UNANIMOUSLY
e VP Internal and Organizational Development explained that this formatting was improved

since it was more understandable for those unfamiliar with Robert’s Rules. He added that the
amounts had also been lowered and he would make Council aware of these changes.
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9.7 Spring 2022 Referendum - H&D Plan Fee Adjustment Power Renewal — Rewording -
MOTION EXEC 2021-12-13:11

Corbett/Marie

SUBMTITED BY: VP Internal and Organizational Development “Corbett Gildersleve”

Whereas Council passed a motion on November 27th to add the following referendum question:

"Whereas the Spring 2017 Referendum gave the SFSS Board of Directors the power to adjust the
SFSS Health and Dental Fee by +/- 5% a year until Spring 2022;

Whereas the SFSS has changed their Health and Dental Plan accounting model to better allow for fee
negotiations,

Whereas giving the SFSS Council the ability to adjust the Health and Dental Plan fee by +/- 5% a
year would allow them more flexibility to match fee changes;

Do you agree to give Council the power to adjust the SFSS Health and Dental Plan by +/- 5% until
Spring 2025?"

Whereas this question style is not the most readable for students not familiar with Robert's Rules and
formal motions;

Whereas most referendum questions are written more plainly to make it easier to read and
understand;

Be it resolved that the Executive Committee reword the referendum question to the following:

"Students gave the SF'SS Board of Directors, at the 2017 Spring Referendum, the power to adjust the
SFSS Health and Dental Plan fee by +/- 5% each year until Spring 2022. The SFSS has changed their
accounting model for the plan to better allow for fee negotiations. Renewing the power for the SFSS
Board of Directors (now the SFSS Council) to be able to adjust the fee by +/- 5% each year until
Spring 2025 will allow them more flexibility to match fee changes.

Do you agree to give the SFSS Council the power to adjust the SFSS Health and Dental Plan fee
by +/- 5% under Spring 2025?"

CARRIED UNANIMOUSLY
e VPIOD raised some additional questions about the wording.
e Amended to add “fee” after “SFSS Health and Dental Plan” in the question.

10.  DISCUSSION ITEMS

10.1 Follow-Up on Recommendations from the Internal Communications Working Group
SUBMITTED BY: President “Gabe Liosis”
ATTACHMENTS: BN - Recommendation for Executive Officers to Meet More Frequently with
Staff
e President reminded Executives that 2 resolutions had been passed, committing Executives to
attend staff meetings and meeting individually with staff that were relevant to their portfolio.
He inquired for updates from individual Executives.
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VP Internal and Organizational Development mentioned he had been working to review his
portfolio and delegating tasks that could be better handled by management to Ella Droko and
Ayesha Khan.

VP Equity and Sustainability mentioned that she intended to email relevant equity-seeking
staff and meet with the Out on Campus Coordinator and Assistant.

VP External and Community Affairs explained that he met weekly with Ella Droko and Beaty
Omboga, particularly when he was in the SUB. He also worked with other staff to receive
support and delegate work.

VP Events and Student Affairs explained that with the BC Floods campaign she had been
communicating with John Walsh and she visited Nancy Mah in the SUB. She also mentioned
that she would be meeting with Dipti Chavan at the MSC meeting on December 14%, 2021.
VP Finance and Services mentioned that she had been working with the new Finance
Coordinator as well as Ella Droko and Ayesha Khan.

VP University and Academic Affairs mentioned that they had been meeting with Beaty
Omboga and Muriel Adarkwa and Brianna Price on a biweekly basis. They also planned to
review their annual with Beaty Omboga and Muriel Adarkwa to review their SOP and discuss
DNA-relevant work with Brianna Price.

President mentioned that he attended weekly meetings with Ayesha Khan, John Walsh, and
Ella Droko.

VP Internal and Organizational Development mentioned that while staff receive the Council
Agenda, they often do not receive the most up-to-date agendas. While Beaty Omboga
attended Council meetings and updated staff, there should be another person who would
advise staff about what had occurred at the Council meeting. He added that Council should be
more proactive about what staff members need to be communicated with for each motion,
potentially having that discussion as a part of the motion.

10.2 SFSS Vancouver Space
SUBMITTED BY: VP Events and Student Affairs “Jess Dela Cruz”

VP Events and Student Affairs mentioned that John Walsh had discussed the SFSS
Vancouver space with Vancouver Campus Security who also had no idea how to access the
space. She mentioned that there were no documents about the SFSS Vancouver Space.

VP Internal and Organizational Development mentioned that there should be at least a
temporary SFSS-dedicated space on the Vancouver Campus, potentially a hot desk team. He
suggested having relevant staff like the Student Advocacy Coordinator and other staff rotate
through. This issue would need to be discussed at SPOC.

10.3 Issues Policies
SUBMITTED BY: VP Events and Student Affairs “Jess Dela Cruz”

VP Events and Student Affairs and VO University and Academic Affairs would be
regrouping to work on their Equitable and Accessible Events Issues Policy.

VP Internal and Organizational Development was not currently working on an Issues Policy.
President mentioned that while he had intended to work on his Issues Policies in November
2021, he had pushed them to the 2022 year.

VP Equity and Sustainability mentioned that she was consistently working on the Palestinian
Issues Policy, which was close to being finished, but she wanted consultation to occur before
the Issues Policy was brought before Council.

VP External and Community Affairs mentions that he would be starting the Affordable
Housing, De-escalation and Harm Reduction, and Meaningful Consultation Issues Policies.

10
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will start affordable housing, de-escalation and harm reduction and meaningful consultation
e VP Internal and Organizational Development encouraged Executives to finish their issues
policies by February 2022.

10.4 SFSS Office and SUB Closures Due to Inclement Weather Policies and Procedures
SUBMITTED BY: President “Gabe Liosis”
ATTACHEMENTS: PP-1 Office Closure

e President explained that the current policy was inadequate and stipulated that if staff were
unable to come to work due to weather conditions, but the office was not closed, they would
not be paid but would be paid if they were instructed to not come in. Additionally, this policy
stipulated that if the office closed in the middle of the day, staff would only get paid for the
hours worked but not the rest of the day. The policy was created pre-SUB and did not include
mentions/possibility of remote work.

e President highlighted that there was a lack of clarity of how the call would be made to close
the SUB and who was in charge of that call. He wanted to have a Notice of Motion for
updates to this policy at the first Council meeting of 2022 as this was a problem that would
persist due to the lack of reliable transport up Burnaby Mountain.

e Ayesha Khan referred to the following language in the Collective Agreement Article 22.5:
Official University Closure: Should the University campus, or an area of the University
campus, at which the employee is scheduled to work, be officially closed due to
environmental conditions, utility disruptions, Acts of God, or other reasons beyond the
control of the Employer, each normal workday during such a closure shall be an Office
Holiday.

e VP Internal and Organizational Development highlighted how SFU was often slow to declare
campus closed and suggested the SFSS develops its own set of standards for SUB closure.

10.5 Exec-Led Staff Training Session
SUBMITTED BY: VP Internal and Organizational Development “Corbett Gildersleve”

e VP Internal and Organizational Development explained that this training was intended to help
staff understand the new governance model as he found a lack of understanding in staff,
particularly new staff. He mentioned that he would need time to sort out details of this
training session.

11.  IN-CAMERA

11.1 MOTION EXECUTIVE 2021-12-13:12
SUBMITTED BY: VP Events and Student Affairs “Jess Dela Cruz”

Marie/Corbett
Be it resolved to go in-camera for the remainder of the meeting.
CARRIED UNANIMOUSLY

11.2 Staff Appreciation
SUBMITTED BY: President “Gabe Liosis”

11
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11.3 Spring 2021 Capacity
SUBMITTED BY: VP Events and Student Affairs “Jess Dela Cruz”

12. EX-CAMERA

12.1 MOTION EXECUTIVE 2021-12-13:13

Corbett/Matthew
Be it resolved to go ex-camera.

CARRIED UNANIMOUSLY

13. ATTACHMENTS

13.1 Spring 2022 Referendum Question_ Black and Disabled Neurodivergent Student Support

Fund Levies v.2
13.2 Draft FNMISA SFSS Referendum Question
13.3 BN - Recommendation for Executive Officers to Meet More Frequently With Staff

13.4 PP-1 Office Closure

14. ADJOURNMENT

14.1 MOTION EXEC 2021-12-13:14
Marie/Corbett

Be it resolved to adjourn the meeting at 4:34 PM.
CARRIED UNANIMOUSLY

12



Spring 2022 Referendum Question: Levies for Black and
Disabled/Neurodivergent Student Support Funds

Whereas only 14% of youth and adults with disabilities have a Bachelor’s degree, compared
to 27% of the non-disabled population in Canada (Statistics Canada. 2020);

Whereas only 51% of Black men and 33% of Black women attained a post-secondary
diploma or degree, compared to 62% of non-Black men and 41% of non-Black women
(Statistics Canada, 2020);

Whereas the Disability and Neurodiversity Alliance (DNA) is a student-led constituency
group and network that serves disabled and neurodivergent students by providing supportive
services and working “together to create campus change, address ableism, and promote
disability justice while opposing oppression in all forms” (DNA Mandate);

Whereas the Students of Caribbean & African Ancestry (SOCA) is a student-run
constituency group that has provided Black student supportive services, anti-racism and
BIPOC advocacy, initiating fellowship between students of Black, African and Caribbean
Ancestry and wider scale community-building events at SFU since 1994;

Whereas the SESS Issues Policy 4 (2021) affirms that the Society supports disability justice
initiatives and “universally accessible post-secondary education”;

Whereas the SFSS Issues Policy 8 (2021) affirms that the Society supports anti-racism
intiatives and funding “targetted resources allocated to support the various Black and
Indigenous communities equitably due to their unique experiences as it relates to their
histories with slavery, colonialism, and genocide”;

Whereas it is vital that peer-based services that are led by and for Black, disabled, and/or
neurodivergent students are funded continually for sustainable supports;

Whereas the SFSS has established letters of agreement with each group establishing a
shared commitment to long term student support, student space, staff supports, funding and
autonomy;

Do you support establishing two funds, the SOCA Black Student Support Fund and the
DNA Disabled and Neurodivergent Student Support Fund, for the two equity-seeking
constituency groups, Disability & Neurodiversity Alliance (DNA) and Students of Caribbean &
African Ancestry (SOCA), at a cost of $1.00 for each group per student per semester for
full-time undergraduates and $0.50 for each group per student per semester for part-time
undergraduates, for the purposes of community building, cultural awareness and support
services?

