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The Stratford Tourism Alliance (STA) has established the following procedure for lodging
an employee complaint of harassment, discrimination, workplace violence, or retaliation.
The STA will treat all aspects of the procedure confidentially to the extent reasonably
possible.

Upon becoming aware of any incident which may fall under the definition of harassment,
sexual harassment, discrimination, or workplace violence, as outlined in the STA’s
policies, the STA will ensure that an investigation into the concern is conducted. Any
formal complaint that is filed requiring an investigation will be initiated and concluded
withing (90) ninety days of receipt of a formal complaint.

Nothing precludes the STA from deciding, where appropriate, that it may be necessary
to take appropriate action, including a formal investigation, even in the absence of a
formal complaint [or complainant], or if the complainant does not wish the matter to
proceed, or if an informal resolution has taken place between the complainant and the
respondent.

Procedure

If an employee believes they are being subjected to harassment, discrimination, or
violence in the workplace, or they have witnessed an incident, they are encouraged to
do the following:

a) Ifitis possible, tell the offending person that their behaviour is offensive,
unwelcome and ask them to stop. Make a note of the incident including details,
witnesses, date, time, and resolution.

b) If the behaviour continues or the conduct causes mental or physical harm, the
employee should report the problem to:

i) The employee’s supervisor.

ii) The Executive Director, if the supervisor is the source of the problem.

iii) The Chair of the Board's Governance Committee, if the Executive Director is
the source of the problem.
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c)

Employees should also keep records of the incident(s) (date, times, locations,
possible witnesses, what happened, their response). A record of events is not
required to make a complaint, but a record can strengthen your case and help
you remember details over time.

In some situations, telling the offending person may be difficult or the concern may be
ignored. If an employee is unable to talk to the offending person, or the concern is
ignored, they should notify either their own supervisor or the offending person’s
supervisor; once made aware, the supervisor is to address concerns immediately. If the
offending behaviour does not stop, the employee should proceed to file a formal
complaint.

The STA's Executive Director is available to provide information on community
resources for employees.

Reporting a Formal Complaint

a)

b)

c)

d)

e)

Formal complaints must be made in writing using the Respectful Workplace
Incident Reporting Form, signed by the Complainant, and submitted as soon as
possible after the incident occurred.

The Respectful Workplace Incident Reporting Form must be filled out accurately
and completely. The employee making the complaint (the Complainant) may
attach additional information or documentation to support their complaint.

All formal complaints must be forwarded to the Executive Director, or designate,
who will determine if the complaint falls under the Respectful Conduct Policy and
determine what investigation is appropriate in the circumstances within seven (7)
business days of receipt.

The investigation will be conducted either internally by the Executive Director or,
at the Director’s discretion, by appointing an external investigator.

Once the investigation is complete, the investigation outcomes will be reported to
the Complainant and Respondent in writing.

Formal Complaint Investigation Process

a)

b)
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Once a formal complaint is received by the Executive Director or designate, it will
be kept strictly confidential to the extent reasonably possible.

Pending the results of a formal investigation, the STA may take interim measures
as it deems necessary to ensure the comfort and safety of employees involved in
an investigation. The Board’s Governance Committee may be consulted to
provide guidance or subject matter expertise, as required. Interim measures may
include relocating the respondent or claimant, changing reporting structures or
placing an employee on a non-disciplinary suspension with pay, pending the
outcome of the investigation.

The Executive Director, or designate, will proceed to inform the employee who
the complaint has been made against (the Respondent) and will provide a
summary of the complaint. The respondent will be permitted to provide a
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response in writing to address the details of the complaint which will be given to
the investigator. The Executive Director, or designate, will advise the employee
making the complaint (the Complainant) and the respondent that an investigation
has been initiated, will provide an outline of the investigation process, and will
provide the name(s) of the internal or external investigator(s).

d) Investigation Interviews: The assigned investigator(s) will conduct interviews with
all relevant parties including any witnesses, review any relevant material to clarify
the details of the reported incident(s) and keep written records of all discussions
held with the complainant, the respondent, and all witnesses. Both the
complainant and respondent will be given full opportunity to present their cases.

e) Report of Findings: The investigator(s) will, after completing the investigation,
produce a final written report which will be reviewed by the Executive Director
and Board’s Governance Committee. This report will include the investigator's
findings of fact, and their opinion on whether harassment, sexual harassment or
discrimination has occurred. The complainant and respondent will be advised in
writing of the results of the investigation and any corrective action to be taken.

