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Welcome 

 

 
We are pleased to provide you with your Mohawk Students’ Association (“MSA”) Employee 

Handbook.  This handbook has been designed to communicate our association policies and 

employment practices.  Our objective is to facilitate a positive relationship between employee, 

association and student, while providing you with a good understanding of the roles and 

responsibilities of each party.  

 

We ask you to read this handbook in full and develop a thorough understanding of MSA’s 

policies and procedures and to ensure you are aware of the programs available to you.  Further 

details and information about specific policies, referenced in this manual, can be found on the 

Mohawk Students’ Association website under the MSA Employees tab.  If you require additional 

information or clarification, please speak to your manager.  

 

All policies and programs are reviewed on a regular basis by the senior management team and the 

Board of Directors to ensure they continue to meet the needs of the employees and the association.  

Any changes to policies or programs will be updated in this document and communicated to all 

employees at the time of revision.   

 

 

 

 

 

 

Richard Anderson, Executive Director                                    Luke Baylis, President   Baylis, President 
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Application of Manual 
 

 

1.1 Employment Categories 

 

This Manual has been developed by the Mohawk Students’ Association (“MSA”) and 

applies to all employees of the Association.  

 

Depending on your role at MSA, your employment will be defined as one of the 

following: 

 

Full-time Salaried - employed for an indefinite duration, regularly work 35 - 40 hours 

per week, paid on a salary payroll basis.  

 

Contract Salaried – employed for a defined term, typically ranging from 8 – 12 months 

although some contracts may be for shorter periods.  Hours of work may vary, paid on a 

salary payroll basis.  Majority of positions are within Student Services and Marketing 

departments. 

 

Contract Hourly – employed in various positions throughout the Association.  Work a 

varied number of hours, paid on an hourly basis.  Majority of these employees are 

students, hired on contract for the academic school year, working in Operations. 

  

In most cases, the terms and conditions of employment are the same for all employees.  

However, some terms and conditions of employment will differ depending on your 

employment status, and where applicable, they will be specifically identified as such in this 

document.   
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About MSA 
 

 

2.1 Mission 
 

To enhance all students’ college experiences through leadership, support and advocacy. 

 

Vision 

We, respectfully, support and advocate for our students through strong leadership, 

teamwork, and communication to promote their academic success. 

Using our Core values we will demonstrate our commitment to continuously develop 

services, programming and entertainment to promote student success in every way. 

We will always advocate for each of our students to promote fairness and equity as part of 

their Mohawk experience. 

Where every college students’ experience is enhanced, helping them to reach their full 

potential. 

 

Values 

 Accountability to our membership for all of our decisions and actions 

 Advocating for the benefit of our membership 

 Respecting students and their diversity in interests and needs 

 Integrity in our business activities and community affiliations 

 Leadership through example and opportunities. 

 

 

2.2 Role of the Employee in a Student Association 

 

The key to a successful Students' Association is to have employees and student leaders 

working together with a sincere caring for student well-being as well as a clear view of 

their respective roles within the organization.   

 

We are a fee-for-service organization.  We are dedicated to delivering to all of our 

members the highest quality service in our industry.  In addition, we will operate 

conservatively to keep the Student Activity Fee as affordable as possible. 

 

While many employees will work closely with student leaders, and in some cases student 

leaders provide input into staff evaluations, all MSA employees will report directly to an 

assigned MSA Manager, or the Executive Director of the MSA, who in turn reports to the 

MSA Board of Directors. 
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The role of an employee in a student organization is very sensitive and sometimes 

difficult.  The employee must provide the student leaders with guidance and input on 

issues when appropriate, but must always remember to treat students with respect. 

 

In turn, the MSA student leaders recognize that employees play a significant role in 

providing continuity and encouragement to student leaders to help them develop to their 

full potential. 
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Key Employment Policies 
 

 

3.1 Code of Ethics 

 

The MSA is committed to providing service to students in a manner which maintains the 

highest of ethical standards. All employees are required to read and abide by the MSA’s 

Code of Ethics in its most current form. Employees who violate the Code of Ethics shall 

be subject to discipline, up to and including termination. 

The Code of Ethics policy can be found on the MSA website under the MSA Employees 

tab.  