This will increase the Student Activity Fee by $2.00 per full-time undergraduate student per
semester and $1.00 per part-time undergraduate student per semester.


https://www150.statcan.gc.ca/n1/pub/89-654-x/89-654-x2015001-eng.htm
https://www150.statcan.gc.ca/n1/pub/75-006-x/2020001/article/00002-eng.htm
https://sfss.ca/wp-content/uploads/2021/04/SFSS-Issues-Policies.pdf
https://sfss.ca/wp-content/uploads/2021/04/SFSS-Issues-Policies.pdf

Draft First Nations, Métis, and Inuit Student Support SFSS
Referendum Question:

First Nations, Métis, and Inuit Student Association Fund

Whereas only 9.8% of Indigenous Peoples obtain an University Degree as compared to 26.5%
of the general population (Statistics Canada, 2011);

Whereas the First Nations, Métis & Inuit Student Association (FNMISA) is an Indigenous
student-led group in which its purposes are to provide a variety of cultural and academic support
and resources to First Nations, Métis, and Inuit students at SFU;

Whereas the FNMISA currently receives $0.75 from the First Nations Students Fund, which has
not been increased to match inflation for 20 years;

Whereas the FNMISA has updated their name to be more inclusive of membership, the name
of this fund shall reflect that;

Whereas “The SFSS commits to working towards supporting Indigenous People(s) during and
throughout their academic journeys to ensure that reconciliation is prioritized within the student
union and is ongoing” (SESS Issues Policy-7, 2021);

Do you support funding the SFU First Nations, Métis, and Inuit Student Association at a cost of
$1.50 per full time student per semester and $0.75 per part-time student per semester for the
purposes of community building, cultural awareness and support services?

This will increase the Student Activity Fee by $0.75 per full time student per semester and $0.38
per part-time student per semester..

RESOURCES

e SFSSISSUES POLICIES
https://sfss.ca/wp-content/uploads/2021/04/SFSS-Issues-Policies.pdf

e List of referendums

https://sfss.ca/wp-content/uploads/2021/01/Referendum-History-Report-2020.pdf


https://webcache.googleusercontent.com/search?q=cache:gIBwtG9-Me0J:https://www12.statcan.gc.ca/nhs-enm/2011/as-sa/99-012-x/99-012-x2011003_3-eng.cfm+&cd=12&hl=en&ct=clnk&gl=ca
https://sfss.ca/wp-content/uploads/2021/04/SFSS-Issues-Policies.pdf
https://sfss.ca/wp-content/uploads/2021/04/SFSS-Issues-Policies.pdf
https://sfss.ca/wp-content/uploads/2021/01/Referendum-History-Report-2020.pdf

e https://www.sfu.ca/content/sfu/irp/students/indigenous-fact-sheet/ jcr content/main_cont
ent/download/file.res/SFU.Indigenous.2020.2021.public.fact.sheet.pdf

Wording of older 2002 FNSA levy referendum:

2002 First Nations Student Association (FNSA)

Whereas the FNSA currently receives no funding from the SFU administration or SFSS;
Whereas only 6.3% of aboriginal persons enroll in post-secondary education as compared to
11.8% of the general population (Statistics Canada, 1998-1999);

Whereas it is vital for peer-based services to be available that recognizes the cultural
perspective and position of aboriginal students;

Do you support funding SFU First Nations Student Association at a cost of $0.75 per full time
student per semester for the purposes of community building, cultural awareness and support

services?

This will increase the Student Activity Fee by $0.75 per full time student per semester.


https://www.sfu.ca/content/sfu/irp/students/indigenous-fact-sheet/_jcr_content/main_content/download/file.res/SFU.Indigenous.2020.2021.public.fact.sheet.pdf
https://www.sfu.ca/content/sfu/irp/students/indigenous-fact-sheet/_jcr_content/main_content/download/file.res/SFU.Indigenous.2020.2021.public.fact.sheet.pdf
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President | Simon Fraser University
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Briefing Note - Recommendation for Executive Officers to Meet More

Frequently With Staff
Author - Gabe Liosis, President, Staff Liaison Officer

ISSUE
Staff have raised that there is a large gap in communication between the Executive
Committee and staff members.

BACKGROUND

In identifying this issue, the Operations Organizer and President set-up an Internal
Communications Working Group at the request of staff to brainstorm and recommend to the
Executive Committee methods for closing this communication gap.

CURRENT STATUS
The Internal Communications Working Group met for the first time on September 13th, 2021,
with a series of recommendations, as shown in this document.

RECOMMENDATION #1

A recommendation stemming from the Working Group’s first meeting suggested that each
Vice-President of the Executive Committee meet with each staff member and/or department
that pertains to that Vice-President’s portfolio on a frequent basis. This would enhance
communication between the Executive and Staff, providing a forum for (1) Executives to
provide updates on what they’re working on, what they are going to be working on in the
near future, and what support they need from staff; and for (2) Staff to ask questions, receive
clarification, and provide feedback on the VP’s initiatives.

Based on the SFSS Organizational Chart, | have put together a list of each staff position,
and which VP Portfolio that staff position works most closely with.

Based off this list, | recommend that each respective Vice-President organizes and leads a
meeting with each staff member, either all together or individually, on a frequent basis to be
determined by the Vice-President (I recommend bi-weekly), to provide updates on what they
are working on and what support they will need from staff.

President
e Operations Organizer
e Building Manager
e Board Organizer

VP Internal & Organizational Development
e PRCA Coordinator



https://docs.google.com/document/d/12smNlq0xjLoFvXyLZ4EzvHX7_SeLtIUGVjL6pS_36E4/edit?usp=sharing

Building Coordinators
Administrative Coordinator
IT Coordinator

Building Assistants
Administrative Assistant

VP Finance & Services
e Financial Coordinators

VP University & Academic Affairs + VP External & Community Affairs (+ VP Equity &
Sustainability)

e CAM Coordinator

e Student Advocacy Coordinator

e Communications Coordinator

Digital Media Content Creator Assistant
Social Media Assistant

VP Equity & Sustainability

e WC Coordinator
OOC Coordinator
FNSA Coordinator
BSSC Coordinator
Accessibility Coordinator

Accessibility Assistant
WC Assistant
OOC Assistant

VP Events & Student Affairs
MSC-Clubs

MSAAs

MSC-Student Unions & Groups
Student Union Outreach Worker
MSC-Surrey

MSC-Events

MOTION

Be it resolved that the Executive Committee commits that each Executive Officer shall
organize and lead meetings with each staff member, either individually or all together, that
relates closest to their portfolio, on a frequent basis to be determined by each respective
Vice-President.

Be it further resolved that the Executive Committee task the President, Operations
Organizer, and VP Internal and Organizational Development to work with the HR &
Personnel Sub-Committee and Governance Committee to codify this commitment within an
SFSS Administrative Policy.



RECOMMENDATION #2

Another recommendation stemming from the Working Group’s first meeting suggested that
the entire Executive Committee attends Staff Meetings, which currently happen on a monthly
basis on Thursdays, from 11am-12pm (the next scheduled meeting is Thursday, Oct. 21st,
2021).

MOTION

Be it resolved that the Executive Committee commits that each Executive Officer shall attend
monthly Staff meetings.

Be it further resolved that the Executive Committee task the President, Operations
Organizer, and VP Internal and Organizational Development to work with the HR &
Personnel Sub-Committee and Governance Committee to codify this commitment within an
SFSS Administrative Policy.
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INTRODUCTION
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PURPOSE OF THIS MANUAL

The Simon Fraser Student Society (SFSS) Personnel Policy should be considered in conjunction
with the current Collective Agreement that exists between the Employer and the union. Where
there is a discrepancy between those Collective Agreement and these policies, the Collective
Agreement shall take precedence, and a review process will be initiated to bring the policies into
compliance. Compliance with the policies is a requirement of employment with SFSS.

SESS may change, add or delete part(s) of the Manual with the approval of Council. Any changes
to the Manual shall apply to all existing and future employees. No contradicting statement by a
staff member may be interpreted as a change in policy. This does not preclude from the
introduction of new Standard Operating Procedures, terms of reference, or guidelines or a change
in the policy in the future.

Should any provision in this Policy Manual be found to be unenforceable and invalid,
such finding does not invalidate the entire Manual, but only the subject provision.

This manual replaces all other previous Personnel Policy Manuals for SFSS. Personnel Policy
Manuals must be approved by Council and placed on the Society Website.

This manual was reviewed and signed off by the Executive Committee and will be in effect
pending approval of Council.
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POLICY REVIEW AND APPROVAL PROCESS

Personnel policies are reviewed annually by the Executive Committee and the HR & Personnel
Sub-Committee, alongside the excluded personnel in consultation with staff and will be
approved by Council. Once revisions are approved by the Executive Committee, an updated
version of the Personnel Policy will be provided electronically to all staff members by the
President and posted on the Society website. If there is no change to the policy upon review, the
newly revised policy will include the date that it was revised on the cover page and on each

policy page within the document.

Staff will also be instructed to take older versions of the policy, whether they are electronic or

hard copies, out of circulation.
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PERSONNEL POLICIES
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student society

PP-1: OFFICE CLOSURE

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: OFFICE CLOSURE

POLICY REFERENCE NUMBER: PP-1
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

1.1 Employees will not suffer a loss of pay if the Simon Fraser Student Society closes due to
inclement weather or other circumstances.

Process

1.2 In the event of inclement weather an employee who is unable to attend work, or who
feels that it would be unsafe to attempt to attend work, will receive no pay for that day,
unless specifically instructed by the Operations Organizer or their designate to not attend
work.

1.3 In the event that an employee is at work and requests to leave early because of
inclement weather and is allowed to leave work early, they will be paid only for the hours
they actually worked that day. In the event an employee is instructed by the Operations
Organizer or their designate to leave work early because of inclement weather, the
employee will be paid for the balance of hours they were scheduled to work.

1.4 If the Operations Organizer or delegate closes the Society due to inclement weather or
other circumstances, employees will not be expected to work and will not suffer any loss of
pay. If circumstances require that the SFSS remain closed beyond 24 hours, the Operations
Organizer will review the possibility of layoffs, seeking approval from the Executive
committee for any such layoff.
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simon fraser

student society

PP-2: ABUSE

POLICY TYPE: PERSONNEL POLICY
PoLICY TITLE: ABUSE
POLICY REFERENCE NUMBER: PP-2

Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy
2.1 All relationships at the Simon Fraser Student Society (SFSS) should be based on

mutual respect, where the rights and self-determination of members are top priorities.
Abuse of members, staff or volunteers is unacceptable.

Definitions

2.2 Physical Abuse: Any physical force or threat of force that is in excess or is
inappropriate to the situation.

2.3 Sexual Abuse: Any sexual behaviour by a staff member, volunteer or any other person
in a position of trust or authority, that is directed at a member, volunteer or staff member
including but not limited to sexual exploitation, whether consensual or not.

2.4 Emotional Abuse: Any act, contact or lack of action, which diminishes a member,
volunteer or staff person’s sense of well-being. Examples include, but are not limited to,
verbal harassment such as use of profanity, confinement, threats and humiliation.

