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Welcome to the Team 
On behalf of the BC College of Social Workers, we welcome you to our team and hope that you 
will enjoy your work with us.  

This Employee Handbook (also referred to as the “Handbook”) was developed and updated to 
help you understand the College and our organizational culture, describe some of the 
expectations and policies for all staff, Board members, contractors, and any committee or task 
force members, and outline some key elements of your employment.  This Handbook is to help 
guide your work from the first day onwards – it is meant to be read, reviewed, and updated. It 
has been developed not just to give helpful information about our workplace but to also give 
guidance for behaviours. 

We are continuously transforming the way we operate to improve our ability to innovate, expand, 
and work with our Registrants to fulfill our mandate of public protection. Our team members 
have continued to meet the challenges of our field and we are very proud of where we are today 
and excited about where we are headed. 

This Handbook covers the areas that we feel are the most important for everyone to know. Just 
as our workplace and world grows and changes, this Handbook will too, and we reserve the right 
to interpret, change, or suspend, with or without notice, all or any part of our policies, 
procedures, and benefits at any time with the understanding that it is our responsibility to notify 
employees of any changes in advance. The Handbook has been developed to not just align with 
the BC Employment Standards Act, which governs our workplace, but to align with our 
employees and how we do business. Most areas of this Handbook cover our expectations, but 
some areas may need more information. If you require more information or clarity, you can 
always ask your Supervisor or the Registrar.   

We are a team working towards building a culturally safe and inclusive environment that 
promotes the safety of our workers, the efficiency of our work, and the environment we live in. 
This Handbook is a promise of what you can expect as an employee and what is expected from 
you. Although the policies laid out in this Handbook are important, it is really your talent and 
energy that keeps the organization going.  

Welcome to the team. We hope that you will take pride in being a member of our team and that 
your employment experience will be challenging, enjoyable, and rewarding. 

 

 

Mark Hillenbrand  Dr. Lise Beauchesne 
Registrar/CEO  Deputy Registrar 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96113_01
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Territorial Acknowledgement 
 

We acknowledge that the office of the BC College of Social Workers is located on the occupied 
and unceded territory of the Musqueam people. Further to this acknowledgment, our gratitude 
and respect extends to all the First Nations, Métis, and Inuit communities on whose traditional 
territories the BCCSW builds relationships and conducts business.  

The use of the term Indigenous Peoples is used intentionally as literature indicates it is a term 
that is inclusive of First Nations, Metis, and Inuit peoples of Canada.  

The College recognizes the need for a significant connection with Indigenous Peoples and 
communities so that Indigenous perspectives and knowledge are integral to the work of the 
College and the social work profession in BC. The College commits to deepening the 
understanding of the histories and cultures of Indigenous Peoples, the effects of colonization, 
and the role that social work has played in perpetuating the systems and stereotypes that 
subjugate Indigenous peoples in BC. Further, we strive to recognize achievement and resilience 
and to commit to developing meaningful dialogue and relationships founded on respect. We 
seek to look at how respectful dialogue may be initiated in a spirit of reconciliation and forward 
movement. 

The College is committed to reconciliation with Indigenous Peoples by implementing a culturally  
safe, diverse, and accessible Social Work regulatory system that enhances public trust and public  
protection for all Indigenous Peoples and British Columbians. 
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About Us 
 

The BC College of Social Workers is a regulatory body with most of its Board elected by 
Registered Social Workers.  

The Social Workers Act of 1969 initially created the Board of Registration for Social Workers 
(BRSW) which had the authority and oversight to regulate social work in the public interest. In 
2008, with a new and revised Social Workers Act, the BC College of Social Workers (BCCSW) was 
created. 

The College works to fulfill its mandate of public protection and improve social work practice by 
developing and distributing quality standards of practice, holding registered social workers 
accountable to these standards of practice, and supporting education and training. In protecting 
the public, the College reviews all complaints of any Registered Social Worker to ensure quality 
standards are being met. We promote quality social work within the profession and provide a 
formal complaint process for the public regarding the actions of individual Registered Social 
Workers. 

Anti-Racism, Cultural Safety & Humility 

 
The British Columbia College of Social Workers (BCCSW or the College) supports local, national, 
and global movements to end racism and discrimination against Black, Indigenous, and People 
of Colour. The commitment to creating a just and equitable society, free of racism and 
discrimination, is a call to action for the College to continually examine and improve our practices 
and implement initiatives that make a difference.  

The College recognizes that Indigenous peoples and their communities, in the past, present, and 
future, inherently occupy a unique space on the land and in the community within British 
Columbia and across Canada. Indigenous peoples and their communities have inherent rights 
and require acknowledgement of the intergenerational trauma resulting from colonialization 
and racism. Indigenous peoples are due distinct dignity, respect, and attention in the work of 
decolonization and dismantling systemic racism.  

The College is committed to continually review its policies, procedures, and guidelines to ensure 
they are embedded with cultural safety and humility. 

  

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/08031_01
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1.0 How We Conduct 
Ourselves 
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As a part of our team, you can expect to be treated with dignity, respect, and privacy. This section 
outlines key areas employees should know about their rights and responsibilities in the 
workplace and the College’s expectations. 

The College’s duties and objectives are to protect the public by ensuring that Registered Social 
Workers deliver qualified, safe, and ethical services to their clients. As an important part of that 
mandate, the College supports every employee’s right to receive equal opportunities, regardless 
of race, colour, ancestry, place of origin, religion, marital status, family status, physical or mental 
disability, sex, sexual orientation, and age.  

Our workplace is constantly growing and changing – and we want every part of our team to grow 
and change with us. You have a very important role in our growth and development, and we 
welcome you to share your ideas to create a safer and comfortable workplace.  

Code of Conduct 
 
All employees are expected to conduct themselves in ways that reflect favourably upon the 
integrity of the Board, the College, and the social work profession generally. Employees will act 
with respect, fairness, honesty, inclusiveness, and with the utmost confidentiality in all 
relationships, including members of the public, members of the social work profession, other 
organizations related to the social work profession, BCCSW Board, committee, and task force 
members, and other staff. 

The Board of the BCCSW operates on the general assumption that all registrants, Board 
members, committee and task force members, and staff are, and will act as professionals, 
meaning that each individual: 

o Has the knowledge, skills, and experience to carry out their responsibilities and 
expectations well; and/or 

o Is committed to acquiring such knowledge, skills, and experience; 
o Will use common sense and wisdom; and/or 
o Will act ethically and with integrity, promoting a positive public image for the social work 

profession and the College. 

Professional Conduct Standards 

As the regulatory body for social work profession in British Columbia, the British Columbia 
College of Social Workers (the College) establishes professional conduct standards for social 
work. This is one of the key resources the Board must assist in meeting its mandate of protecting 
the public interest.  

The purposes of professional conduct standards are to: 
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o Set the minimum acceptable standards for professional conduct;  
o Provide guidelines for social workers to exercise professional judgment regarding their 

own professional conduct;  
o Establish criteria for the assessment of complaints about the practice of social work; and 
o Inform the public about reasonable expectations of social work professional conduct. 

The College adopts general professional conduct standards which apply to all areas of social 
work, as well as practice guidance which apply to specific fields of practice. These standards 
articulate specific aspects of generally accepted standards of professional conduct. This is based 
on a body of knowledge developed and acquired through a combination of formal social work 
education, continuing education, and academic literature, as well as experience in professional 
practice. In some instances, the practice guidance for specific fields may identify knowledge 
which is relevant for the field, in addition to knowledge necessary for basic social work 
professional conduct.  

Specific practice guidance should be read as a whole with the general professional conduct 
standards. In all areas of practice, social workers are expected to know and comply with the 
Social Workers Act, the Bylaws, and the Code of Ethics. 

Bullying and Harassment 

All employees are expected to conduct themselves and behave in a manner that is conducive to 
the efficient and safe operation of the College. Conduct that disregards the Respectful 
Workplace policy, interferes with operations, discredits BCCSW, or is unsafe, offensive, or 
harmful to coworkers will not be tolerated. 

Respectful Language 

We are all expected to be respectful and courteous when dealing with anyone we work with or 
do business with. Please be mindful of the tone and volume of your voice and respect those 
working around you. 

Obscene or offensive language is strictly prohibited for all employees at all times. Should 
obscene, offensive, or inappropriate language be used or heard, complaints may be made 
directly to your immediate Supervisor who will investigate the situation and determine if any 
disciplinary action may be taken to rectify the issue. 