 

 

3.2 Confidentiality and Privacy  

 

It is recognized that in the performance of your duties with MSA, you are likely to have 

access to confidential company records, data, sources of propriety as well as personal 

information about students, customers and patrons.  Unless such knowledge and 

information is specifically intended to be public knowledge, and has been identified as 

such, MSA regards all of its information as confidential, and not to be disclosed inside or 

outside MSA.  You should therefore lock up all such information and safeguard all 

electronic files at the conclusion of your workday.     

 

MSA guarantees its students, customers and patrons the utmost confidentiality in their 

relationship with MSA.  Employees and Board members are bound by the Confidentiality 

and Privacy Policy in the collection, use, disclosure and retention of personal information. 

Confidentiality in matters regarding students, staff, customers and business plans must be 

maintained at all times.  Breach of confidentiality will be cause for dismissal.   

The Confidentiality and Privacy Policy can be found on the MSA website under the MSA 

Employees tab.  

 

 

3.3 Conflict of Interest 

 

Employees shall not place themselves in a position whereby their job responsibilities 

conflict or compete with their personal interests, business interests, or other employment. 

Employees are restricted from being involved in any outside activity which would impair 

their ability to perform their duties with the MSA, and also restricts employees from 

working with a competitor of the MSA, or entering into a competitive venture while 

employed by the MSA.  

 

Situations which may involve a conflict of interest with the MSA should be addressed, in 

advance, with the Executive Director.  Should such a situation arise, please share it with 
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your manager who, in turn, will bring it forward to the Executive Director. 

For more information on this topic, go to the MSA website and click on MSA Employees 

to view: 

 Conflict of Interest Policy document 

 Staff Student Relationship Policy document. 

 

 

3.4 Equal Opportunity 

 

MSA is committed to the principles of equal opportunity and will recruit, hire and 

promote its employees without regard to race, ancestry, place of origin, colour, ethnic 

origin, citizenship, creed, sex, sexual orientation, gender identity, gender expression, age, 

record of offenses, disability, marital status, or family status.  This commitment also 

applies to other employment practices such as compensation, benefits, professional 

development and termination of employment. 

 

 

3.5 Health and Safety 

 

The Management of the Mohawk Students’ Association (MSA) is vitally interested in the 

health and safety of its employees. To this end, the MSA is dedicated to the continuing 

objective of preventing injuries. The MSA is committed to ensuring that its membership, 

staff, student leaders and others associated with its operation and services are provided a 

safe and healthy work environment.  

 

Your Manager will review the safety procedures pertaining to your specific job 

responsibilities.  You must protect your own health and safety by working in compliance 

with the law and the safe work practices and procedures established by MSA including 

participation in any health and safety training provided by the firm. You have a responsibility 

to report any potential health and safety hazards to your manager.   

 

MSA will have a Joint Health & Safety Committee in place at all times.  The role of the 

Committee is to represent all MSA employees in the area of health and safety in the 

workplace.  Specifically, members of the Committee are responsible for conducting regular 

workplace inspections, identifying any situations that may be a source of danger or hazard to 

employees, and to make recommendations regarding health and safety at MSA.   

 

If you experience an injury or illness, or in the event of an incident or property damage, 

during working hours or while on association business, you must report it to your 

manager immediately in order to provide protection for yourself and the company.  An 

accident report will be completed in the event of an injury that requires the employee to 

seek medical attention and/or to lose time from work.    

The Employee Health & Safety Manual can be found on the MSA website under the MSA 

Employees tab.  
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3.6 Discrimination, Harassment & Workplace Violence 

 

The MSA is committed to ensuring that its employees and all others associated with its 

operations and services are treated with respect and dignity. To this end, the MSA is also 

committed to providing a work environment free from harassment, discrimination and 

workplace violence. Acts of harassment, discrimination and violence will not be tolerated 

by the MSA.   

 

Discrimination based on race, creed, colour, age, sex, sexual orientation, marital status, 

family status, disability, ancestry, place of origin, ethnic origin, citizenship, record of 

offenses, gender identity and gender expression is unlawful. 

 

Workplace harassment is defined as vexatious comment or conduct against a worker in the 

workplace that is known, or ought reasonably to be known, to be unwelcome.  Harassment is 

not restricted to the prohibited grounds of discrimination listed above and may include 

comments or conduct that create a hostile or intimidating environment.   