2.5 Financial Abuse: Acts of financial abuse include but are not limited to: theft of
members’ money or personal property; solicitation for compensation; fraud, deceitful
manipulation of finances.

Examples

2.6 Any act or omission, behavioural intervention, or reaction which causes a person
physical pain, fear, restraint, embarrassment, shame, or alienation.

2.7 Any physical and/or verbal actions which would jeopardize the working relationships
between staff member/volunteer and member.
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2.8 Any act or omission towards a person that infringes upon their personal rights or
degrades or lowers their personal esteem.

Process

2.9 SFSS members, staff and volunteers have a right to expect an environment which is
safe and free from any abuse or manipulation.

2.10 All concerns related to possible abuse that are raised by members, employees,
volunteers, or other persons, must be reported immediately to the Operations Organizer.
In the event the Operations Organizer is the subject of the complaint, this must be
reported immediately to the President.

2.11 Upon receiving a report, the Operations Organizer will report, where appropriate, to:
(a) the appropriate authorities,

(b) their supervisor, the President of the Society.

2.12 Upon receiving a report that the subject of the complaint is the Operations Organizer,
the President must where appropriate, report to:

(a)  the appropriate authorities,

(b)  the Executive Committee in an in-camera session of the Executive, or a sub-
committee of the Executive focused on HR matters for excluded staff.

2.13 A staff person named in an allegation may be required to take a three day leave of
absence with pay and will have no contact with members during this leave. The Operations
Organizer will recommend whether the leave shall continue and make a joint decision
alongside the President of the Society. A volunteer named in an allegation may be relieved
of duties until an investigation is complete and determination of culpability is made. In the
event of the subject of the allegation being the Operations Organizer, the President will
recommend whether the leave shall continue, and the Executive Committee shall make a
decision.

2.14 Employees/volunteers who have engaged in any form of abuse will be subject to
disciplinary action up to and including dismissal.

2.15 The allegations, investigation, determination of culpability and any ensuing discipline
or termination will be documented.
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PP-3: CONFIDENTIALITY

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: CONFIDENTIALITY

POLICY REFERENCE NUMBER: PP-3
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

3.1 Information concerning a member, volunteer, employee, and the affairs of the
Employer is confidential. The release of confidential information, when authorized, shall
be on a need-to-know basis.

Process

3.2 The Operations Organizer will review requests for the release of confidential
information. Employees will not release such information without prior authorization from
the Operations Organizer.

3.3 All matters and information pertaining to members will be treated as confidential.

3.4 Under no circumstances may member information be divulged either inside or outside
the organization other than to persons authorized to receive such information in the course
of their duties, except as agreed to by the member and approved by the Operations
Organizer.

3.5 Under no circumstances will any person working in or for the SFSS use any such
information to their personal advantage. Violation of this policy may result in dismissal.

3.6 Information requests from newspapers and other public news organizations should be
referred to the President, who will consult with the Executive before proceeding. Staff will
make no public comments without prior approval. From time to time, program or events
staff will be assigned “spokesperson” responsibility for a particular story, service, initiative
or campaign. They will be given direction, parameters, and supervision regarding this
responsibility.

3.7  All employees will sign the Confidentiality Statement. The signed statement will be
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placed in the employee’s personnel file. A breach of confidentiality may result in
disciplinary action up to and including dismissal.
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PP-4: CONFLICT OF INTEREST

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: CONFLICT OF INTEREST
POLICY REFERENCE NUMBER: PP-4
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

4.1 The Simon Fraser Student Society (SFSS) recognizes the right of staff members and
volunteers to be involved in activities as citizens of the community. However, staff members
and volunteers must keep their role as private citizens separate and distinct from their
responsibilities as staff members or volunteers.

Examples

4.2 A conflict of interest exists where a staff member’s or volunteer’s interests:

(a) are in conflict with their work duties, responsibilities and obligations, or may
result in a public perception that a conflict exists,

(b)  impair the staff member’s or volunteer's ability to act in the interest of the
members, or

(c) compromise or undermine the trust which the members place in the
organization.

Process

4.3 Staff members and volunteers will not place themselves in a situation where they are
under obligation to any person who might benefit from or seek to gain special
consideration or favour. The honesty and impartiality of employees and volunteers must be
above suspicion.

4.4 SFSS Staff and volunteers will consult with the Operations Organizer or designate if
they are unsure about particular actions being seen as in conflict with their employment.
The President shall be consulted for the opinion of the Executive Committee where
necessary.
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PP-5: EMPLOYEE CONTACT INFORMATION

POLICY TYPE: PERSONNEL POLICY
PoOLICY TITLE: EMPLOYEE CONTACT INFORMATION

POLICY REFERENCE NUMBER: PP-5
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

5.1 It is the responsibility of each staff member to keep the Employer informed at all times
of any changes in their name, address, telephone number, home e-mail address, marital
status, emergency contact information, and number of dependents. These changes are
required to ensure that SFSS can contact employees to provide instructions, benefit
entitlement, and other official communications.

Process

5.2 These changes should be given in writing to the Operations Organizer, who will place
the information in the employee’s personnel file.

5.3 When resigning from the organization, a forwarding address must be filed by the

employee with the Employer so that income tax T-4 slips and other relevant documentation
can be forwarded to them.
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PP-6: PARTICIPATING IN PUBLIC ELECTIONS

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: PARTICIPATING IN PUBLIC ELECTIONS

POLICY REFERENCE NUMBER: PP-6
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy
6.1 SESS respects the contributions that are made by individuals who are seeking, or

already holding, an elected position in any level of government. Public service, whether it is
paid or voluntary, helps us shape our community.

6.2 While we encourage public service, we will maintain a clear, transparent, non-partisan
role in public election campaigns. SFSS has employees and volunteers from all walks of life,
with political views and other opinions that are diverse and strongly-held. While individual
employees or volunteers may wish to support particular parties or candidates, such support
may not be positioned as “support from the SFSS.”

6.3 This policy applies to all SFSS employees (permanent employees, students, project
workers, and designated assistants) who seek public office, or who are involved with the
campaigns of others who are seeking office. This policy does not apply to SESS referendum
campaigns submitted through a resolution of the SFSS Council. Those employees seeking
(or elected to) public office may request, in writing, a leave of absence without pay.

Examples
6.4 Examples of public election campaign activities include, but are not limited to, the
following:

(a) reviewing voice, text, email or other messages related to the campaign,

(b) composing and/or distributing campaign messages,

(c) reviewing, developing or distributing campaign literature, and
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(d)  discussing campaign activities or issues with colleagues, volunteers, clients,
media, donors, partners, or members of the public.

6.5 Examples of solicitation for public election campaigns may include, but are not limited
to, the following:

(a) seeking financial contributions to campaigns,
(b) individual invitations to campaign events,

(c) requests for volunteer support for campaigns,

(d) assistance in distributing campaign material and/or campaign messages,
(e) requests for use of equipment or office space, and
(f)  requests for support services.

Process

6.6 As an organization, we may choose to engage in conversation or debate about issues
that are closely aligned to our values, our mission, and our vision. Such conversation or
debate will only be led by the President.

6.7 During work hours, staff will refrain from providing public support to any particular
candidate or party, or from suggesting that particular candidates or parties should not

receive support.

6.8 No campaign activities for a particular candidate or party are to occur during work
hours.

6.9 SFSS equipment, material, facilities, information, systems and communication tools are
not to be used to support public election campaigns, including, but not limited to, the
following:

(a) telephones (desktop and mobile),

(b) email and/or Internet services,

(c) office space, meeting rooms, common areas in SFSS facilities,

d) information related to donors/donations,

(e) twitter, Facebook and other SFSS social media vehicles,

(f) computers,
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(g) photocopiers, and

(h)  office supplies.
6.10 SFESS staff and volunteers are to respond to solicitations by candidates or by candidate
representatives with a statement that “our staff cannot engage in political activities during
work hours.”
6.11 SFSS logos, signs, and/or other marketing material are not to be used in public
election campaign pampbhlets, business cards, door hangers, web sites, social media profiles

or on any other publicity related to the campaign.

6.12 Failure to abide by the guidelines in this policy may lead to disciplinary action, up to
and including termination.
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simon fraser

student society

PP-7: EMPLOYMENT OF RELATIVES

POLICY TYPE: PERSONNEL POLICY
PoOLICY TITLE: EMPLOYMENT OF RELATIVES

POLICY REFERENCE NUMBER: PP-7
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Definitions

7.1 Relative: The parent, partner, child, sibling, parent-in-law, grandparent, or grandchild
of an employee.

Policy

7.2 A relative of an employee may be refused employment or a transfer may be denied if
there is a direct supervisory relationship between the relatives. Should circumstances
change within a supervisory or reporting relationship to create such a situation, the same
principle applies.

Procedure

7.3 Hiring Committees shall ascertain whether applicants for positions are related to
present employees.

7.4 All employees are responsible to report to their immediate supervisor any change in
status, which would put them in contravention of this policy.
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simon fraser
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PP-8: HIRING PRACTICES

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: HIRING PRACTICES

POLICY REFERENCE NUMBER: PP-8
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

8.1 The Simon Fraser Student Society (SFSS) will adhere to a standardized hiring procedure
that is consistent with related requirements of the Collective Agreement and that is
equitable, non-discriminatory, and consistently applied.

Process

8.2 The Executive Committee is authorized to hire excluded and unionized staff.

(a) The Executive Committee is authorized, upon a recommendation from the HR &
Personnel Sub-Committee, to terminate the employment of excluded staff.

8.3 Once the President has determined or has been notified that there is a vacant position,
the Executive Committee will authorize the forming of a Hiring Committee composed of up
to two representatives from the Employer and two representatives from the Union. The
committee will authorize the posting of the position. All postings must have a_current job
description.

(@) The Operations Organizer will serve as a support to the Executive Committee.

8.4 Applicants will be screened to determine if they meet the qualifications required for the
position as stated in the job description.

8.5 Applicants, who through the screening process are recognized as meeting the required
qualifications, will be invited to an interview.

8.6 Interviews will be conducted by the Hiring Committee.
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8.7 Each applicant will be asked questions from a prepared list of questions. The questions
are intended to solicit information as to the applicant’s knowledge and experience related to
the position. Each applicant’s answers will be recorded and be used for deciding candidacy.
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8.8 Additional interviews and screening practices, including tests and demonstrations of the
applicant’s work, may be used to gather information to determine the applicant’s suitability.

8.9 Prior to determining whether to offer an applicant the position, a minimum of two
references will be checked by an Employer representative on the Hiring Committee. The
completed Reference Check Form will be placed in the personnel file.