Definitions 

“Discrimination” – as defined by BC Human Rights Tribunal 
 

A person discriminates under the BC Human Rights Code if: 

o They treat someone badly or cause them harm in an area such as employment; 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/08031_01
http://www.bchrt.bc.ca/human-rights-duties/
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o A personal characteristic like race is a factor in the harm; and 
o There is no defence for the conduct. 

The protected characteristics under the BC Human Rights Code are age, ancestry, colour, 
criminal conviction, which is unrelated to the person’s employment, family status, gender 
expression, gender identity, Indigenous identity, marital status, mental disability, physical 
disability, place of origin, political belief, race, religion, sex, sexual orientation. 

“Bullying and Harassment” – as defined by WorkSafeBC 

1. Includes any inappropriate conduct or comment by a person towards an employee that 
the person knew or reasonably ought to have known would cause that employee to be 
humiliated or intimidated, and 

2. Excludes any reasonable action taken by an employer or supervisor relating to the 
management or direction of workers or the place of employment. 
 

Bullying and Harassment includes but is not limited to: 

o Verbal aggression or insults  
o Calling someone derogatory names 
o Harmful hazing or initiation practices 
o Vandalizing personal belongings  
o Spreading malicious rumours 

Harassment includes Sexual Harassment which is defined as follows by the BC Human Rights 
Code: 

Sexual harassment is a form of sex discrimination. It is sexual harassment if someone repeatedly 
says or does things to you that are insulting and offensive. It can be words or actions that are 
sex or gender-related. There are many types of sexual harassment:  

o Unwanted touching  
o Making offensive jokes or remarks about women or men  
o Making sexual requests or suggestions 
o Staring at or making unwelcome comments about someone’s body  
o Showing sexual pictures or images  
o Being verbally abusive to someone because of gender  

Harassment may be sex discrimination even if it is not sexual in nature. This can happen when 
someone harasses you simply because of your gender. Sexual harassment happens most often 
to women, but it can also happen to men or between members of the same sex. 

 

 

https://www.worksafebc.com/en/health-safety/hazards-exposures/bullying-harassment
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96210_01
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96210_01
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What isn’t harassment? – as outlined by WorkSafeBC 
 
Bullying and harassment should not be confused with exercising managerial authority. Examples 
of reasonable management action might include decisions relating to job duties, workloads, 
deadlines, transfers, reorganizations, work instructions or feedback, work evaluation, 
performance management, and/or disciplinary actions. 
 
Application of Policy 

BCCSW proudly stands behind all we do and say, and so this policy applies to all employees, 
including the Board, any task force or committee members, Supervisors, suppliers, contractors, 
customers, and anyone else conducting any form of business on behalf of the College. This 
includes any location where business is being carried out and any activities (including social or 
travel) associated with the College. It also applies to interpersonal and electronic 
communications, such as email. 
 
Responsibilities 

All employees, including Supervisors, must ensure they are:  
o Not engaging in bullying or harassment in breach of this policy; 
o Proactively maintaining a workplace free from harassment and bullying; 
o Promptly reporting breaches or potential breaches of this policy, whether experienced 

or observed, and whether involving persons who perform work at the College or who 
attend our worksite or any work-related setting outside of our worksite to a supervisor; 

o Immediately informing a supervisor if there is an imminent threat or risk of violence that 
could compromise an individual’s safety; 

o Fully cooperating with any College investigations into potential bullying or harassment; 
and 

o Complying with this policy and any other policy implemented by the College that is related 
to preventing and addressing bullying and harassment in the workplace. 

In addition to these responsibilities, management is also responsible for: 

o Proactively maintaining a workplace free from harassment and bullying; 
o Providing workplace bullying and harassment training; 
o Promptly responding to reported or suspected breaches of this policy; 
o Conducting investigations into breaches or potential breaches of this policy; 
o Taking appropriate follow-up measures or corrective actions following an investigation; 
o Keeping records of complaints, investigations, corrective action and follow-up measures;  
o Making sure no person shall suffer reprisal as a result of making a complaint, or for 

providing information; 
o Ensuring awareness of and compliance with this policy in your area of responsibility; and 
o Reviewing this policy, the procedures set out therein, and the steps taken by the College 

to address bullying and harassment on an annual basis as directed by the College. 

https://www.worksafebc.com/resources/health-safety/information-sheets/how-to-recognize?lang=en&direct
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Confidentiality 

Complaints of Bullying and Harassment or Discrimination involve confidential and sensitive 
matters. Confidentiality is required, so those who may have experienced Bullying and 
Harassment, or Discrimination will feel free to come forward, and the reputations and interests 
of those accused are protected. 

All employees involved in a Bullying and Harassment, or Discrimination complaint must maintain 
the confidentiality of any information they receive during the complaint process. Any employee 
breaching confidentiality may be subject to disciplinary action, up to and including dismissal. 

Although the College is subject to disclosure that is required by law or is necessary to investigate 
or resolve a complaint, we will make every effort to keep confidential any information about the 
complaint. 
 
Retaliation 

Everyone has the right to report in good faith, incidents of discrimination, harassment, bullying, 
and inappropriate behaviour without fear of retaliation. Retaliation of any kind against 
employees who file Bullying and Harassment, or Discrimination complaints will not be tolerated 
and will be subject to discipline, up to and including dismissal. 

False or Frivolous Complaints (Bad Faith) 

Complaints of Bullying and Harassment or Discrimination are serious matters. Employees who 
are found to have made frivolous, vexatious, or malicious complaints of Bullying and Harassment 
or Discrimination may be subject to disciplinary action, commensurate with the weight and 
impacts of the judgements made. 
 
Criminal Offences 

Where behaviour may constitute a criminal offence, the appropriate authorities will be notified.  

Annual Review 

This policy statement will be reviewed annually. All employees will be provided with a copy for 
review and signature. Signed copies will be placed in each employee’s personnel file. 

Complaint and Investigation Procedures for Bullying and Harassment or Discrimination 

Employees who believe that they have been subject to or have observed Bullying and 
Harassment or Discrimination in our workplace have a responsibility to file a complaint or 
reporting their concerns as soon as possible. 

Employees may file a complaint or report their concerns either orally or in writing in the following 
ways: 
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1) If comfortable doing so, speak to the individual. Tell the offending individual that their 
behavior is unwelcome and ask them to stop. 

2) Report the incident. If, after asking the other individual to stop their behavior, the activity 
continues, you may report the inappropriate behavior to the Registrar. If the incident is 
involving the Registrar, you may report the inappropriate behavior to the Executive 
Committee of the Board of Directors.  

3) An investigation will be conducted. Once a complaint is received, an investigation is 
undertaken immediately, and all necessary steps are taken to resolve the situation. If the 
incident is involving the Registrar, then the Executive Committee of the Board of Directors 
or their designate will conduct all interviews. In most cases, both the complainant and 
the individual who is alleged to have acted inappropriately are interviewed, along with 
any individuals who may be able to provide relevant information.  

4) Appropriate action will be taken by the College upon completion of the investigation, and 
where it is warranted, we will promptly take corrective measures, which could include 
counseling, reprimand, or dismissal. If the complaint was filed in good faith, no 
documentation whatsoever is placed in the complainant’s file, regardless of whether the 
complaint is upheld. 

5) Confidentiality is maintained. A complete written record is kept of each complaint that 
proceeds to an investigation, including how it was investigated and resolved. Every 
attempt will be made to ensure all information gathered is kept as confidential as 
possible. 

Unless exceptional circumstances exist, a complaint or report must be made within six (6) 
months of the alleged incident(s), but employees are encouraged to report within twenty-four 
(24) hours. All complaints will be taken seriously and will be dealt with fairly and promptly.  

A complaint or report should include any relevant documents (emails, photographs, physical 
evidence, etc.) to support any allegations and should reference the following information: 

o The names of the parties involved 
o Any witness(es) to the incident 
o The location, date, and time of the incident(s) 
o Details about the incident (behaviour and/or words used) 
o Any additional details that would help with an investigation 

Both the complainant and the respondent will be interviewed, along with any witnesses, to 
ensure a fair hearing is provided to all parties. The respondent will be given details of the 
complaint and will be provided reasonable opportunity to respond. 

All investigation proceedings will be documented. In cases where external investigators are 
hired, the investigator will file a report of findings with recommendations. 