Please note that differences of opinion, minor disagreements, and/or mutual hostility between 

co-workers are not considered workplace harassment.  All of these situations are defined as 

conflicts, to be resolved through the association’s dispute resolution process. 

 

Sexual harassment is one or a series of comments or conduct of a gender-related or  

sexual nature that is known or ought reasonably to be known to be unwelcome or 

unwanted, offensive, intimidating, hostile or inappropriate.  

 
Workplace violence is defined as either the exercise of physical force, an attempt to exercise 

physical force, or a statement or behaviour interpreted as a threat to exercise physical force, 

against a worker in the workplace. 

      

If you are unsure an action or behaviour qualifies as discrimination, harassment or workplace 

violence, please speak to any Department/Senior Manager.   

 

 The MSA encourages any employee who believes that either he/she or another person has  

been harassed to address his/her concern with the alleged harasser, where appropriate, in 

order to make the latter person aware that his/her conduct is unwelcome.  If the matter is 

not resolved, any employee, who believes he or she has been the subject of unlawful 

harassment, discrimination or workplace violence, should report the situation 

immediately to any Department/Senior Manager.   

 

An investigation will be conducted and a report of the findings will be provided to the 

Executive Director and President of the Board of Directors.  All complaints will be 

handled in a confidential and timely manner.  Reprisals against any employee who makes 

a discrimination, harassment or workplace violence complaint will not be tolerated.  If it 

is determined that harassment has occurred, appropriate remedial action will be taken. 

Where appropriate, this may include discipline, up to and including termination.  
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For more information on this topic, go to the MSA website and click on MSA Employees 

to view: 

 Code of Expectations policy document 

 Discrimination & Harassment policy document  

 Employee Health & Safety Manual: Policy #10 – Violence. 

 

 

3.7 Accessible Customer Service 

 

At MSA, we are serious about accessibility and want to ensure that all students, 

customers, patrons and other visitors are treated fairly, and in a manner that respects their 

dignity and independence, while accessing our services, facilities and online resources. 

 

We will communicate with people with disabilities in ways that take into account their 

disability.  We will permit people with disabilities to use assistive devices, service 

animals and/or support persons, as required, in those areas of our workplace as permitted 

by law.  All employees will receive accessible customer service training.   

 

As future requirements under the Integrated Accessibility Standards Regulation (IASR) of 

the Accessibility for Ontarians with Disabilities Act (AODA) are phased in, MSA will 

ensure compliance and provide employee training as required. 

The AODA employee training presentation can be found on the MSA website under the 

MSA Employees tab.  

 

 

3.8  Dispute Resolution  

 

While we will endeavour to create a work environment in which employees work 

constructively together, we recognize that, from time to time, there will be work-related 

conflicts or issue that arise.  To ensure that these conflicts and issues are resolved in a 

positive manner, MSA has developed a dispute resolution process. 

 

The dispute resolution policy is intended to provide the opportunity to resolve a dispute 

or complaint quickly, fairly and without reprisal and at the same time, improve 

communications and understanding between the employee and the person with whom 

they have the complaint/issue.   

 

The dispute resolution process provides two avenues for the employee – an informal and 

a formal process.  Employees are encouraged to resolve their work-related dispute, 

informally first, through discussions with whomever they have the issue with, whether 

that is their manager or a co-worker.   Should they not be successful in resolving the 

dispute in that manner, or are not comfortable approaching the other person, a formal 

process is available.  All requests for dispute resolution through the formal process will 

be handled in a timely and confidential (as appropriate) manner.  
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At any time during the process, the employee(s) or manager may call upon any 

Department/Senior Manager for advice/counsel in resolving the dispute.  Any employee 

who uses the formal process can do so without fear of reprisals or any form of 

intimidation.   

The Dispute Resolution Process can be found on the MSA website under the MSA 

Employees tab.  
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Terms of Employment 
 

 

4.1 Letter of Appointment 

 

All appointments to a position will be made in writing. A letter of appointment will 

confirm the position’s wage/salary, job title, length of term of contract (if applicable), 

starting date, probationary period (if applicable), benefits and any other relevant 

conditions of employment. The employee will be provided with a copy of the signed letter 

of appointment. 

 

Any future changes to key employment conditions to include but not limited to: position 

title, wage/salary, benefits, etc. will be provided to you in writing.  