8.10 The Hiring Committee will review the information from the interviews and reference
checks and will make the final determination as to whether the applicant is the successful
candidate for the position. If the applicant is an internal candidate, the decision making will
include a review of the candidate’s personnel file.

8.11 The position will be offered to the successful applicant subject to the results of all
relevant licensure, certification, and registration being verified. Verifying credentials may
include verifying degrees and certifications with the issuing institution/organization. A
completed hiring checklist and hiring letter information form will be placed in the successful
candidate’s personnel file.

8.12 All applicants who have participated in an interview process will be advised as to their
status relative to the posting.

8.13 All new hires will be given a written Offer of Employment outlining the requirements
of the position, starting date, salary, benefits, and other conditions of employment.

8.14 All hiring letters are signed by the President. No staff person can start in a position
without signing an Offer of Employment.
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PP-9: HUMAN RESOURCES

SFSS Personnel Policies

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: HUMAN RESOURCES
POLICY REFERENCE NUMBER: PP-9

Next Scheduled Revision: April 2022

Adopted: April 23, 2021

Previous Revisions

Position

Signature

Date

President

Policy

9.1 The Simon Fraser Student Society (SFSS) will consistently apply Human Resources
policies and practices that are in accordance with all relevant legislation, with current
Collective Agreements, and with the values of honesty, integrity, and respect.

9.2. SFSS is committed to:

(a)  Recruiting, hiring, and retaining qualified staff.

(b)  Recruiting in accordance with human rights legislation and with the needs and
make-up of the community of students we serve.

(¢) Ensuring equity in employment, advancement, and compensation in accordance
with the Collective Agreement.

(d) Respecting confidentiality in accordance with the agency policies and
procedures, and with privacy legislation.

(e) Providing supervision and learning opportunities that best support employees to

do their job.

()  Working with employees to have a work environment free of discrimination and
harassment.
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simon fraser

student society

PP-10: HEALTH AND SAFETY STANDARDS

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: HEALTH AND SAFETY STANDARDS

POLICY REFERENCE NUMBER: PP-10
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

10.1 Simon Fraser Student Society is committed to providing all employees and volunteers
with a safe and healthy environment, free from hazards that may cause injury or
occupational illness.

Standards

10.2 The actions of any one person may affect other individuals and areas. Therefore, all
individuals have a responsibility for ensuring a safe and healthy work environment and/or
workspace. The Employer shall have a Health and Safety bulletin Council that contains
information including but not limited to, the current Health and Safety Policies, First Aid
attendants, location of first aid kits and names of current Joint Health and Safety
Committee members.

10.3  SESS is responsible for:

(a) providing a safe and healthy work environment,
(¢) maintaining and promoting a comprehensive health and safety program,

(d) establishing standards of safety and maintenance in occupied buildings,
facilities and equipment through SFU Facilities,

(e) developing safe work procedures and practices where applicable,
(f) taking action to eliminate unsafe conditions,

(g) supporting and evaluating staff regarding their safety responsibilities, and
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(h) reporting accidents and investigations to Work Safe B.C..

10.4 Employees and volunteers are responsible for:

(a) maintaining a safe and healthy work environment,
(b) participating in Joint Health and Safety related programs,
(c)  knowing and complying with all safe work procedures and practices, and

(d) reporting injuries, unsafe acts or conditions and broken equipment
immediately to their supervisor or manager.

10.5 Any violation of SESS Health and Safety policies, standards and/or practices may
lead to disciplinary action up to and including dismissal.
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PP-11: ACCIDENT AND INJURY REPORTING

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: ACCIDENT AND INJURY REPORTING

POLICY REFERENCE NUMBER: PP-11
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

11.1 All new employees and volunteers of SFSS will receive full and complete

instruction on job safety where applicable, and will be warned of workplace -
health and safety hazards according to the Workers” Compensation Act (BC), the

Occupational Health & Safety Act (BC) and any regulations made under either act.

11.2 Any accident/incident, included near misses, must be reported immediately to Joint
Health and Safety Committee (JHSC) member and/or Manager. Any accidents that result
in workplace shall be reported to the First Aid Attendant or the JHSC member who will
ensure:

(a)  The individual receives proper first aid and a First Aid Record form must
be completed;

(b)  The accident/incident is thoroughly investigated for the purpose of
implementing corrective action to avoid recurrence of the same in future;

(¢) The incident will be reported to the SFSS Health and Safety Committee and to
WorkSafeBC (WSBC) if necessary.

Process

11.3 In the event that an employee/individual experiences a work-related incident/injury, it
must be reported to a First Aid Attendant and a JHSC member, who will administer first aid
treatment and may recommend that the Employee follow-up with their physician or other
qualified professional where applicable. If an investigation is required by the WSBC, notify
the WSBC of the incident.
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11.4 A first aid record will be provided to the employee if necessary.

11.5 The accident/incident must be investigated promptly, in conjunction with a Union
member (if appropriate). Furthermore, an SESS Incident Report Form must be completed
jointly by the JHSC Employee and a Employer representative, not the injured employee.

11.6 Any serious injury or other event that requires an investigation by WSBC, the
employee will complete the first section of the WSBC Worker’s Report of Injury of
Occupational Disease to Employer (Form 6a) and return to their designated Manager.

11.7 The Employer must fill out the WSBC Employer Incident Investigation Report.

(a) If medical attention is required as advised by a physician or other qualified
practitioner, the employee may not be able to continue with full duties and/or
will miss time from work. Further:

(i) The WSBC Employer’s Report of Injury of Occupational Disease (Form
7) must be completed by the designated supervisor or Operations Organizer;

(ii) The employee shall complete the SFSS Fitness to Work Assessment
Form 6 with their physician and submit to the Employer

(iii) After reviewing the completed Fitness to Work Assessment, the
Employer shall offer modified work duties, where applicable, and
complete the SFSS Offer of Modified Work 7 form with the employee.

(iv) Form 7 must be forwarded to the WSBC within 3 days. Relevant
additional information should be included, such as: Fitness to Work
Assessment form, (FWAF), WSBC Employer Incident Investigation
Form (EIIF), First Aid Report and Offer of Modified Work

(v) The employee shall produce a medical note to support their absence
from work if necessary

(vi) Designate supervisor or Operations Organizer will oversee the
employee’s claim going forward, communicating with the employee and
Work Safe B.C as necessary to facilitate a timely recovery and return to work;

(vii)  Once the claim has been established, all pertinent information received
in relation to the claim (e.g. doctor’s notes, Fitness to Work Assessments)
must be forwarded to the designated manager and Administrative Services
Manager for ongoing management of the claim.
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(b) The Employer, in conjunction with the JHSC Employee, must prepare a report
detailing corrective action and provide it to the Employees.
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PP-12: LEAVES OF ABSENCE

SFSS Personnel Policies

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: LEAVES OF ABSENCE
POLICY REFERENCE NUMBER: PP-12

Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position

Signature

Date

President

Policy

12.1 When staff request a leave of absence, they can expect the following criteria to be
important factors in deciding whether their request will be granted:

(a) The impact of the request on SFSS operations,

()

(c) The purpose of the leave, and

The previous granting of a leave to the employee,

(d) The employee’s length of service with the society.

Process

12.2  All requests for a leave of absence must be made in writing.

12.3 Requests must be reviewed by the Operations Organizer, in consultation with the

President.

12.4 Emergencies (family related crisis for example) will be responded to on a case by case

basis.

12.5 The decision will be documented and the Operations Organizer will give the staff person
the response in writing. A copy of the request and response will be kept in the employee’s

time off file.
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PP-13: RESPONDING TO LEGAL ACTIONS

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: RESPONDING TO LEGAL ACTIONS

POLICY REFERENCE NUMBER: PP-13
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

13.1 SFSS employees will cooperate with legal authorities in responding to subpoenas, search
warrants, investigations, and other legal actions.

Process

13.2 Employees will bring legal actions related to SFSS business to the immediate attention of
the President.

13.3 When an Employee is served with a subpoena related to society business, they will accept
the legal document and contact the President as soon as possible.

13.4 If the document served is a search warrant for a society premise the Employee will accept
the warrant and advise the peace officer that they do not have the authority to allow them
entry, and that they will request permission immediately. The Employee will immediately
contact the President to request direction.

13.5 If the Employee is asked to participate in an interview as part of an investigation by
police or other legal authority, the Employee will seek direction from the President prior to
participating. The Employee will record the name, badge number, contact phone number,
and any other identifying information of the “investigator.” Once the Employee has received
direction from the President, the Employee is expected to follow the Society’s direction.

13.6 The SFSS and the Employee may each need to obtain legal advice and an opportunity to
obtain such advice should be requested immediately.

13.7 Legal actions are considered unusual occurrences and are to be documented.

13.8 The President will make decisions related to responding to legal actions, giving
consideration to:
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(a) the importance of cooperating in legal investigations,
(b) existing, relevant policies and procedures at SFU, and

(c) protecting the rights, confidentiality, and safety of members, staff, and
volunteers.

Page 30 of 77



Date Approved: 2021-04-23 SESS Personnel Policies

simon fraser

student society

PP-14: OCCUPATIONAL CERTIFICATION

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: OCCUPATIONAL CERTIFICATION

POLICY REFERENCE NUMBER: PP-14
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

14.1 Employees must maintain the professional or occupational certification as dictated by
their job description.

Process

14.2 Any fees or costs associated with maintaining the professional or occupational
certification of an Employee is the sole responsibility of the Employee, unless otherwise noted
in the employee contract, in which case it may be borne by the Employer.

14.3 Employees are required to submit copies of their re-certification to the Employer, as
required.

14.4 Failure to maintain a required certification may result in the termination of the
Employee's employment.
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PP-15: ORIENTATION

SFSS Personnel Policies

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: ORIENTATION
POLICY REFERENCE NUMBER: PP-15

Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position

Signature

Date

President

Policy

15.1 All newly hired staff will participate in a series of orientation activities to prepare and
support them in doing their work.

15.2 The purpose of the orientation is:

(a)  tointroduce the new staff member to their colleagues,

(b)  to thoroughly acquaint the new staff member with the organization and the
requirements of their new job, and

()  to lay the groundwork for positive relationships between current and new staff

members.

(d)  Familiarize the new employee with health and safety policies of the University
and the organization

Process

15.3 The Operations Organizer and the appropriate Coordinator(s) or designates will
organize the new employee’s orientation process, which will be documented on the
Orientation check list. The Operations Organizer is responsible for ensuring that the
orientation is completed and that the Orientation Checklist and the New Employee Health
and Safety Checklist are completed and placed in the Employee’s personnel file.