If an employee’s complaint or report of Bullying and Harassment is found to have merit, then 
appropriate remedial or disciplinary action will be taken. This action may include education and 
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training, modification of policies and procedures, or formal disciplinary action up to and 
including dismissal of the offending person(s). 
 
Off-Duty Conduct 

Teamwork is essential in our College, and everyone has the right to work in an environment free 
of inappropriate conduct by other individuals, including threatening or harassing behaviour. 

These rules also apply to electronic mediums and any inappropriate conduct is not more 
acceptable because it happened online.  

It makes no difference how inappropriate conduct occurs whether on College time or personal 
time. Once it's public knowledge, the team loses trust, and respect for each other. We do not 
have to like our co-workers or agree with everything in our work environment, but we do need 
to be respectful, ethical, lawful, and professional while on or off-duty. 

Respectful Workplace Policy 

The purpose of our respectful workplace policy is to create and sustain a vibrant, healthy, safe, 
and caring work environment. Respectful behavior:  

o Displays personal integrity and professionalism;  
o Demonstrates respect for individual rights and differences; and  
o Encourages accountability for one’s actions.  

Our relationships with each other are critical to the success of both a positive and culturally safe 
workplace. 

This policy is expected to be adhered to by all employees, Registered Social Workers, Board 
members, any task force or committee members, as well as members of the public and 
individuals conducting business with the College. We all have the right to work in an environment 
that is respectful and a responsibility to treat everyone at work with consideration. A respectful 
workplace:   
 

o Is inclusive;  
o Values diversity;   
o Provides clear communication on expectations of behavior;   
o Promotes employee health and safety;  
o Provides resources and training to resolve disputes;  
o Strives for improvement;  
o Has open channels of communication;  
o Encourages self-awareness and self-reflection; and  
o Encourages a commitment to learning with humility.    
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Respectful workplaces are productive, rewarding, and enjoyable for everyone. They are 
environments where employees work well together and recognize that: 
 

o Behaviours and attitudes affect others;  
o Building upon individual strengths and abilities fosters a positive workforce; and 
o Each person is unique and has the right to be treated with respect and dignity.  

Everyone shares the responsibility for building and maintaining a respectful workplace. A 
respectful workplace promotes: 
 

o A welcoming environment 
o Employee engagement 
o Better health and well-being 
o Respectful resolution of issues 

o Increased productivity 
o Improved morale 
o Increased creativity 

 

In contrast, disrespectful workplace behaviour is: 

o Conduct, comments, actions, or gestures which are humiliating, offensive, hurtful or 
belittling;   

o Repeated: conduct, comments, actions, or gestures which when taken in isolation seem 
minor but when repeated can lead to a conclusion of harassment;   

o A single incident of sufficient seriousness to have a significant impact on the recipient or 
the work environment;   

o Hostile or unwanted;  
o Affecting an employee’s dignity, well-being, or physical integrity; and 
o Resulting in a harmful or poisoned work environment.  

Equity, Diversity, Inclusion & Belonging 

At BCCSW, we are committed to ensuring Equity, Diversity, Inclusion & Belonging (EDIB) is 
embedded across all our operations. As such, we have made commitments to equitable 
treatment of all employees and stakeholders to ensure inclusivity and diversity are celebrated 
within our College and across all departments. 

Our practice has been and will continue to be one of honest evaluation of everyone’s 
qualifications, abilities, and contributions. We regularly update and review our evaluation 
process by encouraging employee input and auditing our EDIB processes. 

We base all employment decisions on the principles of equitable employment opportunity and 
with the intent to further the College’s commitment to equitable opportunity. We are committed 
to ensuring that all people-related actions, such as recruitment, hiring, promotion, 
compensation, benefits, layoffs, returns from layoffs, and College-sponsored training are 
administered without regard to race, color, religion, national origin, sex, age, handicap, or status. 
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As an equal opportunity employer, we pride ourselves on making reasonable accommodations 
for qualified individuals with known diverse abilities unless to do so would result in an undue 
hardship.   

Any individual who feels they, or another individual, have been the subject of discriminatory 
treatment should report it immediately to their Supervisor or the Registrar. The Registrar, or 
their designate will investigate all complaints. 

Communication in the Workplace 
 
Communication is a cornerstone in our work. Therefore, the expectation for both internal and 
external communication is for it to be timely and respectful. Challenges may arise in the 
workplace and should not be kept to ourselves. We value an open and safe environment where 
we discuss our problems, concerns, and challenges with the appropriate person; BCCSW has a 
culture of providing feedback in the moment with whoever is involved. If an employee does not 
feel that communication can happen directly with the party involved, they may involve their 
Supervisor or the Registrar to support the situation. We ask employees that are receiving 
feedback to listen, learn and genuinely hear the situation. 

Suggestions are welcomed and expected, and we think that most workplace concerns can be 
resolved through open and honest discussions with each other and the Registrar’s office. 
Employees who wish to bring forward their concerns to the Registrar are encouraged to do so 
verbally or in writing and the College will address any concerns respectfully, equitable, and in a 
timely manner. Should an employee feel that their concerns have not been adequately 
addressed, they may present their concerns in writing to the Registrar who will respond within 
five days. 
 
In exceptional circumstances, an employee has a right to direct their concerns in writing to the 
Executive Committee of BCCSW, and/or appeal the Registrar’s decision in writing to the 
Chairperson of the Board. Such exceptional circumstances relate to situations where the Board’s 
policies regarding staff appear to be transgressed, and/or where the reputation of BCCSW may 
be at risk. The Chairperson will meet with the Registrar of the employee within thirty (30) days of 
receipt of the employee’s letter to attempt to resolve the issues.  Any decisions made by the 
Executive Committee will be final and binding.  

  

I have read and understand Section 1: 

Initials: __________________________ Date: ________________________________________________ 
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2.0 Employee Relations 
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Performance Appraisals 
 
Probation 
 
The probationary period is an integral part, and an extension of the employee selection process. 
During the probationary period, the employee’s Supervisor shall work in collaboration with the 
employee to achieve a desired and acceptable level of performance. All new employees shall 
serve a three-month probationary period.  
 
The probationary period provides the employee an opportunity to learn about BCCSW and their 
work expectations. During this time, employees should expect closer supervision and more 
frequent feedback to support employees on any gaps in their knowledge and skills related to 
their work expectations. It also allows both the employee and employer the opportunity to 
assess suitability with the College. We invite you to actively participate in this process and ask 
questions that will help your understanding of your position within the College. 
 
If during the probationary period, the College, in its sole discretion, determines that for any 
reason you are unsuitable for the position for which you were hired, it may decide to terminate 
your employment. If your employment is terminated during the probationary period, the College 
will have no further obligation to you with respect to the termination of your employment.  

There is no probationary period for term employees. 

Performance Appraisals 
 
We all want to feel successful and competent in our jobs. We believe that everyone comes to 
work to do a good job and should expect fair, comprehensive, and regular reviews of their 
performance. Performance appraisals also support recognition, foster employee self-
development, and identify performance and personal areas for development. Feedback 
between an employee and their Supervisor should be ongoing, frequent and a regular part of 
working together. 
 
The College will conduct a review of the employee’s job performance following the completion 
of six months of employment. Thereafter, the College will conduct an annual evaluation of the 
employee’s job performance. 
 
Performance appraisals are an opportunity to reflect back and look ahead on personal and 
organizational objectives, strengths, and opportunities for growth. Performance appraisals will 
be comprised of a self-evaluation, along with an evaluation by the Registrar/Supervisor. These 
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reviews aim to ensure we are all working effectively together in support of our mission and vision, 
to promote positive career growth and engagement, and recognize accomplishments.  
 
Throughout the year, the employee and employer may refer to this document to track progress 
made toward objectives, highlight areas of concern, and indicate challenges identified along the 
way. 

As an additional tool to increase communication and feedback at BCCSW, and in alignment with 
our commitment to continually engage with our staff to ensure we are providing a positive 
employee experience and staff engagement; we will endeavour to conduct yearly engagement 
surveys with staff to provide employees an opportunity to give upwards feedback in areas of 
employee satisfaction, engagement, inclusivity, etc. 

Layoff and Termination of Employment 
 
Continuous employment with the College is dependent on various factors. As a result, at times 
it may be necessary to change staffing levels, job duties, hours of work, and all forms of 
compensation and benefits. The College may at times utilize the temporary lay-off provisions of 
the Employment Standards Act, as amended from time to time.  