 

 

4.2 Probationary Period 

 

All new employees, excluding contract employees, shall serve a three month probationary 

period. The probationary period provides the employee with an opportunity to become 

acquainted with assigned duties and the MSA environment, and permits the MSA the 

opportunity to determine the employee’s suitability to the position. 

 

Upon completion of the three months, a probationary employee will either be appointed 

as a permanent employee, terminated, or the probationary period will be extended for an 

additional three months to provide time for further assessment of the employee’s 

suitability to the position.  

 

 

4.3 Student Eligibility Requirements 

 

Any student working for the Mohawk Students’ Association, or any of its subsidiaries, 

must meet the following eligibility requirements: 

a) be a student-activity-fee paying full-time student of Mohawk College, 

b) maintain a minimum passing grade point average (60%) in the most recent academic 

semester, with no more than one failure, and 

c) be free of financial indebtedness to Mohawk College and the MSA. 

These qualifications must be maintained throughout the term of employment. 
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4.4 Hours of Work 

 

The standard hours of work for full-time salaried employees (excluding Operations) are 7 

hours per day, exclusive of one hour for lunch each day, for a total of 35 hours per week.   

 

From May to August of each year, the MSA Office establishes summer hours and closes 

early on Fridays.  Employees who work the summer hours schedule are required to reduce 

their lunch period by one half-hour each day in order to leave early on Friday. 

 

The standard hours of work for full-time salaried Operations employees are 8 hours per 

day and 40 hours per week.  The Operations employees do not participate in the MSA 

Office summer hours schedule. 

 

Full-time employees shall be permitted a rest period of fifteen minutes in both the 

morning and afternoon, as applicable.  

 

Certain positions (Operations, Special Events) may require irregular hours, shift work and 

weekend work. 

 

Hours of work for all other employees (Contract Salaried, Contract Hourly) will vary by 

position and will be as established in the employee’s letter of appointment. 

 

 

4.5 Job Descriptions 

 

There will be a job description for every position to which this Manual applies. Job 

responsibilities are subject to modification in the event of organizational changes which 

may occur, or changes in business or service needs and priorities. Job descriptions for 

new full-time positions, or substantial/significant changes to current full-time job 

descriptions, require the approval of the Board of Directors.   

 

Employees shall be provided with a copy of their job description and such description 

shall be reviewed periodically and updated as appropriate.  

 

 

4.6 Personnel File 

 

An individual personnel file for each employee shall be maintained by the MSA. The file 

shall consist of letter of appointment, job description, all new hire documentation, 

performance review documents, records relating to changes in conditions and nature of 

employment, and notes of commendation or discipline. The file shall be maintained as 

part of the permanent record of the MSA.  Contents of the record, once properly placed 

on file, shall not be removed.  Personnel files are the property of the MSA, but the 

employee will be granted reasonable access to them.  
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Pay and Benefits 
 

 

5.1 Pay Periods 

 

Employees shall be paid every second Thursday by payroll deposit. Pay is held four days 

in arrears.  

 

 

5.2 Wages & Salaries 

 

The MSA is committed to offering competitive wages/salaries to its employees within the 

financial resources available to the Association. To ensure equity and fairness to all 

employees, salary ranges or wage grids will be established for each position within MSA. 

Wages and salaries will be reviewed on a regular basis to ensure both internal and 

external equity. 

 

 

5.3 Overtime 

 

Salaried employees, below the level of Manager, are entitled to overtime compensation 

for hours worked in excess of the normal work week.  All overtime hours require the 

prior permission of the employee’s manager.  Employees will be compensated for 

overtime hours with an equivalent in-lieu time off. Overtime hours worked over 44 hours 

per week will be compensated by 1 ½ times in lieu. 

  

Contract hourly employees will be compensated for all hours worked over 44 hours per 

week with pay calculated at 1 ½ times their regular hourly wage or in lieu time calculated 

at 1 ½ times the overtime hours worked, at the discretion of the Operations Manager. 

 

Managers are not entitled to overtime compensation.  

 

All in-lieu time must be taken by April 30
th

 of each year.  Carryover of in-lieu time into 

the next fiscal year is not permitted. 

 

Any requests for an exception to this policy (in the event of extenuating circumstances 

due to heavy work demands) require the approval of the Executive Director.   