15.4 The Operations Organizer shall:
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(a)  ensure that the required Employee information and forms are completed and
collected for payroll and benefits,

(b) ensure that the Employee is provided with a copy of the SFSS Personnel Policies,

(c) ensure that the Employee has completed the SESS Privacy Policies sign off.,

(d) ensure that copies of an Employee’s relevant degrees and certifications are filed,

(e) ensure that that the Employee is provided signs out keys and/or entry codes they
require,

(f) submit to IT Services all required for email and PC setup,

(g) review the job description of the Employee with the Employee,

(h) review the “New Employee Health & Safety Checklist” with the new Employee,
(i)  arrange for business cards if required, and

(j) review timesheet and reporting requirement.

(k) meet with the new Employee, and

() provide an overview of the SFSS structure, mission, values, services, and strategic
plan.

15.5 The appropriate Coordinator and/or the Operations Organizer shall conduct an
orientation to the building, including:

(a) asite tour,

(b) information on the location and proper use of:
(i) first aid
(ii) phone and voicemail systems,
(iii) photocopiers.

(c) In the event of union-excluded personnel, the President of the Society will lead
the orientation.
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PP-16: OUTSIDE EMPLOYMENT

POLICY TYPE: PERSONNEL POLICY
PoLICY TITLE: OUTSIDE EMPLOYMENT

POLICY REFERENCE NUMBER: PP-16
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

16.1 Staff are expected to arrive at work ready to do their job and clear of conflict that might
occur as a result of other employment. Staff members may engage in remunerative
employment with another employer, carry on a business, or receive remuneration from public
funds for activities outside their position provided that:

(a) It does not interfere with the performance of their duties as an SFSS staff
member;

(b) It does not bring SESS into disrepute;

(c) Itis not performed in such a way as to appear to be an official act or to represent
SESS opinion or policy; and

(d) It does not involve the use of SESS premises, services, equipment, or supplies to
which the staff member has access by virtue of their employment.

Process

16.2 Employees will consult with their supervisor prior to committing to outside
employment. Issues related to outside employment will be discussed with potential new hires
to ensure they are not entering into such a conflict by accepting employment with the SFSS.

16.3 If the supervisor has concerns regarding a potential conflict or time commitment, the
Employee and their Supervisor will work together to resolve the concerns so that the outcome
is satisfactory to both. If they are unable to achieve this outcome, they will seek the
involvement of the Operations Organizer, or the President when necessary.
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16.4 Where there is a conflict of interest that arises from an Employee’s volunteer
involvement, the same principles outlined above will apply.
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PP-17: PERFORMANCE REVIEWS

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: PERFORMANCE REVIEWS

POLICY REFERENCE NUMBER: PP-17
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

17.1 A formal written performance review shall be carried out prior to the end of an
employee's probationary period and annually or as needed thereafter, unless otherwise noted.
Casual employees who work less than 12 hours per week in regular/irregular employment
may receive less frequent reviews, to be determined by the Operations Organizer.

Process

17.2 Performance reviews will include progress made toward goals identified in the previous
review.

17.3 The Shop Steward shall be present at the review if necessary or requested by the
employee.

17.4 The Employee will be given a copy of the review, given time to read it, discuss it, and
respond to its contents.

17.5 They will sign the review and indicate their acceptance or objection. At the time of
signing, the employee shall receive a copy of the review. The original shall be placed in the

employee's personnel file.

17.6 In the event that an employee objects to the review, they can put their objections in
writing and have the submission attached to the review and placed in the personnel file.

17.7 A performance review signed by an employee shall not be changed without the
knowledge of the employee. Performance reviews shall be completed by the employee's

supervisor.

17.8 The following criteria will be considered during the review process:
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(a) job requirements,
(a) achievement of performance requirements, including annual goals,

(b) job performance,

(c.) quality of work,

(d) conduct,

(e) ability to get along with co-workers and supervisors,
(f) willingness to cooperate,

(g) attendance record, and

(h) training and development plans and goals.

17.9 In the event of the union-excluded personnel, the HR and Personnel Sub-Committee
will review the staff person on the basis of all of section 17.8, as well as aligning the
accomplishments of the goals as set out in the strategic plan, alongside a 360 review of their
performance through a survey of Council members, Executive Officers and Department
Coordinator Staff.
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PP-18: PERSONNEL FILES

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: PERSONNEL FILES

POLICY REFERENCE NUMBER: PP-18
Adopted: April 23, 2021
Next Scheduled Revision: April 2022]

Previous Revisions

Position Signature Date

President

Policy

18.1 Personnel files shall be maintained for each Employee.

Process

18.2 Personnel files shall contain the following Employee information:

(a) completed employment information form,
(b) hiring documents,

(c) contact information,

(d) hiring letter(s),

(e) job description(s),

() resume,

(g) completed Reference Check Form,

(h) verified copies of credentials,

(i) completed SESS orientation checklist,

(j) all performance reviews,

(k) signed Confidentiality Agreement,
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() documentation of staff development activities, including professional
development

(m) documentation related to disciplinary actions (As per Article 40), and
(n) other relevant information.

18.3 Personnel files will be kept in a secure area and shall not be accessed by anyone other
than the Staff Liaison Officers.

18.4 An Employee shall be permitted to review their personnel file upon giving the
Employer 24 hours written notice. The file shall be reviewed in the presence of an Employer
representative. The Employee may have copies of material in their files but may not remove
any material from their file.
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PP-19: PROGRESSIVE DISCIPLINE

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: PROGRESSIVE DISCIPLINE

POLICY REFERENCE NUMBER: PP-19
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

19.1 An Employee or volunteer who breaches an SESS policy or engages in behaviour that
damages the Employer/Employee relationship or reputation of the SFSS may be subject to
discipline ranging from a verbal warning, a written warning, a suspension and dismissal.

19.2 The goal of progressive discipline is to correct unacceptable behaviour by working with
the employee. In cases where the behaviour is not corrected, the disciplinary penalty will
increase in proportion to the seriousness of the misconduct, the individual’s record, and
other relevant factors.

Procedure

19.3  Progressive discipline contains the following stages:
(a) verbal warning,
(b) written warning,
(c) suspension, and
(d) termination.

19.4 The supervisor or manager will discuss the unacceptable behaviour with the Employee
to:

(a) reach a consensus on the behaviour involved and its problematic nature, and

(b)  offer support to the person in changing that behaviour.

19.5 These discussions will:
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(a) be held over an appropriate length of time, and
(b) be documented by the Employer.

19.6 The nature and/or seriousness of the incident warranting discipline may be such that
the Employer determines it is appropriate to bypass the normal steps of progressive discipline.
In cases of serious misconduct, discipline may commence at suspension and lead to
termination, or discipline may start and end with termination as a result of a single incident.

19.7 The Operations Organizer or their designate is responsible for approving suspension or

discharge.

19.8 The Employee being disciplined has the right to use the grievance procedure as outlined
in the Collective Agreement.
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PP-20: RECORDS RETENTION

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: RECORDS RETENTION

POLICY REFERENCE NUMBER: PP-20
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

20.1 In order to ensure appropriate records are kept and accessible, the following practices
will be followed. All records that contain personal information about members, volunteers,
staff, and others will be kept in a secure fashion.

Process

20.2 Except where specifically stated otherwise, all retained records will be kept in an
appropriate manner on the program site for a period of one year. Any records which are to be
retained for a longer period, or indefinitely, may be kept off site (including with a third party
service provider) in such manner as the Operations Organizer and the President jointly
determines appropriate, subject to legislative requirements. Except where prohibited by law,
any records which are to be retained may, where authorized by the Operations Organizer and
the President, be converted to an electronic or digital format whereupon the originals (hard
copy) may be destroyed.

Administrative Records

20.3 The Operations Organizer is responsible for keeping current and complete
Administrative Records.

20.4  The following Administrative Records are to be kept for a period identified in the
Records Retention table:

(a) administrative volunteers, and
(b) personnel records for staff, including:

(i) resumes,
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(ii) all hiring documentation,
(iii) performance reviews,
(iv) disciplinary actions,

(v) emergency contact and medical information

(©) meeting minutes for Council, Council Committees, Staff Committees or
meeting, Occupational Health and Safety Committee and Labour/Management
Committee,

(d) documentation of unusual occurrences and complaints, and

(e) Council Reports, Annual General Meeting minutes, and other Society meeting
records.

Society Records and Governance Records

20.5 The Research and Policy Coordinator is responsible for maintaining all records required
to be kept by the Societies Act, including member meeting minutes and Councillor meeting
minutes, and any and all other Society governance, policy and elections and referenda
documents.

20.6 The following records are to be kept for a period identified in the Records Retention
table:

(a)  SFESS Constitution and By-laws, and documentation of filed changes to these
documents,

(b) statement of Councillors and register of Councillors

(c)  registered office of the Society, and documentation of filed changes to these
documents,

(d) IEC reports (including elections results and referendum questions and results),
and

(e) elections and referendum packages, including written consent to act as a
Councillor and all resolutions, and

(f) referendum questions and results.

Financial Records
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20.7 Finance Coordinators are responsible for all financial records.

20.8 The following Financial Records are to be kept for a period identified in the Records
Retention table:

(a) budgets,
(b) accounts payable and receivable reports,

(c) government remittances,

(d) payroll records, and
(e) audited financial statements

20.9 The following Financial Records are to be kept for a period identified in the Records
Retention table:

(a) contracts and amendments,
(b) deeds,

(c) leases,

(d) rental agreements,

(e) insurance policies,

(f) licenses, and

(g) certifications.

20.10 The Operations Organizer is responsible for all other records that are subject to this
policy.
20.11 The following records are to be kept indefinitely:

(a) legal records (e.g. court cases and arbitrations), and

(b) grievance records.
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Records Retention Table

SESS Personnel Policies

Record Retention Relevant Owner
Period Legislation

Administrative One year Personal Admin

Records: personnel Information

records for staff, Protection Act

interns, (PIPA), SBC 2003

practicum students and Section 35 (1)

administrative

volunteers, including: -

resumes,

- all hiring

documentation,

- performance reviews,

- disciplinary actions,

- emergency contact

and medical

information

Administrative (a) the record BC Societies Act Admin

Records: meeting is no longer Sec. 21

minutes for Council
of

Councillors, Council
Committees, Staff
Committees,
Occupational Health
and Safety Committee
and
Labour/Management

Committee

relevant to
the activities
or internal
affairs of the
society, and

(b) 10 years
have passed
since the
record was
created or, if

the record
has been
altered,
since the
record was

last altered.
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Council Reports, Annual
General Meeting

minutes, and other
Society meeting
records

relevant to
the activities
or internal
affairs of the
society, and

(b) 10 years
have passed
since the
record was
created or, if

the record
has been
altered,

since the
record was

last altered.