When it is necessary to terminate the employment of an employee who has completed three 
consecutive months of continuous employment, except where the termination is by way of 
dismissal for just cause, the team member shall receive either:  

o Working notice in writing in accordance with the Employment Standards Act; or  
o Equivalent wages to the required notice period at the employees’ regular rate of wages 

for their regular hours of work, in-lieu of the notice; or 
o The entitlements negotiated in their employment agreement.  

Any employee who consecutively fails to report to work without notice and approval from their 
Supervisor, and who cannot be contacted at their home phone number for a minimum of three 
(3) consecutive days, will be deemed to have abandoned their position.   

Performance Management 
 

BCCSW recognizes that fair and constructive guidelines need to be in place to encourage and 
support appropriate behaviour and performance in the workplace. We approach performance 
management as a tool for learning and coaching and it is the responsibility of both employees 
and their Supervisors to ensure appropriate performance occurs.  Every effort must be made to 
ensure the performance procedures in place, are followed, and training/coaching is available 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96113_01#part8
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96113_01#part8
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and accessible to improve performance problems.  When discipline is required, it will be carried 
out with respect and equity.   

Should there become a need for discipline, we use a progressive discipline model. The intent 
behind progressive discipline is to work with an employee to correct their actions and have a 
harmonious and long-term employment relationship. For most cases, the process is as follows: 

o Verbal Warning 
o Written Warning 
o Suspension 
o Termination 

Examples of where disciplinary action may be taken include, but are not limited to, the following 
list: 

o Unethical, unprofessional, or unlawful behaviours; 
o Habitual lateness or lack of attendance; 
o Lack of job performance; and 
o Failure to adhere to the College policies and guidelines. 

In cases of serious misconduct or where BCCSW is put at risk, discipline may begin at any step 
including termination (i.e., harassment or theft). 

 

  

I have read and understand Section 2: 

Initials: __________________________ Date: ________________________________________________ 
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Hiring Process 
 
Vacant positions will be filled through a process of inclusive recruitment and selection designed 
to hire and retain a diverse group of candidates who meet the skills and criteria threshold of the 
roles. BCCSW will ensure that information about vacancies will be circulated as widely as possible 
to ensure that any postings can readily come to the attention of equity deserving groups. 

All applications will be welcomed and will be considered on the relative merits of the applicant 
against the job specifications for the position. Job specifications will only include criteria which 
are objectively required for the duties and responsibilities of the vacancy.  The hiring process will 
involve a formal job application, including a resume, along with an interview and reference 
checks. 

The Registrar, or their designate, has the sole responsibility and authority for hiring all staff and 
may from time-to-time ask the Board to become involved in the hiring process. Wherever 
necessary, a successful criminal record check will be required as a pre-condition to commencing 
employment. 

As per Section 41(1) of the BC Human Rights Code, preference may be given to qualified 
applicants of First Nations ancestry. Preference may also be given to applicants who can 
demonstrate knowledge and/or experience with various Indigenous languages, culture, history, 
and customs. 

As a part of the College’s commitment to work in partnership with new employees during the 
probationary period, the new employee will receive an orientation within two weeks outlining: 

o The Social Workers Act;  
o BCCSW, its mandate, policies, and programs;  
o BCCSW Employee Handbook; and 
o BCCSW Bylaws. 

For any staff who are hired with gaps in their qualifications and experiences, the Registrar will 
ensure that they are provided the opportunities to fill these gaps through on the job training 
and experience, on-going supervision, and/or external workshops or courses.  

Misuse of Property 
 
BCCSW, and its management, the Board, and employees must at all times comply with all ethical 
principles and policies of the College and all laws and regulations governing the activities of the 
College.  The removal of College product or equipment from the premises must have permission 
from their Supervisor and/or the Registrar. 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96210_01#section41
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/08031_01
https://bccsw.ca/wp-content/uploads/2016/09/Bylaws-in-force-Jan-2017_Hyperlinks-1.pdf
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Any employee found to remove College product without authorization will be subject to 
disciplinary action, up to and including immediate dismissal. 

Conflict of Interest 
 
BCCSW is committed to upholding the highest level of integrity and ethical behaviour in the 
workplace. It is very important that our reputation is based on sound behaviour and business 
practices that reflect our professionalism. A conflict of interest or perceived conflict of interest 
must not exist between an employee’s private interests and their ability to perform their duties. 

We trust your judgment and are excited for your growth within the College. If, at any time, you 
are unsure of a situation that may place you in a conflict of interest, please refer to the guidelines 
below or discuss the situation with the Registrar. 

Some non-exhaustive conflict of interest examples include: 

o An employee benefits from, or is reasonably perceived to have benefited from, the use 
of information acquired solely by reason of the employee’s employment; 

o An employee uses the employer’s property to pursue their private interests or the 
interests of friends, families or a business or organization controlled by any of these 
individuals; and  

o An employee requests or accepts from an individual, corporation, or organization, 
directly or indirectly, a personal gift or benefit that arises out of the employment, other 
than the exchange of hospitality between persons working together. 

 
BCCSW won’t reject a suitable job candidate on grounds of their relation to a current employee. 
However, to mitigate the potential risks associated with employment between people who are 
related, employees are expected to advise the Registrar of relatives and personal relationships 
within the College. Employees who are related must not be involved in a supervisory/reporting 
relationship with one another. 

Confidentiality  
 
Staff of BCCSW, the Board, and any task force or committee members are bound by the Code 
of Conduct to maintain confidentiality. Confidential information means information disclosed to, 
used by, developed by, or made known to the employee which is not generally known by persons 
outside the College.  This includes, but is not limited to, personal information about registrants, 
clients of social workers, financial and other information about the College, and any information 
inadvertently disclosed by any other organization. Any disclosure of such confidential 
information would breach the College’s policies and may be subject to discipline.    
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Intellectual Property 

Intellectual property generally refers to the product of intellectual or creative activity, which is 
protected under the law. Improperly disclosing or using intellectual information may lead to 
corrective action up to and including dismissal and potentially legal action.  

Work produced for the use of the College by an individual, during or outside working hours, on 
or off the premises, belongs to BCCSW.  This non-exhaustive list are examples of confidential 
information that is vital to the interests of the College: 

o Financial information 
o Proprietary information 
o Information about registrants and/or clients of social workers  

Such information must not be disclosed to anyone other than authorized persons. 

Workplace Privacy & Privacy of Personal Information 
 
We respect your personal privacy and your right to an expectation of privacy in personal matters 
at work. However, as a general rule of thumb, we should all consider that anything we do while 
on College premises, or create on College time, using College resources might be read, checked 
or monitored by BCCSW management individuals at any time. 

Your work output is generally considered College property. As such, others in the College may 
review it at any time. In addition, business equipment belonging to the College and supplied for 
the purposes of your work must not be considered your private property. There may be 
occasions when another individual is required, for business purposes, to access your office 
equipment in your absence. 

Email, work calendar, and Internet activity conducted using College property is subject to 
monitoring at any time. 

When you join BCCSW, you give us information about yourself for payroll, benefits, and 
emergency purposes and BCCSW’s Accounting team is responsible for ensuring that your 
personal information remains confidential throughout your career with the College. It is not 
collected, used, or disclosed except in accordance with the guidelines of the Freedom of 
Information and Protection of Privacy Act. You have the right to request to see your personal 
information as well and should address such requests to the Registrar. The Privacy Officer for 
BCCSW is the Registrar/CEO. 

Where it is deemed necessary and appropriate, BCCSW may conduct background checks on 
new employees. These checks may include, but are not limited to, Criminal, Credit, and Reference 
checks. Any checks will be done in line with current Privacy legislation and with the consent of 
the employee.  
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Fit for Work 
 
In order to create a safe working environment, and an equitable workplace for all individuals 
with varying relationships to substance use, alcohol, drugs, or their paraphernalia, legal or 
otherwise, are not permitted in the office. The measure of acceptable use prior to working hours 
is comprised of the employee’s ability to be fit for work. "Fit for work" means an employee is able 
to perform the duties of the job in a safe, effective, and predictable manner. Employees who are 
required to take prescription drugs, should ensure that the drugs do not impede their ability to 
perform their job responsibly. 
 