 

5.4 Employee Benefits  

 

All full-time salaried employees are eligible for participation in the Employee Benefit 

Plan upon the successful completion of three months of service.  Employees should refer 

to the Sun Life Employee Benefit Plan booklet, provided at time of plan enrolment, for 
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details of coverage. 

 

All other employees are eligible to purchase health coverage under the Student Health 

Plan provided by Mohawk Students’ Association. For more information, please visit 

www.ihaveaplan.ca or speak to your manager. 

 

 

5.5 Pension Plan 

 

All full-time salaried employees must participate in the CAAT Pension effective date of 

hire. This is a defined benefits plan in which you will contribute a percentage of your 

earnings and MSA will match your contributions.  Your yearly contribution will be range 

from 11.2% - 14.8% of your annual earnings, dependent on your salary level. This 

percentage is subject to change at the discretion of CAAT Pension Plan. 

 

Any employee of the MSA, excluding full-time salaried, can voluntarily opt into the 

pension plan.  Go to www.caatpension.on.ca  for more information about the plan, how 

you may join, and factors to consider before joining.  

 

 

5.6 Parking 

 

The MSA has made provisions to have employee parking permits, within Mohawk 

College lots, paid for and then deducted from the employee’s pay over the period of the 

permit. This is a voluntary program and is only available to salaried employees.  Please 

contact Finance if you wish to participate in this program. 

 

 

5.7 Gym Membership 

 

The MSA will reimburse 50% of the cost of the Mohawk College Gym membership for 

salaried employees.  Please contact Finance if you wish to participate in this program.    

http://www.ihaveaplan.ca/
http://www.caatpension.on.ca/
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Employee Performance & Professional Development 
 

 

6.1 Job Opportunities 

 

Vacant or newly-created full-time positions will be advertised internally and, where 

appropriate, externally.  The MSA will make every effort to fill each position with the 

best possible candidate. Consideration will be given to qualified existing employees when 

filling positions. 

 

Student Leaders are not eligible for consideration for any MSA position vacancy. 

 

 

6.2 Employee Performance 

 

The performance of all employees shall be reviewed on a regular basis. The format and 

frequency of these reviews may vary by position/department.  The purpose of employee 

performance reviews may include any or all of the following:  ensure the employee is 

meeting the required standards of performance, ensure the employee is aware of the 

effectiveness of his/her performance, address professional development and training 

needs, and recognize and develop the potential of employees to meet future MSA needs. 

 

We encourage employee input into the review process.  All performance review 

documents will require the signature of the employee and provide the opportunity for the 

employee to provide comments.  The signed review document will be placed in the 

employee’s Personnel file and a copy provided to the employee.  

 

 

6.3 Disciplinary Protocol  

 

At MSA, we expect all employees to be productive and to conduct himself/herself in 

accordance with the MSA’s policies, procedures and expectations.  However, there may 

periodically be times when an employee’s performance is not meeting the standards of the 

job and/or MSA.  In those instances, the MSA will deal with the employee in a manner 

that is expeditious, fair, consistent and, where possible, amicable. 

 

The MSA will normally follow the principles of progressive discipline when addressing 

performance issues or imposing discipline for improper conduct.  Typically, the process 

will move through the stages of verbal warnings, written warnings, suspensions, 

demotions or termination.  The MSA will consider the nature of the conduct as well as 

the employee’s prior performance/disciplinary record when determining the appropriate 

action to be taken, recognizing that the MSA has the right to impose whatever discipline 

it considers to be appropriate, up to and including termination, in any particular 
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circumstance. 

 

Documentation of an employee performance improvement plan or disciplinary notation 

will be placed in the employee’s personnel file and a copy will be provided to the 

employee. 

 

 

6.4 Professional Development 

 

At MSA, we encourage ongoing training and professional development of our employees.  

 

Any requests for reimbursement of fees and necessary books for academic courses, 

seminars or workshops related to your job must be discussed with your manager prior to 

enrolment.  Approval for reimbursement will be at the manager’s discretion, and will be 

dependent on budget limitations of the MSA and relation of the course to your current job 

and/or your career at MSA.  Reimbursement will require the employee to successfully 

complete the course/program. 
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 Time Away From Work 

 

 

7.1 Vacation 

 

Vacation entitlement is provided as follows: 

   

Full-time Salaried - Senior Managers 

Entitled to 22 vacation days in first year of employment. 