Administrative One year Personal Admin
Records: Information
documentation of Protection Act
unusual occurrences (PIPA), SBC 2003
and complaints ; Section 35
(1)
Administrative (a) the record BC Societies Act Admin
Records: is no longer Section- 21
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Society Records and
Governance Records:
- SESS Constitution
and

By-laws, and
documentation of
filed changes to these
documents

- statement of
Councillors, register of
Councillors, and
statement of the
registered office of the
Society, and
documentation of
filed changes to these
documents

- 1EC reports
(including elections
results and
referendum questions
and results)

- elections and
referendum packages,
including written
consent to act as a
Councillor and all
resolutions

(a)the record
is no longer
relevant to

the

activities or

internal
affairs

of the
society,

and

(b) 10 years
have passed
since the
record was
created or, if

the record
has been
altered,

since the
record was
last altered.

BC Societies Act
Section- 21

CRPC

Department
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Financial Records: Current tax Canadian Finance
- budgets, year plus an Revenue Department
- accounts payable and additional Agency
receivable reports, six Information
- government years (7 Circular (IC78-
remittances, years) 10R5 Books and
- payroll records, and Records
- audited financial Retention/Destructi
statements on):
- Income Tax Act
Section 230/230.1
- Employment
Insurance Act
Section 87
- Canada Pension
Plan Section 24
Financial Current tax Canadian Finance
Records: year plus an Revenue Department
f. contracts and additional Agency (IC78-
amendments, g. deeds, six I0R5
h. leases, years (7 Books and Records
i. rental agreements, j. years) Retention/Destructi
insurance policies, k. on)

licenses, and
l. certifications.

- Income Tax Act
Section

230/230.1

- Employment
Insurance Act
Section 87

- Canada Pension

Plan Section 24
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simon fraser

student society

PP-21: RISK MANAGEMENT

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: RISK MANAGEMENT

POLICY REFERENCE NUMBER: PP-21
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

21.1 The Operations Organizer, working with the President and staff, and other stakeholders
will identify and reduce or eliminate risks to people, organizational property, and interests
that may be present in SFSS operations.

Process

21.2 The Operations Organizer and the President will ensure that actions are taken to
minimize and contain the costs and consequences in the event of harmful or damaging
incidents arising from those risks and provide for adequate and timely restoration and
recovery from the impact of such consequences.

21.3 The Operations Organizer will develop an annual risk management plan, which will
include the following items:

(a) identification and evaluation of risks,

(b) strategies to minimize risks and their impact (e.g. safety training, media training,
security precautions, and emergency procedures),

(c) strategies to contain the harmful effects of an event,

(d)  restoration and recovery planning in the event of harmful events, including
provision of feedback to improve the system, and

(e) regular monitoring and annual updating of the risk management plan.

21.4 The risk management plan will be shared with employees and Council in order to
increase their awareness of how their actions can contribute to or mitigate against
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risk, and how they can also become involved in mitigating the negative impact of any
potentially damaging events or circumstances.

21.5 At year end, the Operations Organizer will review and analyze the plan, any actions that
have been taken and recommendations that have been generated.

21.6 At year end, the Operations Organizer will present a summary report to Council and
employees.
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simon fraser

student society

PP-22: CODE OF CONDUCT

POLICY TYPE: PERSONNEL POLICY
PoOLICY TITLE: CODE OF CONDUCT

POLICY REFERENCE NUMBER: PP-22
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

22.1 Employees (paid staff and volunteers) should always conduct themselves in a
professional manner appropriate to a member-service environment, including:

(a) maintaining an appropriate and respectful atmosphere for members,
(b) being courteous, friendly and cooperative, and
(c) showing respect for members.

22.2 Abusive language, disrespect for clients or fellow employees, and engaging in sexual or
other forms of personal harassment will not be permitted.
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simon fraser

student society

PP-23: USE OF TELEPHONES

POLICY TYPE: PERSONNEL POLICY
PoLICY TITLE: USE OF TELEPHONES

POLICY REFERENCE NUMBER: PP-23
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

23.1 SESS telephones are for official business only. Personal telephone calls during working
hours are discouraged and should be kept to a minimum. If it is necessary to make a personal
telephone call, it should be done at a break time unless it is an emergency situation.

23.2 Staff members are reminded that no information regarding another staff member is to
be given out to anyone by telephone. All requests for information regarding staff members,
including requests for telephone numbers, must be referred to the Operations Organizer or
the President.

23.3  Only SESS business-related long-distance calls shall be made from SFSS phones.

23.4 Use of personal mobile phones, tablets and other devices for personal purposes is only
permitted during approved breaks.

23.5 Should it be determined by the Operations Organizer that specific employees need to
have regular access to a mobile phone to conduct their work, the Employer will either provide
the employee with a phone for this purpose, or provide compensation for the employee’s use
of their personal phone for work related purposes as per their employment contract or
Collective Agreement.
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simon fraser

student society

PP-24: EMAIL, VOICEMAIL, AND INTERNET USE

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: EMAIL, VOICEMAIL, AND INTERNET USE

POLICY REFERENCE NUMBER: PP-24
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

24.1 Staff and volunteers may use email, voice mail, and internet services for work related
purposes during scheduled hours of work. Please note that this policy and all procedures are
in effect at all times when using equipment that is the property of SFSS.

24.2 Communications systems and all data contained in the communications systems,
including email and voicemail, are the property of the SFSS.

24.3 All employees are required to provide accurate usernames and passwords for all
voicemail, email, social media, and Internet accounts used for SFSS business.

24.4 SFSS communication and computer systems, including email, intranet, and internet
access are intended for business purposes.

24.5 Use of SFSS communication systems must be lawful, ethical, and consistent with SFSS
professional reputation, standards, policies, procedures, and guidelines.

24.6 There is no right to privacy for employees or volunteers regarding the use of SFSS
communications systems or the data contained in the communications systems, including e-
mail, voice mail, and internet use.

24.7 SESS may access, inspect, retrieve, review, read, copy, store, archive, delete, destroy,
distribute, or disclose to others (including courts and law enforcement authorities) all
communications systems data and uses, including e-mail, voice mail and Internet use, without
any further notice as may be considered necessary or appropriate.

Process

24.8 Email signatures should include the following text:
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“This email and any attached files are confidential and intended solely for the use of the
individual or entity to whom they are addressed. If you have received this email in error, please
delete the email (including your incoming and trash files), and notify the sender immediately by
email or by telephone. Please note that all email communication sent from and received by this
address is the property of the Simon Fraser Student Society.”

Internet Use

24.9 The internet must not be used for reasons which include, but are not limited to, the
following:

(a) browsing that is unrelated to workplace projects,

(b) personal use,

(c)  accessing, downloading, possessing, making, or distributing offensive material
such as pornography,

(d) issuing threats,
(e) making slanderous comments,
(f) using racist, sexist, homophobic, or abusive language,

(g) participating in activities that have the potential for copyright infringement,
(h) accessing other employees’ messages without specific authorization,
(i) advertising or listings for personal benefit,
(j) creating personal web pages, and
(k) participating in ‘chat lines’ unless authorized by a program manager.
24.10 The Internet is not a secure environment. Do not assume any activities are private.

24.11 If employees suspect that their password has become compromised, they must
immediately contact The Operations Organizer and their Supervisor.

24.12  Unauthorized bypass or any attempt to circumvent any security system is prohibited.

24.13 Users must comply with all applicable laws and regulations and must respect the legal
protection provided by copyright and licenses with respect to both programs and data.

24.14 Internet usage must be able to withstand public scrutiny and or disclosure. Users must

avoid accessing sites that might bring SESS into disrepute, such as those that carry offensive
material.
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24.15 Sensitive information must not be transmitted via or exposed to Internet access
without appropriate consent, safeguards in place and provisions respected.

24.16 For personal improvement, or information gathering, staff and volunteers may use the
Internet outside of scheduled hours of work, provided that the supervisor has approved such
use. Such use will be consistent with accepted professional standards of conduct and cannot
be used for personal financial gain. The approval will be documented and placed in the
employee’s personnel file.

24.17 Internet Relay Chat channels, social media or other internet forums such as
newsgroups or net servers may be used only to conduct work related business, including
technical or analytical information exchange.

24.18 Users must not attempt to obscure the origin of any message or download material
under an assumed Internet address.

24.19 Allegation of inappropriate use of the Internet will be reviewed by the Operations
Organizer or the President and may lead to disciplinary action up to and including dismissal.
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simon fraser

student society

PP-25: SUBSTANCE MISUSE

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: SUBSTANCE MISUSE

POLICY REFERENCE NUMBER: PP-25
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

25.1 Any Employee reporting for duty under the influence of alcohol, drugs, or other
substance(s) that impairs their judgement, ability to perform work as per their job description,
endangers their health or safety, or the health or safety of other persons, will not be permitted
to remain on the premises.

25.2 Should employees wish to receive information on the services available to address
substance misuse problems, the employer will provide supportive referral to the Employee
Assistance Program or an appropriate on- or off-campus service.

25.3 Storage, possession, or consumption of alcohol or non-prescribed drugs by any employee
on the premises is prohibited.

25.4 Violation of this policy will be grounds for discipline up to and including termination.

Process

25.5 On a first offence, the Employee shall be sent home for the remainder of their shift
without pay and be given a written warning regarding the seriousness of the incident. The
Employee will be encouraged to seek counselling or support.

25.6 On a second offence, the Employee will face serious disciplinary measures up to and
including dismissal.

25.7 In the event that the job performance of an employee is impaired by a prescription or

non-prescription medication, employees may be sent home on sick leave, and may be required
to supply a doctor's certificate.
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PP-26: USE OF SOCIAL MEDIA

POLICY TYPE: PERSONNEL POLICY
PoLICY TITLE: USE OF SOCIAL MEDIA

POLICY REFERENCE NUMBER: PP-26
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

26.1 This policy governs publication and commentary on social media by employees of SFSS.
Authorized employees of SFSS will use social media tools to introduce and promote programs
and initiatives, to bring recognition to members of SFSS and the broader community for
their support, and to bring attention to articles and issues of relevance. This policy is in
addition to and complements any existing or future policies regarding the use of technology,
computers, e-mail, and the Internet.

Definitions

26.2 Social media: Any facility for online publication and commentary, including but not
limited to blogs, Snapchat, wiki's, social networking sites such as Facebook, LinkedIn,
Twitter, Flickr, Pinterest, and YouTube.

Process

26.3 All social media posts to be completed by the Communications Coordinator, the
Women’s Centre Coordinator, the Out on Campus Coordinator, and the Digital Media
Assistant. Should any of the aforementioned positions be unavailable to perform this
function, employees will seek permission from their supervisors or managers before
publishing social media content.

26.4 Unless authorized by the Operations Organizer or the President, SESS employee(s) may
not publish or comment via social media in any way during work hours or while using work
facilities, or in any way that suggests they are doing so in connection with SFSS.

26.5 Social media identities, login ID's, and usernames may not include the SFSS name or
logo without prior approval from The Operations Organizer.
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26.6 Assistance in setting up social media accounts and their settings may be obtained from
the SFSS Communications Coordinator.