BCCSW and its employees have a responsibility to ensure the workplace remains free from 
adverse health effects and every person is fit to work safely and effectively. We are committed 
to protecting employees, registrants, and the public from the potential adverse effects of being 
unfit for work which includes but is not limited to inappropriate use of alcohol and drugs, 
emotional distress, and lack of sleep.  

BCCSW does not allow employees to consume substances that will impair their ability to do their 
job safely at work. If an employee reports to the workplace and is deemed unfit for work, they 
will immediately be sent home without pay for the day; if alternative transportation is deemed 
necessary it will be arranged. An employee with repeated offences against this policy may suffer 
serious discipline up to and including termination of employment.  

Employees must: 

o Arrive to work fit for duty, and remain fit for duty throughout their workday; 
o Perform their work safely and responsibly; 
o Avoid the consumption, possession, sale, or distribution of marijuana, other drugs, or 

alcohol on College property, and during working hours even if off College property; 
o When off duty, refuse a request to come into work if unfit for duty; 
o Report limitations, potential risk, or restrictions which may require an accommodation 

because of medically approved marijuana use or other prescribed medications; 
o Report unfit co-workers to management; 
o Seek advice or appropriate treatment, where required; 
o Communicate dependency or emerging dependency to their Supervisor and/or the 

Registrar; and 
o Abide by all governing legislation about the possession and use of marijuana. 

Individuals who believe they have a developing alcohol and/or drug problem are expected to 
assume responsibility and seek assistance from their physician(s) and/or appropriate 
community resources before their job performance is affected or violations of this policy and 
related guidelines occur. 
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Individuals who suspect or recognize a misuse, dependency, or emerging alcohol or drug 
problem in a co-worker should seek advice from your Supervisor before personal safety is 
compromised, or violation of this Handbook occurs. Individuals are required to report unsafe 
acts and illegal activities to the Registrar. 

Prescription drug use, including marijuana, does not entitle an employee to be impaired at work, 
nor does it entitle an employee to compromise their safety, or the safety of others and it does 
not excuse absences or late arrivals. A prescription for medical marijuana does not entitle an 
employee to smoke in the workplace. Smoke-free laws apply to smoking marijuana in the same 
way they do to cigarettes. 

BCCSW will work with employees with substance use disorders in the same manner as other 
diverse abilities. It is not the College’s responsibility to diagnose but rather to intervene in a timely 
way to reduce risk of unsafe acts and to offer referral to counselling, assessment, assistance, 
and ongoing support for recovery. 

Workplace Violence 
 
We are committed to maintaining a work environment free from violence, threats of violence, 
harassment, intimidation, and other disruptive behavior.  No one should ever feel threatened or 
unsafe while on our premises. Anyone who engages in any physical assault, threatening behavior 
or verbal abuse in the work setting will be immediately removed from the premises and may be 
subject to disciplinary action, immediate termination of employment, and possibly criminal 
penalties.  

If anyone feels unsafe or threatened while at work, please notify the Registrar immediately. If 
your safety is at risk, call 911, leave the area immediately, and contact the Registrar. We will not 
discriminate against workplace violence victims. All concerns, regardless of severity will be 
handled fairly, promptly and without retaliation for bringing a valid claim forward. If the College 
finds that a claim of workplace violence was made in bad faith, the College will take disciplinary 
action against the person who made the bad faith claim, up to and including dismissal. 

External College Communications 
 
There may be opportunities or situations when you are approached to interview, discuss, or 
present to other businesses or the press on behalf of BCCSW. It is important to immediately 
forward all requests to the Registrar who will respond accordingly. 
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Reporting/Whistleblowing 
 
BCCSW understands that sometimes team members would like to report conduct that is not in 
alignment with our College policies.  

Employees who witness behaviour that is not in alignment with the College’s mandate or conduct 
guidelines are encouraged to report such behaviour to the Registrar. If they do not feel they can 
report it to the Registrar, they can report it to the Deputy Registrar or the Chair the Board. If an 
employee reports conduct that is not in alignment with the College, they can be confident that 
any complaints made in good faith would be free from retaliation, reprisal, and will be responded 
to promptly. 

 

I have read and understand Section 3: 

Initials: __________________________ Date: ________________________________________________ 
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4.0 Health & Safety  
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Safety at Work 
 
We all want to stay healthy and avoid accidents at work. In most cases, using good judgment 
protects your safety as well as the safety of others. If someone becomes seriously ill or injured 
at work, contact your Supervisor immediately. If an emergency medical attention is necessary, 
call 911. We encourage all employees to report any potential safety hazard to your Supervisor. 

Management is also responsible for developing safe work procedures and to ensure that all 
employees are properly trained. It is the duty of all employees to follow safe procedures and to 
actively participate in making their work environment safe. Therefore, if you see anything that 
may be unsafe, dangerous or cause injury/disease, it is important that you report to your 
Supervisor 

Right to Refuse Unsafe Work 
 
Each employee has the right to refuse work if you believe the task is unsafe, dangerous, or could 
pose an undue hazard. These include tasks that you may not be adequately trained for. If you 
notice any unsafe conditions for yourself or coworkers, this must be immediately reported to 
your Supervisor.  

Injury and Illness at Work 
 
We are committed to making our workplace as safe as possible. We work hard to make sure we 
keep our facility and work environment updated to WorkSafe BC standards. Unfortunately, 
accidents can still happen. If anyone is injured or becomes ill while doing their job, the work-
related injury or illness must be reported to the designated First Aid Attendant and your 
Supervisor immediately or as soon as is practical. 

If an injury or illness requires medical attention, the Supervisor is responsible to ensure that the 
employees is transported to the nearest appropriate medical facility. The College will pay for any 
transportation charges incurred. 

The College must complete and submit an illness and injury report to WorkSafeBC within three 
(3) working days of the incident. Contact your Supervisor for further information and the 
appropriate forms. 

Serious incidents must be reported immediately to your Supervisor, examples of serious 
incidents include: 

o Any incident that kills, causes risk of death, or seriously injures a worker; 
o A major leak or release of a dangerous substance; 

https://www.worksafebc.com/en/claims/report-workplace-injury-illness
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o A major structural failure or collapse of a structure, equipment, construction support 
system, or excavation;  

o A major illness requiring medical attention. 

Returning to Work After Injury 
 
The return to work process is a collaborative plan that is built by WorkSafeBC Return to Work 
Officers and the College. It is important for workers to come back to work as soon as safely 
possible, which often means a worker is returned before fully recovered. Actively participating in 
a recovery-at-work plan can help employees get better faster. Employees receive many other 
benefits from staying at work or returning to work as soon as possible. Some of those benefits 
include: 

o Preventing other health complications by staying active; 
o Maintaining social contact with your co-workers and your workplace; and 
o Maintaining job security by staying in contact with your employer. 

Once a return to work plan has been established you must return to the workplace as outlined 
by the plan. If you choose not to follow the plan and fail to arrive to work, we will assume you are 
no longer interested in continued employment, and you have chosen to abandon your position.  

Even while on WorkSafeBC leave, employees must communicate with the College and their 
WorkSafeBC Officer. WorkSafeBC sends regular updates to us and will notify the College when a 
case is closed. When a case is closed, we are notified and will reach out to you to return to work. 
If we are unable to reach you or receive no response, we will assume you are no longer 
interested in continued employment, and you have chosen to abandon your position.  

Communicable Disease & Hygiene 
 
One of the strongest factors to successfully address communicable diseases is the existence of 
a responsive, trusted virus and disease prevention program with policies and procedures which 
can be built upon. A “communicable disease” is an infectious disease transmissible by an affected 
individual to others via direct or indirect means.  

Proper hand hygiene is critical in preventing the spread of bacteria, viruses, and other 
microorganisms. All employees must wash their hands thoroughly and frequently. Hand hygiene 
is a shared responsibility with all staff and visitors. The purpose of this is to set the standard for 
hand hygiene practice within the College to prevent the transmission of microorganisms, reduce 
the incidence of infection, and promote the health and safety of all staff and visitors. 
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Individuals who have or suspect they may have a communicable disease are expected to report 
their concerns to their Supervisor and your health care provider immediately and stay home 
until you are well. Symptoms include, but are not limited to: 

o Diarrhea; 
o Nausea and/or vomiting; 
o Fever;  
o Sore throat with fever; 
o Discharge from eye, ear, and/or nose; 
o Cough. 