Starting in the 2
nd

 year of service, entitled to one additional vacation day for each 

additional year of continuous service, to a maximum of 30 working days. 

 

Full-time Salaried Employees, excluding Senior Managers 

Entitled to 15 vacation days in first year of employment.   

Starting in the 8
th

 year of continuous service, entitled to one additional vacation day for 

each year of service, to a maximum of 25 working days. 

 

Contract Salaried Employees  

One year contract - entitled to 10 vacation days. 

Contracts of less than one year – vacation will be pro-rated, calculated at .83 days per 

month, based on length of contract.  

 

Contract Hourly Employees 

Not entitled to any paid vacation days.  Employees will receive 4% vacation pay on each 

pay. 

 

In addition, the MSA Office will be closed during the Christmas break of each year, as 

per the college closure dates.  All salaried employees will receive their regular pay for all 

working days during this Christmas closure.   

 

The provision of vacations shall be arranged with due regard to the requirements of the 

MSA. Employees are encouraged to take their vacations during the summer months.  

Every attempt will be made to accommodate employee requests for vacation time. 

Vacations shall be authorized, in advance, by the employee’s manager. New employees 

are eligible to take vacation after completion of their Probationary Period. 

 

The vacation year is May 1 – April 30.  Vacation is earned and taken within the same 

twelve (12) month period from May 1
st
 to April 30

th
.  However, subject to approval of the 

Executive Director, an employee may be permitted to carryover up to 10 days of vacation 

into the following year.  Any unused vacation days, over the maximum 10 days carryover 

allowed, will be forfeited.  Such approval shall be at the sole discretion of the Executive 

Director. 

 

Upon termination of employment of a salaried employee, a vacation accrual calculation 
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will be made based on the employee’s current vacation eligibility level and the number of 

months the employee has worked in the current vacation year.  The employee will receive 

vacation pay for any accrued vacation days that have not been taken; conversely, if an 

employee has taken more vacation days than accrued in the vacation year to date of 

termination, MSA may deduct the amount owing from the employee’s final pay. 

 

 

7.2 Statutory Holidays 

 

The following holidays will be granted on the day which the holiday occurs, or is 

celebrated by the College: 

 

New Year’s Day 

Family Day (3
rd

 Monday of February) 

Good Friday 

Victoria Day 

Canada Day 

Civic Holiday 

Labour Day 

Thanksgiving Day 

Christmas Day 

Boxing Day 

 

All salaried employees will receive regular pay for the ten holidays listed above.  Holiday 

pay for hourly employees will be pro-rated based on their regular hours of work. 

 

Employees are required to work the scheduled day before, and scheduled day after, the 

holiday in order to be eligible to receive holiday pay (unless time off has been approved 

or excused). 

 

Should an employee’s religious faith dictate a need to observe a religious holiday not 

referenced in the list above, the employee may take the religious holiday in lieu of one of 

the holidays listed above.  Employees who wish to observe any religious holidays in 

addition to the 10 paid holidays provided by the company will be required to use a 

vacation day for the holiday.  At no time shall an employee’s paid holidays exceed 10 

days per year and any substitution of days for any holiday listed above requires the prior 

approval of your Manager.   

 

 

7.3 Employee Volunteerism Policy  

 

Volunteers are a vital part of many non-profit agencies.  This extra manpower contributes 

directly to the bottom line and many agencies cannot survive without the help of volunteers.  
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The MSA supports its employees volunteering in the community. 

 

Each salaried employee is entitled to take up to one (1) day off per year, with pay, to 

volunteer in the community.  The employee must request the time off in advance from their 

manager and provide a letter from the organization outlining the volunteer activity.  Only 

non-profit organizations or registered charities will be considered eligible volunteer 

organizations. 

 

 

7.4 Sick Leave 

 

In the event of illness or injury, employees are entitled to paid sick leave as follows: 

 

Full-time Salaried - Senior Managers 

Shall receive full pay for each of the first twelve days of absence from work due to illness 

or injury, consecutive or otherwise, during the MSA fiscal year. 

 

Full-time Salaried Employees, excluding Senior Managers 

Shall receive full pay for each of the first six days of absence from work due to illness or 

injury, consecutive or otherwise, during the MSA fiscal year. 