26.7 Publication and commentary on social media carries similar obligations to any other
kind of publication or commentary. Users must comply with the laws governing copyright
and fair use/fair dealing of copyrighted material owned by others, including SFSS copyrights
and brands. Short excerpts only should be posted of someone else's written work or image,
and must be attributed to the original author/source. Wherever possible users will provide
links to written work reference rather than reproducing the entire work.

26.8 All users of social media must follow the same ethical standards that SFSS employees
must otherwise follow:

(a) Users will exercise good judgment before posting content/comments, i.e.,
consider how the content/comments will reflect on SFSS.

(b)  Users will refrain from any content or comment that is defamatory, demeaning
or could be reasonably interpreted as offensive.

(c)  Users will not disclose confidential information including personal member
information, vendor and service provider information, and financial information.

26.9 Questions regarding appropriate use shall be directed to the President.

26.10 Prohibited uses of social media include:

(a) breaching applicable laws or SFSS policies,
(b) sending threatening, harassing, or discriminatory messages,

(c)  misrepresenting the User’s identity as a poster and/or sender of messages and
content,

(d) infringing upon the copyright of computer programs, data compilations and all
other works (literary, dramatic, artistic, or musical),

(e) infringing upon the legal protection provided by trademark law and the common
law for names, marks, logos, and other representations that serve to distinguish the

goods or services of one person from another,

(f) failing to maintain the confidentiality of passwords, access codes, or
identification numbers used with SFSS social media systems,

(g)  seeking information on passwords or information belonging to another User
without authorization,
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(h)  destroying, altering, dismantling, disfiguring or disabling SFSS social media
systems without authorization,

(i) attempting to circumvent security controls on SFSS social media systems without
authorization,

(G) knowingly introducing a worm, virus, or other malware, and

(k) engaging in any uses that result in the loss of another uset’s information without
authorization.

26.11 Failure to abide by the guidelines in the policy may lead to disciplinary action, up to
and including termination.
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PP-27: SENTINEL EVENTS

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: SENTINEL EVENTS

POLICY REFERENCE NUMBER: PP-27
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

27.1 The SFSS will deal with sentinel events in a timely manner through investigation and
response, and provide support to those people who have been affected by the event.

Definitions

27.2 Sentinel events: Unexpected occurrences that can lead to serious physical or
psychological injury of staff or volunteers

Process
27.3 During sentinel events, all staff actions will be guided by following safety standards and
our code of ethics:
a. Staff are expected to protect their own safety and that of their members
and volunteers where possible.
b. They are to ask other staff or emergency personnel for help/support where it
is safe to do so.
c. Staff are to move themselves, volunteers, and persons served away from violent
situations or situations they perceive may become violent where they can (e.g.
in the event of a robbery, staff will hand over any funds/goods requested).

27.4 Staff, volunteers, and members will be encouraged to seek support that is most helpful
for them (e.g. debrief with team, counselling, critical incident stress debriefing). This will be
documented as part of the SESS Incident Report Form.

27.5 Sentinel events will be reported and documented.

27.6 Sentinel events will be investigated by the Operations Organizer and the President
where necessary, or their designate.
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PP-28: CODE OF CONDUCT

POLICY TYPE: PERSONNEL POLICY
PoOLICY TITLE: CODE OF CONDUCT

POLICY REFERENCE NUMBER: PP-28
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

28.1 All employees and volunteers will deliver services and conduct SFSS business in
accordance with the following:

(@)  The informed consent and voluntary participation of the member served in
decisions about service.

(b) Privacy and confidentiality protections for members.

(c)  Member rights to file complaints in accordance with prescribed procedures that
will not result in retaliation or barriers to service.

28.2 SESS Staff and volunteers will serve members in accordance with the Human Rights Act.
They shall not discriminate against a person or class or persons because of the race, color,
ancestry, place of origin, religion, marital status, family status, physical or mental disability,
sex, sexual orientation, gender identity or expression, or age of that person or that group or
class or persons. More information on the obligations of SFSS staff and volunteers

can be found in the Human Rights Act, accessible via
http://www.bclaws.ca/Recon/document/ID/freeside/00 96210 O1.

Process

28.3 SFSS staff and volunteers shall:

(a)  treat one another and all members served in such a way as to preserve their
dignity and communicate respect and fairness.

(b) protect the confidentiality of all information, records and material acquired

professionally or otherwise through their employment with SFSS by understanding
and adhering to the our Confidentiality Statement, the Federal Privacy Act, the
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Freedom of Information and Protection of Privacy Act, and any other relevant
government acts and regulations.

(c) conduct business on behalf of the SFSS with integrity and honesty, ensuring
that selection of vendors is accomplished through a consistent and fair process. Any
advertising or marketing will represent SFSS practices and policies honestly and
truthfully. The Society will not willfully or knowingly waste, abuse or fraudulently use
Society resources.

(d) clearly understand and respect the differences between professional and personal
relationships with members, colleagues and Council and will behave in ways
appropriate to these differences. All personnel will be consistently aware of

managing their personal boundaries in their interactions so as to avoid using undue
or  unhealthy influence and/or  inappropriate use of  power.

(e) provide services in a manner that promotes integrity and ethical decision-making
with the primary purpose being professional responsibility, not personal preference.
When a conflict exists, priority is always given to the needs and rights of the member.

(f) accept full and complete accountability for their own acts and omissions,
exhibiting self-discipline and the pursuit of excellence in all activities.

(g)  participate and cooperate in expressing and resolving their own and other’s
grievance processes and outcomes.

28.4 SFSS staff and volunteers shall not:

() behave in ways that pose a real or perceived conflict of interest during
employment with respect to business, marketing and fundraising on behalf of SFSS,
provide services, referrals, information, records and materials, recorded in any
medium,

(b) have a direct or indirect financial interest in the assets, leases, business
transactions or professional services of SFSS.

28.5 After employment ends, nothing will be used for the person’s own purposes or disclosed
to any other party.
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PP-29: PUNCTUALITY AND ATTENDANCE

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: PUNCTUALITY AND ATTENDANCE

POLICY REFERENCE NUMBER: PP-29
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

29.1 It is the responsibility of every Employee to attend work as scheduled on a regular and
consistent basis. Employees are expected to be punctual and ready to commence work at the
start of their scheduled shift and to remain on duty until the stipulated completion of their
shift. Employees who are unable to report for work at the scheduled time must advise their
Supervisor and Operations Organizer in advance so that necessary arrangements can be
made.

29.2 Employees who are incapable of providing regular, consistent attendance may fail to
meet the requirements for continued employment. Attendance is considered a criterion of
performance and is measured when assessing overall Employee performance at work.
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PP-30: COMPLAINTS

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: COMPLAINTS
POLICY REFERENCE NUMBER: PP-30
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

30.1 The Simon Fraser Student Society will respond to all complaints made by members or
the general public regarding services, staff or our policies or practices.

30.2 We will:
(a) be respectful of the complainant and communicate in a respectful manner,
(b) gather pertinent information,
(c) document their actions and information gathered,
(d) behave in an ethical, honest and fair manner, and
(e) advise the complainant as to the outcome of their complaint.
30.3 The complainant will:

(a)  be respectful of agency staff and volunteers, and communicate in a respectful
manner, and

(b) behave in an ethical, honest and fair manner.

Process

30.4 All recipients of SESS services will be informed of their right to bring forward
complaints regarding services they have received or SFSS policies or practices, and will be
assured of a no-reprisal policy and practice regarding making a complaint. They will be
informed of our procedure for reviewing all complaints, through posted notices in our offices.
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30.5 All complaints shall be documented and investigated by the appropriate Coordinator.
SESS will respond to the complainant within five working days and inform them of the
investigation process. Complainants will be informed of the outcomes resulting from their
complaint.

30.6 If the complainant requires assistance or support to make their complaint, SFSS will
either provide an advocate or refer the person to another agency that can provide an
advocate.

30.7 The complaint, complainant, process of investigation, and any outcomes shall be
recorded on a standardized form and submitted to the Operations Organizer. The Operations
Organizer will ensure that there is an annual summary and analysis of complaints, including a
summary of resulting policy and practice changes. This report will be shared with SFSS
leadership (executive, Council and staff).

30.8 Complaints alleging negligence or abuse shall be brought to the immediate attention of
the Operations Organizer and the President.
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PP-31: WHISTLEBLOWING

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: WHISTLEBLOWING

POLICY REFERENCE NUMBER: PP-31
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

31.1 The Simon Fraser Student Society has put in place governance and management systems
that it believes will ensure that its business practices and the delivery of its services will meet
the highest possible standards. Council, employees, and volunteers are required to adhere to
their applicable Code of Conduct. Nevertheless, the possibility that a breach of conduct may
occur, either knowingly or unknowingly, will always exist.

31.2 The intent of this policy is not to supersede policies and mechanisms already in place
that encourage accountable business and service delivery practices or the complaint processes
that exist for people to voice their concerns. This policy is an added layer of protection to
those who make a good faith disclosure of improper activity on the part of the SFSS Council,
management, employees, or volunteers. A good faith disclosure is one in which the
complainant is bringing forward information that any reasonable person would consider
evidence of improper conduct.

31.3 Anyone making a good faith disclosure will be protected from any harassment or
retaliation. Any allegation that a member of Council, management, employee, or volunteer of
SESS has harassed someone who has made a good faith disclosure will be investigated. If the
allegation is proven, the person accused of harassment or retaliation will be subject to a
disciplinary process. A complainant who is determined to be not acting in good faith will also
be subject to a disciplinary process.

31.4 A person acting in good faith is anyone who has reasonable grounds to believe that the
information they are bringing forward constitutes a breach of the code of conduct or is a
violation of the law. This policy is not meant to protect someone who knowingly makes an
allegation of improper conduct that they know is false.
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Process

31.5 Complaints will be forwarded to the Operations Organizer. If the complaint is related to
the Operations Organizer, then it should be forwarded to the President.

31.6 The complaint will be in writing and will provide details regarding the alleged improper
conduct. The Operations Organizer or President shall meet with the complainant as required
and will decide as to whether an investigation is required.

31.7 If an investigation is required, the Operations Organizer or President shall lead the
investigation. Alternatively, they may choose to delegate this task to a third-party.

31.8 Once the investigation is complete, the results will be shared with the complainant and
with the person named in the complaint.
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PP-32: BULLYING AND HARASSMENT

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: BULLYING AND HARASSMENT

POLICY REFERENCE NUMBER: PP-32
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

32.1 The Simon Fraser Student Society (SFSS) promotes a work environment that is
characterized by professionalism, collegiality, and harmony. This policy prohibits conduct
defined below as either personal or sexual harassment or bullying. The SFSS will not tolerate
personal or sexual harassment or bullying in any interactions connected to our work. Where
such conduct is found to have occurred, the SFSS may take disciplinary action, up to and
including termination. This policy is not intended to constrain normal social interactions,
nor does it.