 

Air Quality 
 

Smoking 

For the health, safety and well being of all employees, Board or committee members, and visitors 
all employer facilities are designated as Non Smoking in accordance with the Occupational 
Health and Safety Regulation Part 4. WorkSafeBC has prohibited the following activities in the 
workplace: 

• Smoking tobacco, including chewing tobacco (except for ceremonial purposes); 
• Holding lighted tobacco (except for ceremonial purposes); 
• Using an e-cigarette; and 
• Holding an activated e-cigarette. 

 
Smoking and e-cigarettes are prohibited within any distance that would permit smoke to re-
enter the building, which requires that smoking and e-cigarettes takes place away from the 
entrance doors and does not interfere with visitors, pedestrians or others coming to the building 
(a minimum of six (6) meters).  
 
Scent Free Workplace 

In conjunction with our commitment to provide a safe and healthy work environment for all 
employees we ask that employees eliminate the use of products and fragrances whose scent or 
other properties, are known to trigger allergic or other hazardous reactions.  

Emergency Procedures 
 
The safety and security of our employees is our number one priority. As such, the College has 
Emergency Drill and Evacuation Procedures in case of emergency. This will be reviewed with all 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/296_97_02#part4
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/296_97_02#part4
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employees as a part of the safety orientation upon hiring. If an employee has specific questions 
or would like more information, they should speak with their Supervisor. 

Employees are required to report all accidents and injuries to their Supervisor. First aid supplies 
are available in the first aid cabinet at the College and only first aid attendants are authorized to 
provide any first aid treatment. First Aid attendants are listed on the bulletin board. 

Employees should dial 911 for any situation that requires immediate police, fire, or medical 
response. Immediately after calling 911, employees should report the emergency to their 
Supervisor. Following the incident, an Incident report document should be completed by the 
reporting employee. 

Health Requirements 
 
All employees must be in good health as determined by the Bona Fide Occupation Requirements 
of their job. If necessary, a physical examination from a qualified physician or WorkSafeBC 
physician may be required to ensure the employee is able to perform the function for which 
they were hired. All job requirements will be Bona Fide Occupation Requirements and if 
accommodations are required, they will be addressed on a case by case basis.  

All employees are encouraged to take preventive measures to safeguard health. All employees 
must observe the rules of hand hygiene outlined above. It is recommended that employees 
receive a seasonal flu shot, along with any other vaccination/immunization as recommended by 
the Regional Health Authority.  

In the event of a pandemic, all employees will follow the guidelines the College develops, and the 
guidelines set out by our Regional Health Authority. 

  

I have read and understand Section 4: 

Initials: __________________________ Date: ________________________________________________ 
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5.0 Computer & Network 
Use 
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Computer, Email, and Network Use 
 
Computers, the Internet, and email are tools to support job duties and to further the work we 
do.  Use of these tools requires each employee to be personally responsible for the security, 
integrity, and well-being of our systems. 

BCCSW provides computers, electronic data storage, Internet services, electronic emails, 
cellphones and other electronic devices and services as important tools to support the College 
and assist individuals in performing their job responsibilities.  It is the responsibility of every 
individual to ensure the College’s communication systems are used for authorized business 
purposes only in accordance with our policies.  
 
Emails are powerful communication tools that help employees in their jobs everyday and we 
want to ensure that our employees understand the limitations of using their College email 
accounts. Employees should use their College email primarily for work-related purposes and 
users are obliged to use email in a responsible, respectful, and lawful manner. While email can 
seem more informal than other communication means, the rules regarding respectful 
communication still apply. 
 
Acceptable use of the Internet and e-mail must be ethical and honest, responsible, and 
professional, with due respect for intellectual property, system security, and personal privacy, 
and be free of intimidation, harassment, or unwanted contact.   
 
The systems must be used in a fashion that does not improperly disclose confidential, sensitive, 
or proprietary information to unauthorized individuals or in violation of federal, provincial, or 
local law. Any inappropriate or illegal Internet use that creates risks for the College’s reputation 
is strictly prohibited and subject to discipline, up to and including termination.  
 
While personal browsing of the Internet is not prohibited, such browsing shall be confined to 
work breaks to avoid significant distraction or disruption of normal work activities. Personal use 
of e-mail should likewise be very limited. We must protect our computer systems from attack by 
worms and viruses exposed to our systems and unauthorized use of our computers. 

Social Media Policy 
 
This policy governs the publication of, and commentary on, social media by employees of 
BCCSW. For the purposes of this policy, social media means any facility for online publication 
and commentary, including without limitation to, blogs, social networking sites such as Facebook, 
LinkedIn, Twitter, Instagram, and YouTube. This policy is in addition to and complements any 
existing or future policies regarding the use of technology, computers, e-mail, and the Internet. 
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All uses of social media must follow the same ethical standards that employees must otherwise 
follow. 
 
Don’t Tell Secrets 

It is perfectly acceptable to talk about your work, but it is not okay to discuss or publish 
confidential information. Confidential information includes things such as registrant information, 
potential new projects, emergency contact information, etc. We must respect the privacy of the 
staff, Board, registrants, and their clients. 

Respect your audience, the College, and your coworkers 

Our employees and registrants reflect a diverse set of customs, values, and points of view. We 
encourage you to be yourself but do so respectfully. Use your best judgment and be sure to 
make it clear that the views and opinions expressed are yours alone and do not represent the 
official views of BCCSW. 
 
Be the first to respond to your own mistakes 

If you make an error, be up front about your mistake and correct it quickly. If you choose to 
modify an earlier post, make it clear that you have done so. If someone accuses you of posting 
something improper (such as their copyrighted material or a defamatory comment about them), 
deal with it quickly - better to remove it immediately to lessen the possibility of a legal action. 

Mobile Device Use 
 
Mobile devices are provided to employees deemed to require them based on demonstrated 
need and job function. Mobile devices supplied by the College are for appropriate business use 
only. Employees assigned a mobile device should be aware that anything on the device is the 
property of the College and employees assigned a mobile device are responsible for ensuring 
the device is cared for properly and not lost or damaged. In the event of gross negligence, or 
repeated instances of lost College devices, the employee may be subject to discipline.  

All communications using College supplied mobile devices – verbal, written or other – must be 
lawful, consistent with BCCSW Code of Conduct, professional reputation, standards, policies, 
procedures, and guidelines. Failure to do so may result in discipline. 
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Hybrid Working Arrangements 
 
BCCSW recognizes that a hybrid work arrangement contributes to a highly engaged, equitable, 
diverse, and inclusive workforce that allows for flexibility and supports productivity. 

The determination of employee eligibility for remote and hybrid work will be made in accordance 
with this policy and the operational needs of the College. The College, in its sole discretion will 
determine which positions are eligible to be remote or hybrid based on operational and 
business needs.  

Any hybrid working arrangements will be considered on a case-by-case basis, must be approved 
in advance, and will be reviewed regularly to ensure the continuing needs of the College are 
being met. 

The following are the fundamental elements of these guidelines:  

o These guidelines apply to all employees in a hybrid working arrangement.  
o No temporary hybrid work arrangements will change the terms and conditions of 

employment for the employee. For purposes of certainty, all existing terms and 
conditions of employment as set out in the applicable Employee Contract will continue 
to remain in force. 

Employees approved for a hybrid working arrangement are responsible for maintaining a 
suitable and secure off-site workspace at their own expense. 

The off-site workspace will be considered an extension of the College’s workplace and therefore 
will be subject to and governed by applicable Workers’ Compensation legislation and 
WorkSafeBC. Employees will be expected to comply with normal reporting requirements for any 
work-related accident or injury. 

Employees will be responsible for the safe and secure handling of all proprietary and other 
information taken off-site or accessed from the off-site location, including but not limited to 
electronic files saved on home computers. 

The use of College supplied, and owned computers/laptops is required for hybrid working 
arrangements. College provided laptops or computers remain the property of the College and 
must be returned upon request or at the end of the work from home term.    

Other requirements and restrictions include:  

o The use of personal email for College purposes is forbidden;   
o Refrain from using email to transfer data to yourself;  
o When connecting to BCCSW from off-site, employees must use the privacy measures set 

up by the College;  
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o Save all business-related files on College servers or laptops;  
o External memory storage devices including, but not limited to, USB, hard drives, CDs, 

DVDs are not permitted; and  
o Ensure laptops are password protected so data can't be easily accessed if the laptop is 

lost or stolen.  