 

Contract Salaried Employees  

One year contract - shall receive full pay for each of the first three days of absence from 

work due to illness or injury, consecutive or otherwise. 

Contracts of less than one year – sick days will be pro-rated, calculated at .25 days per 

month, based on length of contract.  

 

Contract Hourly employees are not entitled to any paid sick leave days. 

 

As leave of absence for reasons other than illness or injury is covered by other provisions 

in this manual, sick leave entitlement shall not be used for other purposes.  

 

Sick leave days are not cumulative from fiscal year to fiscal year. No payments will be 

made in the event of unused sick leave days. New employees who begin their 

employment during the year shall receive a pro-rated number of sick leave days according 

to their position and entitlement listed above. 

 

 

7.5 Bereavement Leave 

 

In the event of a death in an employee’s immediate family, an employee shall be granted 

up to three days off commencing no later than the day of the funeral, without loss of pay. 

“Immediate family” is defined as a parent, spouse (or common-law spouse), child, 

brother, sister, mother-in-law, father-in-law, grandparent, grandchild, guardian, step-



 22 

parent, step-child, step-brother/sister, aunt or uncle. 

 

 

7.6 Emergency Closures  

 

Should the offices of the MSA be closed for any reason by the MSA, Mohawk College, or 

at the discretion of the Executive Director, all salaried employees will be paid their 

regular salary during the period of closure.   

 

Hourly employees will not receive pay for hours not worked due to an emergency closure, 

with the exception that employees already at work at time of closure announcement will 

receive a minimum payment in adherence to the Employment Standards Act. 

 

 

7.7 Court Leave 

 

When a full-time salaried/contract employee, who would otherwise be at work, is 

required to appear in court or before some similar body for purposes of jury duty or as a 

witness, salary will be paid in full and any compensation paid to the employee for such 

duty up to the regular salary will be turned over to the MSA. The employee shall be 

required to provide proof of any payment received. The employee shall return to work in 

the event of an adjournment.  

 

 

7.8 Personal/Family Health Leaves of Absence 

 

The Ontario government provides employees with a number of legislative unpaid leaves 

of absence to attend to personal, family or emergency situations.  These leaves include: 

 Maternity Parental Leave 

 Organ Donor Leave 

 Family Medical Leave 

 Family Caregiver Leave 

 Critically Ill Child Care Leave 

 Crime-related Child Death or Disappearance Leave, and 

 Personal Emergency Leave. 

 

Employee requests for any of the above leaves must be made to their manager as soon as 

the need becomes known to the employee.  MSA will provide a leave of absence in 

accordance with the legislation pertaining to the particular leave requested.  For more 

information on any of these leaves, please contact your manager.     
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7.9 Personal Leave of Absence  

 

The MSA recognizes that, on occasion, special circumstances may arise whereby a full-

time salaried employee may request a leave of absence for reasons other than those 

covered in this manual. Such requests shall be submitted in writing, stating full details, 

and each request will be considered on the individual merits by the Executive Director in 

light of the needs of the MSA.  Leaves of absence may be granted, with or without pay, at 

the discretion of the Executive Director.   

 

In the event of an approved unpaid leave, any accrued paid leave (vacation, in lieu time, 

etc.) must be taken prior to the start of the unpaid leave of absence.  During the period of 

the unpaid leave, the employee will not accrue vacation and participation in the employee 

benefit program and pension plan, as applicable, will be suspended.  In the event of a paid 

leave, the employee will continue to participate in the employee benefit program and 

pension plan, as applicable.       
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On the Job 
 

 

8.1 Attendance and Reporting 

 

It is the responsibility of each employee to contact his/her immediate supervisor prior to 

the beginning of a scheduled shift or work day to report any absence or tardiness. 

 

Managers may request a doctor’s note after two consecutive days of absence due to 

illness or injury.  Employees may be entitled to pay for sick leave as per the Sick Leave 

provisions outlined in section 7.4 of this manual. 

 

All salaried employees are required to submit a monthly attendance report form to their 

manager by the fifth day of the following month. 

 

 

8.2 Use of Information Technology Resources 

 

Employees who are provided access to any information technology assets owned and 

operated by the Mohawk Students’ Association for the purpose of performing their work 

duties are responsible for any use, or misuse, of their information and communication 

technology resources.  Only MSA Board members and staff may use technology owned 

by the MSA and MSA work must take priority over all school and/or personal use. 