32.2 As per WorkSafeBC, “bullying and harassment should not be confused with a manager
or supervisor exercising authority as part of his or her job. Examples of reasonable
management action might include decisions relating to a worker's duties, workloads,
deadlines, transfers, reorganizations, work instructions or feedback, work evaluation,
performance management, or disciplinary actions.”

32.3 This policy is not meant to protect someone who knowingly makes an allegation of
improper conduct that they know is false.

Purpose

32.4 The purpose of this policy is to assist all employees in identifying and preventing
personal and sexual harassment and bullying in the workplace, and to provide procedures for
handling and resolving complaints. It is intended to promote the well-being of everyone in
the workplace and to foster the values of integrity, trust, and respect that are essential for a
sound organization.

Application and Scope

32.5 This policy applies to all bargaining unit staff, non-unionized staff, and management.
This policy applies to all situations where activities are connected to work with, or completed

on behalf of, the SESS, including:
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(a) Activities on the premises of SFSS;
(b) Work assignments outside of the premises of SFSS;

(c) Work-related training sessions, education seminars, and conferences;

(d) Work-related travel; and
(e) Work-related social functions that are sponsored or organized by SFSS.

Definitions

32.6 Bullying: Workplace bullying usually involves repeated incidents or a pattern of
behaviour that is intended to intimidate, offend, degrade, or humiliate a particular person or
group of people.

32.7 Harassment: Harassment in the workplace can include “engaging in a course of
vexatious comment or conduct against a worker in a workplace that is known or ought
reasonably to be known to be unwelcome”, or “any vexatious behaviour in the form of
repeated and hostile or unwanted conduct, verbal comments, actions or gestures, that affects
an employee’s dignity or psychological or physical integrity and that results in a harmful work
environment for the employee.”

Process

32.8 Employees with bullying or harassment complaints should direct them to the Operations
Organizer who will act as the initial investigator. Should the complaint involve union-
excluded staff, the complaint should be directed to the President, who will act as the initial
investigator. Complaints should be submitted in writing, be specific and include the names of
possible witnesses.

32.9 Reported complaints are measured against the Bullying and Harassment Policy. If, after
reviewing the complaint, it is deemed that an investigation is warranted, a third-party
investigator may be appointed to develop and implement an investigation, which may require
the implementation of interim workplace measures.

32.10 Investigations shall be conducted as quickly as possible, and a complainant will

ultimately be informed of the outcome of the complaint process regardless of whether any
action is taken against the alleged harasser.
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simon fraser

student society

PP-33: MEAL PERIODS AND RELIEF PERIODS

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: MEAL PERIODS AND RELIEF PERIODS

POLICY REFERENCE NUMBER: PP-33
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

33.1 In order to ensure that Society services are delivered in a professional atmosphere that
fosters a healthy, balanced workplace, all staff are required to take all their meal periods and
relief periods, as provided for in the Collective Agreement, and take them outside of any
Society office space.

Standards
33.2  Society office spaces include:

(a) management offices,

(b) General Office,
(c) Surrey Office,
(d) Finance Office,

(e)  Resource Office, including the Communications Office, Student Union
Organiser Office, and Campaigns, Research, and Policy Coordinator Office;

(29 Women’s Centre, and

(h) Out on Campus.

33.3 Society staff may take their breaks, including their lunch break, in the SFSS break room
or elsewhere on campus.
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simon fraser

student society

PP-34: SAFELY WORKING ALONE POLICY

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: SAFELY WORKING ALONE POLICY

POLICY REFERENCE NUMBER: PP-34
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

34.1 The Society acknowledges that individuals may have to deviate from the regular office
hours (Monday - Friday, 9:00 am to 4:00 pm) in order to facilitate programming and events
for their departments. The SFSS and the Joint Health and Safety Committee strive to take all
measures possible to protect the health and safety of all its employees and minimize risks
associated with employees working alone. This policy applies to all employees, who shall use
this guideline while working alone and/or in physical isolation.

Standards

34.2 In accordance with the Workers Compensation Act, Occupational Health and Safety
Regulation, (Sections 4.20 - 4.23), working alone is defined as “working in circumstances where
assistance may not be readily available to the worker in a case of emergency”, workplace injury or ill

health.
34.3 The SESS is committed to minimizing safety risks by:

() ensuring that all employees receive safety training and/or instructions with
detailed, updated safety protocols during their Orientation,

(b)  ensuring that routine safety inspections are conducted, hazards are identified
and eliminated or minimized,

() promoting safe work practices within the workplace though staff meetings
and/or the Joint Health and Safety Committee meetings.

Process

34.4 Employees working alone must inform and obtain their Supervisor’s approval in
advance.
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34.5 Employees shall comply with the Safely Working Alone policy and other safety protocols
highlighted during the orientation and safety training.

34.6 At the time of working alone, employees must register to the “Lone Workers Program”.
They must contact Campus Public Safety and let them know their location and the time they
expect to be finished with their tasks. The staff must call Campus Public Safety to check-in
every 2 hours; or the predetermined time or intervals. If they do not check in, security will
attempt to get in touch with the person via phone. If they do not answer, then security
personnel will be sent to the employee’s location to verify their safety and wellbeing.

34.7 All SFSS employees shall participate in risk assessment of hazards and controls and
report any concerns to their immediate supervisor.

Campus Public Safety Contacts

Emergency Line (Urgent Security/ 778-7182-4500
First Aid)

Non-Emergency Line (Security/ Safe 778-7182-7991
Walk)
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simon fraser

student society

PP-35: PROFESSIONAL AND PERSONAL DEVELOPMENT

POLICY TYPE: PERSONNEL POLICY
POLICY TITLE: PROFESSIONAL AND PERSONAL DEVELOPMENT

POLICY REFERENCE NUMBER: PP-35
Adopted: April 23, 2021
Next Scheduled Revision: April 2022

Previous Revisions

Position Signature Date

President

Policy

35.1 The Society acknowledges that professional and personal development is integral to an
Employee’s job satisfaction, workplace productivity, and is critical to the achievement of the
Society’s mission and vision of continuous improvement in the quality of its department
programs and services.

35.2 The Society is committed to providing a supportive and rewarding environment for
employees and recognizes that the quality and professionalism of Employees are linked to the
further development of their skills and competencies.

35.3 The Society undertakes that, through Professional Development, it will encourage and
assist Employees to:

(a) acquire the knowledge and skills needed to maximize their performance in
their current position,

(b) acquire new competencies in response to, or in preparation for, changing
position requirements or new position opportunities,

(c) develop and/or redirect their career as individual or as organizational
needs evolve,

(d) acquire knowledge and understanding regarding Code of Conduct and
Health and Safety.

Standards

35.4 All Permanent full-time employees and Designated Assistants as described in the
Collective Agreement are eligible to apply for Professional and Personal Development.
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(@) A Permanent full time Simon Fraser Student Society Employee is eligible for
reimbursement of 100% of the course costs of professional and personal development
courses, conferences and educational programs approved by their supervisor, up to a
maximum of $2,000.00 in any one (1) fiscal year. This amount is an annual eligibility
and cannot be carried forward to future fiscal years. The expenses covered by this
fund may include tuition costs, examination fees, textbooks and required course
material.

(b) Designated assistants shall be eligible for professional development after
completion of one (1) year of service with the Society. Requests for professional
development for designated assistants shall be supported by their supervisor, reviewed
on a case by case basis and granted as the budget allows.

35.5 Required Professional Development: The Operations Organizer or President may
suggest and/or decide that it is necessary for an Employee to acquire a particular skill, to
learn specific material, or to earn specific qualifications in order for them to carry out the
duties attached to their existing position. This includes continuing education courses for the
maintenance of licenses that are a requirement of the employee’s position as highlighted in
their job description.

()  When an employee is required to attend a professional development program,
the time spent in attendance shall be counted as time worked (paid out as straight
time), the full fees and related costs, i.e., materials, travel and per diem, etc. shall be
paid by the Employer. The Society will also grant leave with pay to attend the courses
and write examinations, subject to operational requirements.

35.6 Elective Professional Development: In performance review procedures, the designated
manager or The Operations Organizer may encourage the employees to explore their available
professional development options.

(a) Where an employee wishes to pursue education or training independent of the
suggestions provided by the Operations Organizer, or where the Operations Organizer
has not required that person to acquire a particular skill, learn specific material, or
earn specific qualifications to carry out the duties attached to their existing position,
the Society shall strive to facilitate related education and/or training through:

(i)  approving (at the discretion of the Operations Organizer and operational
needs) any rearrangement of working hours that would assist such

development,

(ii)  permitting use of the organization’s equipment or services that would
assist in that development outside of the regular work hours,
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(iii)  granting leave with pay to attend the course or write examinations on
regular workdays, subject to operational needs,

(iv) reimbursing the employee’s course related fees upon its successful
completion.

(b) The employee may not bank hours or take time off in lieu if the course is taken
during non-working days. Travel costs, accommodations and per diem, etc. shall be
subject to review by the Operations Organizer or management for reimbursement.

35.7 Personal Development: If a permanent employee wishes to take course(s) at any
accredited institution, the Society shall grant leave without pay for up to five (5) hours per
week to attend the course and examinations. Cost of the course(s), related materials, travel
and per diem shall be subject to review by the management for reimbursement.

Process

35.8 An Employee shall prepare a proposal for Professional and Personal Development
application using the provided Professional and Personal development form. The employees
are recommended to reach out to the immediate supervisor to discuss and refine their
proposals.

35.9 The proposal and application must be submitted to the Staff Liaison Officer by the Shop
Steward at least 7 calendar days prior to initiating the registration to the courses, conferences
or seminars.

35.10 Any necessary arrangements for time off must be approved in advance by the
designated manager. The employee and the department head are responsible for ensuring
that education does not interfere with the department's normal level of service.

35.11 The Employee must be on the payroll both at the start and the conclusion of the
course. Any course related work or assignments are to be completed outside of regular work
hours.

35.12 For professional development totaling up to and including $500.00, proof of successful
completion of the education and proof of fee payment must be submitted to Human
Resources and Finance Coordinators for reimbursement.

35.13 For professional development over $500.00, authorized Simon Fraser Student Society
credit cards may be used to remit payment prior to the completion of the education, provided
an approved Professional and Personal Development form has been submitted to Human
Resources and Finance Coordinator.

35.14 Upon successful completion of the Professional Development education, employees
shall discuss the program summary and learning outcomes with other employees at meetings
scheduled during working hours. If the courses or programs are related to job duties in the
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workplace, employees will establish a collection of related written and visual material, if
necessary.
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