Employees will continue to be bound by the Freedom of Information and Protection of Privacy 
Act and any other applicable legislation. 

 

  

I have read and understand Section 5: 

Initials: __________________________ Date: ________________________________________________ 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/96165_00
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/96165_00
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6.0 General Guidelines 
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Payroll and Pay Day 
 

Payroll will be paid on a bi-weekly basis, for a total of twenty-six (26) pay periods per year. Payday 
will be every other Friday. All overtime, absences, vacation time, etc. recorded over a two-week 
period will appear on this cheque.    

You will be paid by electronic direct deposit to your bank account and receive an email from the 
Bookkeeper to notify you that your paystub is available to view via assigned log in information. It 
is important that you verify your pay stub immediately to ensure that you have been paid the 
proper amount and that your deductions are correct. 

If, during your employment, your bank or other personal status information changes, please 
inform the Bookkeeper. 

 Compensation 
 

BCCSW is committed to a policy of ensuring fair and equitable compensation for all staff salaries 
based on job requirements, as well as each employees’ qualifications, skills, and abilities. The 
College commits to undertaking an annual review of salary and benefits as a function of the 
overall annual budget process. 

At the sole discretion of the College, employees may receive other payments in the form of 
seasonal or discretionary bonuses. Any additional compensation paid to an employee in the 
form of bonuses or other similar incentive compensation will rest in the sole discretion of the 
College. 

Expenses 
 

BCCSW reimburses business expenses incurred by employees in the fulfillment of their work-
related responsibilities.  Employees should be reimbursed for reasonable and actual expenses 
incurred by them when completing work related duties.  

When submitting reimbursements, employees are expected to make the most practical and 
economical arrangements for travel, hospitality, and College expenses.  

Employees who travel as a result of their employment with the College shall receive a per diem 
allowance for meal expenses for all approved trips, as outlined in the Travel and Education policy. 
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Expenses will only be reimbursed providing they are supported with detailed, original receipts 
and/or documentation and are submitted within thirty (30) days. 

To be eligible for reimbursement of expenses, employees must seek and obtain the written 
approval of their Supervisor.   

Attendance 
 
Most employees at BCCSW need to collaborate with their colleagues to do their job. To make 
this collaboration easier, we expect you to be punctual – if you are absent or late on occasion, 
you should have a good reason. 

Being consistently tardy or absent can cause problems to your co-workers who may have to 
shoulder your work. This behavior may create a pattern of absenteeism and may be subject to 
discipline. 

Employees unable to attend work must notify their Supervisor as soon as possible.  

Dress Code 
 
An employee's personal appearance and dress shall be appropriate to the employee's 
employment position, the image of the College, and the nature of the employee's work 
assignments. The dress code for the office is Business Casual.  

  

I have read and understand Section 6: 

Initials: __________________________ Date: ________________________________________________ 
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7.0 Leaves  
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The following leaves are our most common reasons most people take time away from work – 
but they don’t outline all of the leaves employees are entitled to. Employees may also qualify for 
leaves mandated under the Employment Standards Act which BCCSW will honour. 

Vacation 
 
Vacation leave provides employees with the needed opportunity to relax and enjoy time away 
from office and work by providing employees, where entitled, to annual vacation leave with pay. 
At no time will you receive less vacation than you are entitled to under the Employment 
Standards Act. All vacation entitlements will be outlined in your Employee Contract.  

Vacation leave shall be taken at a mutually agreeable time and will be based on operational 
requirements. Vacation requests are to be submitted via a vacation request form submitted to 
the Registrar, and you are required to give a minimum of four (4) weeks notice when requesting 
vacation days, except in extraordinary circumstances. The minimum requirement to take 
vacation leave shall be increments of one day.  

Employees may carry over a maximum of one (1) week, or prorated equivalent, of paid vacation 
time from one year to another. 
 
Term employees do not receive a paid vacation but will receive a 4% salary compensation as 
prescribed by the Employment Standards Act. 

College Paid Holidays 
 
If you’re an eligible employee, we provide paid time off for selected holidays. Please see the list 
below for dates of paid holidays. 

Thirteen (13) paid holidays observed: 

o New Year's Day 
o Family Day 
o Good Friday 
o Easter Monday 
o Victoria Day 
o Canada Day  

 

o British Columbia Day 
o Labour Day 
o National Day of Truth and Reconciliation 
o Thanksgiving Day 
o Remembrance Day 
o Christmas Day 
o Boxing Day 

In the spirit of the holidays, BCCSW reserves the right to enable flexible working arrangements 
in the time between Christmas and New Year’s to enable employees to spend time with their 
families. Those days off will be considered part of an employee’s paid annual vacation and/or 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96113_01#part6
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96113_01#part7
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96113_01#part7
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96113_01#part7
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compensatory time in lieu of overtime. This will be reviewed annually and will depend on 
operational requirements.   

Every reasonable effort will be made to grant time off for attending worship services or 
celebrating holidays consistent with an individual’s expressed faith, at the discretion of your 
Supervisor. All requests for time off for observance of religious holidays or worship services must 
be submitted to your Supervisor in writing at least two weeks in advance. 

Substituting Statutory Holidays 
 
Recognizing that legislated holidays can be based on nationalistic, cultural, and religious criteria, 
we want to give employees the choice of how you use these paid holidays. Some team members 
may choose to take the holiday as scheduled because the day is meaningful to them, others may 
choose to observe the day but reinterpret and honour in their own way. Others may choose to 
select a different day that is more meaningful to them based on cultural, faith or personal 
significance or simply a personal preference. The choice will be yours.  
 
While some holidays may hold special significance to certain groups of people, other groups may 
not identify with the significance or even understand the significance of the holiday.  Some of us 
see statutory holidays simply as a treasured long weekend while others wish they could have a 
different day off to honour someone/something that is meaningful to them as individuals. 
 
Statutory holidays can also provide an opportunity for an act of decolonization – replacing 
western interpretations and celebrations of history with an Indigenous perspective.  We can 
create space to support Indigenous worldviews and celebrate diversity by how we treat statutory 
holidays.  
 
Any requests to substitute one of the legislated paid holidays for another day must be submitted 
to the Registrar thirty (30) days in advance, and approval will at the Registrar’s discretion based 
on operational requirements. 

Pregnancy/Parental Leave 
 
BCCSW provides maternity leaves of absence without pay to eligible Employees according to the 
guidelines set out in the Employment Standards Act. 

in order to continue benefit coverage without interruption, BCCSW will continue to make regular 
employer contributions during the designated absence period providing those employees on a 
maternity/parental leave submit post-dated cheques or a lump sum payment for each month 
for the employee portion of the benefit contribution. 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96113_01#section50
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Sick Leave 
 
Paid sick leave is a valuable benefit for our workforce, and we are proud to provide paid sick 
leave to eligible employees.  Effective January 1 of each year, full-time employees who have been 
employed for more than ninety (90) days will receive twelve (12) paid days of sick leave.  

Sick leave may be accumulated and carried over a maximum of sixty (60) days. Once an 
employee has used their paid sick days, they are eligible for an additional three (3) unpaid days 
as set out by the Employment Standards Act. 

Employees unable to attend work must notify their Supervisor as soon as possible. In situations 
where the absence is greater than three (3) days or a pattern of absenteeism exists, an employee 
may be asked to provide medical documentation supporting the absence. 

Part time employees will receive paid sick leave on a prorated basis. Paid sick leave is intended 
to support individual employees with legitimate illness and cannot be used for other purposes 
(i.e., to extend vacation or long weekends). The College reserves the right to request a doctor’s 
note for any absences.  

Accumulated sick leave will not be paid out upon termination of employment. 

Every effort should be made to schedule medical and dental appointments during non-work 
hours. If this is not possible, you are encouraged to make medical appointments near the 
beginning or the end of the working day in order to minimize disruption to your workday.  With 
the exception of emergencies, the employee must request approval from their Supervisor in 
advance and is expected to be at work before and/or after the appointment and proof of visit 
may be requested. 

Family Responsibility Leave 
 
We understand that unexpected and urgent matters come up in your personal life. You are 
entitled to take a paid leave of up to three (3) days, and an additional two (2) days unpaid, per 
year as family responsibility leave as per the Employment Standards Act. 

Bereavement Leave 
 
BCCSW wants to provide support to employees when people important in their life pass away. 
All Employees are entitled to three (3) paid days of bereavement leave for the passing of an 
immediate family member.  