Employees will respect the privacy of other users and the confidentiality of other users’ 

files and delete all redundant files and e-mail from the MSA’s server on a regular basis. 

The Information and Communications Technology policy can be found on the MSA 

website under the MSA Employees tab.  

 

 

8.3 Social Media  

 

Today’s generation thrives through the online world. Through the creation of, and 

maintenance of the MSA online social community we are able to not only provide 

information to our target audiences, but we are able to build a foundation of very useful 

information.  

 

Our goal is to create a very safe and accurate place for our members to share, contribute 

thoughts, and interact with the MSA. Students are constantly asking questions. Through 

our social media platforms, we want to be able to be a key resource for the answers.  

 

The Social Media Policy can be found on the MSA website under the MSA Employees 

tab.  
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This policy identifies the MSA representatives that may interact with our social media 

channels, the level of access they have been provided for each of the various channels, 

and the policies and practices to be followed to ensure representation of MSA in a 

professional manner at all times. 

 

 

8.4 Sustainability 

 

The MSA is constantly looking or way to lessen the effect that it has on the environment. 

This includes, but is not limited to, whenever possible, carpooling for business travel, 

reducing the amount of paper used, and purchasing eco-friendly products.  If you have 

any ideas of other ‘green’ initiatives, please share them with your manager.   

The Sustainability Policy can be found on the MSA website under the MSA Employees 

tab.  

 

 

8.5 Expense Reimbursement 

 

Employees are entitled to be reimbursed for approved travel, meal and accommodation 

expenses which are related to the business of the MSA, as per limits as established in the 

Expense Claim Policy. All requests for reimbursement shall be accompanied by 

appropriate receipts. Employees shall seek the approval of their Manager, in advance, for 

travel and related business expenses. Expenses shall be approved by the Executive 

Director.  

The Expense Claim Policy can be found on the MSA website under the MSA Employees 

tab.  
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Leaving MSA 
 

 

9.1 Resignation 

 

An employee resigning from a position within the MSA shall provide their Manager with 

at least two weeks written notification, or more as appropriate to the employee’s position 

within the company.  This notice period will allow you time to complete any key 

responsibilities and MSA time to make preparations for your replacement.   

 

MSA will issue the employee’s final pay cheque, including any additional monies owing 

(e.g. overtime, vacation pay), as well as the Record of Employment for Employment 

Insurance purposes, within 5 calendar days of the last day of work or last pay period.  All 

company property must be returned and all outstanding monies owing to MSA must be 

repaid prior to the issuance of the employee’s final cheque. 

 

 

9.2 Employee Retirement 

 

In the event of your retirement from MSA, we request that you provide us with as much 

notice as possible of your planned retirement date.  This will help to ensure that an 

effective transition plan can be put into place.   Please note that it is recommended that 

application be made for Canada Pension Plan and Old Age Security benefits 

approximately six months prior to your retirement date to ensure that you will begin to 

receive benefits at the start of your retirement.  

  

We encourage you to discuss your retirement plans or options with your Manager at any 

time.  We are happy to work together with you to ensure a retirement date that best suits 

your needs and that of the firm.    

 

All other termination procedures with respect to final pay and return of company property 

(as outlined above) will apply in the case of retirement.   
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Closing Remarks 

 

 
Thank you for taking the time to read through this Employee Handbook, which has been 

designed to provide you with an overview of working at Mohawk Students’ Association.   

 

Our policies and programs are reviewed on a regular basis by senior management and the Board 

of Directors to ensure they continue to meet the needs of the employees and the MSA.  Any 

changes to policies or programs will be communicated to all employees at the time of revision.   

 

If you require additional information or clarification on any of our policies or programs, or have 

some suggestions for change, please speak to your manager.   

 

 

Employee Acknowledgement 

 

Please read, sign and return this page to your manager for filing in your Personnel File. 

 

I have read and understand the policies and programs of Mohawk Students’ Association as 

described in the Employee Handbook and agree to abide by these policies in the 

performance of my work duties. 

 

 

 

_______________________________ 

Employee Name 

 

 

_______________________________ 

Employee Signature  

 

 

_________________ 

Date 

 

 

 

 

 

  

        