The College may grant up to a one (1) day paid leave for employees to attend other funerals. 
These will be determined on a case by case basis. 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96113_01#section49.1
https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96113_01#section52
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The Employment Standards Act defines immediate family as: spouse, child, parent, guardian, 
sibling, grandchild or grandparent of an employee, the child or parent of an employee's spouse, 
and any person who lives with an employee as a member of the employee’s family. It includes 
common-law spouses, stepparents, and step-children, and same-sex partners and their children 
as long as they live with the employee as a member of the employee’s family. 

The College may, at its discretion, request the appropriate documentation to support the 
request for bereavement leave. An extension to a bereavement leave may be approved on a 
case-by-case basis. 

Training and Education Programs 
 
We realize that in the modern competitive environment, employees need to replenish their 
knowledge and acquire new skills to benefit both them and the College. We want employees to 
feel confident about improving efficiency and productivity, as well as finding new ways towards 
personal development and success. As a part of our commitment to EDIB and decolonizing our 
practices, we encourage all employees to attend workshops, seminars, and trainings to continue 
to create a safe and welcoming environment for our Registrants, and within the workplace. As a 
part of this commitment all new employees will be required to complete San’yas Anti-Racism 
Indigenous Cultural Safety Training Program.  

We strive to work collaboratively to build a culture of professional development. It is an 
employee’s responsibility to seek new learning opportunities and it is a Supervisor’s 
responsibility to coach their teams and identify employee development needs. 

Employees are encouraged to discuss their training and professional development with their 
Supervisor during their annual performance review. Outside training programs directly related 
to an employee’s present responsibilities or part of an established professional development 
plan may be reimbursed based the following eligibility criteria: 

o Employees’ status must be full-time and permanent; 
o Must have one year of continuous service; and  
o Training must be relevant to current role or part of an approved professional 

development plan. 

Once employees have met the eligibility criteria, the course information must be provided to the 
Registrar for approval.  

Employees receiving reimbursement in an amount over $5000.00 for any training or 
professional development will be required to sign a Personal Credit Obligation indicating their 
obligation to repay the costs should they resign their employment within a year of completing of 
the training or professional development.  

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96113_01#section53
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The employee granted the education leave may also be asked to sign a contract for re-payment 
of course fees if any course is not passed. The maximum amount of costs that will be reimbursed 
will be determined on a case by case basis.  

To enhance training and development, employees who have received reimbursement are 
expected to apply their newly acquired skills to their positions and pass along their learnings to 
their co-workers within thirty (30) business days. 

I have read and understand Section 7: 

Initials: __________________________ Date: ________________________________________________ 
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8.0 Hours of Work & 
Benefits  
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Our Working Hours 
 
At BCCSW employees are paid for the general value of your services, and you receive a fixed 
salary for all hours worked as outlined in your Employment Agreement. Our regular office hours 
are 9:00 a.m. – 5:00 p.m. 

Salary staff can exercise a flexible work arrangement upon mutual agreement between the 
employee and their Supervisor. All requests for a flexible work arrangement must be approved 
in advance by the Registrar and approval will be based on the following criteria: 

o Nature of the position 
o Needs of the department 
o Impact on colleagues 
o Duration of the agreement 
o Impact on Registrants 

BCCSW recognizes that employees may be absent from time to time, due to illness, family 
responsibilities, or other legitimate reasons and any unplanned absences should be reported as 
soon as possible to their immediate Supervisor and Registrar.  

Breaks 

Employees scheduled to work at least five (5) consecutive hours per day are entitled to a one (1) 
hour unpaid meal period and two (2) paid fifteen (15) minute coffee breaks. 

The purpose of breaks is to break up your workday and help you to stay refreshed. Therefore, 
we do not allow breaks to be regularly skipped to accumulate time off or to shorten your 
workday. 

Overtime 

Due to emergencies and workload, there may be the occasional need for employees to work 
overtime hours in excess of their normal regularly scheduled hours.  When overtime is required, 
it requires approval in advance by the Registrar or employee’s Supervisor before overtime will 
be compensated. 

All hours worked in excess of the normal workday and work week, except in the case of an 
emergency, must be pre-approved by the employee’s supervisor, in order to receive 
compensation.  

An employee choosing to work overtime without authorization may not receive any 
compensation or banked overtime. 

Hours up to eight (8) hours in a day will be paid at straight time. Time beyond eight (8) hours in 
a day and forty (40) hours in a week is then compensated at time plus one half (1-1/2).  The time 
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will be placed into the employee’s time bank for use at a later time. If an employee works more 
than twelve (12) consecutive hours in a day, any time worked over twelve (12) hours is 
compensated at double (2x) time. 

Managers are not entitled to any overtime or banked time. 

Time Bank 

The management of banked time is a requirement to eliminate the liability to the College. Banked 
time cannot be accumulated beyond five (5) days without the prior approval of the Registrar.  

To utilize their time bank employees may request time off with pay for a period mutually agreed 
upon by the employee and their Supervisor. Banked time must be used within one month of 
being earned. 

BCCSW may also close an employee’s time bank so long as the employee has been provided one 
month’s written notice and must: 

o Pay the employee all of the hours credited to the time bank;  
o Allow the employee to use the credited hours to take time off with pay; and 
o Pay the employee for part of the hours credited to the time bank and allow the employee 

to use the remainder of the credited hours to take time off with pay. 

 

Staff Recognition 
 

BCCSW supports the development of a culture whereby everyone feels valued for their 
contributions and knowledge and recognised for their contribution and length of service. 

In appreciation of this dedicated service, BCCSW recognizes employees as they reach milestone 
anniversaries of employment based on years of service. 

 

5 years - $250 gift card voucher and a certificate to acknowledge 
the contribution in service employee has given over the years.

10 years - $1000 gift card voucher and a certificate to 
acknowledge the contribution in service employee has given over 
the years.

15 years - $1500 gift card voucher and a certificate to 
acknowledge the contribution in service employee has given over 
the years.

20 years - $2000 gift card voucher and a certificate to 
acknowledge the contribution in service employee has given over 
the years.
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RRSP 
 

Recognizing the importance of saving for the future, BCCSW will match RRSP contributions for 
all full-time employees upon successful completion of their probationary period.  

Upon successful completion of the probationary period, participation in the RRSP Plan is optional 
and the College will match the contributions of the employee every pay period to a maximum 
rate of 5% of your earnings. In the Plan text, earnings are defined as your base salary/hourly 
wage—it does not include overtime, bonuses, or any other payments. 

 

Extended Health Care  
 
BCCSW is proud to offer medical benefits to all employees who have successfully completed 
their probationary period and work seventeen-and-one-half (17.5) hours or more per week. 
Health care premiums associated with the plan are split between the College and employees as 
follows: 

 
Employee payment for Long Term Disability contributions will be deducted in each pay period.  

BCSSW will not pay the employer’s contribution for medical and extended health benefits while 
an employee is on an unpaid leave of absence (with the exception of maternity/parental leave). 
Should an employee wish to maintain their benefits while on an unpaid leave of absence they 
are required to pay the premiums directly to the College by the 20th of the month preceding the 
coverage. 

The College reserves the right to make changes to the plan design and a summary of the plan 
design will be provided upon enrollment in the plan. 
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Long Term Disability 
 
Recognizing that sometimes periods of illness or injury can extend beyond the period covered 
for extended periods of time, BCCSW offers long term disability coverage at the option of the 
employee. Long term disability is funded through employee contributions and is available to 
employees starting on the ninety-first (91st) day of disability. 

To be eligible for long term disability coverage, you must: 

o Have status as a full-time employee;  
o Have a minimum of ninety (90) days continuous service;  
o Have consistently paid your long-term disability premiums; and 
o Meet all other eligibility requirement as outlined by the benefit service provider.  

Please refer to the terms and conditions of the plan in your Benefit Handbook for further details. 
Should you need to apply for long-term disability coverage, please contact the Registrar for the 
appropriate forms. 

  

I have read and understand Section 8: 

Initials: __________________________ Date: ________________________________________________ 
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ACKNOWLEDGEMENT OF HAVING READ THE EMPLOYEE HANDBOOK 
 

I, _____________________________, I have read the Employee Handbook and its various components. 

I acknowledge having received all the relevant information that I needed to have a good 
understanding of the content and scope of this Handbook. 

 

Employee’s signature  Manager’s signature  

 

 

Date  Date 
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