Corrective and/or Disciplinary Action

If, after an investigation, the investigator(s) finds that a complaint is substantiated, the
Executive Director, in consultation with the Chair of the Board’s Governance Committee,
will determine what corrective action and/or disciplinary action is to be taken.
The appropriate action will depend on the following factors:

a) The severity, frequency, and pervasiveness of the conduct.

b) Prior complaints made by the Complainant.

c) Prior complaints made against the Respondent.

d) The quality of the evidence (e.g., firsthand knowledge, credible corroboration).

If the investigation is inconclusive or if it is determined that there has been no violation
of policy, but potentially problematic conduct may have occurred, the Executive Director
and/or the Chair of the Board’s Governance Committee may recommend appropriate
preventive action.

Potential corrective actions will follow the STA's Disciplinary Policy and may include, but
are not limited to, the following:

a) Aformal apology.

b) The introduction of information or education sessions for the Respondent(s) or a
specific work group.

c) Requiring the Respondent(s) to participate in a counselling process.

d) Imposing discipline on the Respondent(s) in accordance with the STA's
disciplinary policy, ranging from a letter of warning to file, a suspension or
termination of employment.

e) Requiring a review and modification of policies, procedures, and practices for a
particular work group.
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Where a complaint of harassment, sexual harassment or discrimination is substantiated,
a formal record of the action taken will be placed in the Respondent(s)'s employee
Human Resource file.

Union Representation

A City of Stratford employee Complainant or Respondent may elect to have a union
representative present during their investigation interview(s). Union representatives may
not disrupt the investigation or instruct a Complainant or Respondent not to answer
questions, except where there are criminal proceedings underway and there is a serious
risk that the employee may incriminate them self. Union representatives may not
answer questions on behalf of the Complainant or Respondent; their role is limited to
clarifying questions or providing support if the person being interviewed is unclear about
the question being asked of them.

No Retaliation or Reprisal

Areprisal is an action, or threat, that is intended as retaliation for bringing forward a
complaint or participating in an investigation process. Such action will not be tolerated
and will be subject to progressive discipline up to and including dismissal. However, if it
is determined that the complaint was made in a frivolous or vexations manner, the
Complainant may be disciplined according to the STA's disciplinary policy.
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STRATFORD Respectful Workplace Incident Form
HE ARTS F

Name: Department:
Supervisor: Work Ext.:
Contact Email: Alt. Contact Number:

Nature of Complaint

Human Rights Code Discrimination or Harassment (please specify on what grounds below-
check all that apply):

Age Race Colour Ancestry

Creed (Religion) Place of Origin Ethnic Origin Citizenship

Disability Family Status Marital Status Record of Offence
Gender Identity Sexual Orientation  Gender Expression  Sex (inc. Pregnancy)

Personal Harassment / Bullying or Conflict
Sexual Harassment or Sexual Assault / Violence
Workplace Violence (check all that apply):

Physical Assault Threat(s) Other (please identify):

Who is the complaint being made against?

Name: Department/Organization:

Incident Details

Date of Incident: Time of Incident:

Location of Incident:
Explain the incident using as much detail as possible. Attach additional pages if necessary:
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et ' Respectful Workplace Incident Form
. « b continued

Did you tell the person to stop?

Yes No (if no, please explain why)

Who did you report the incident to?

Name: Department:

Witness Information

Name: Contact Number:
Name: Contact Number:
Name: Contact Number:
Resolution

What action or result would you like to see?

** This complaint should be sent directly to the Executive Director or designate**

Signature: Date:
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e : Respectful Workplace Incident Form
AR Y continued

For Internal Use Only

Date Received:

Assigned to:

Investigation Commenced:

If no investigation, why not?

Outcome:

Complaint Substantiated Complaint Not Substantiated

Disposition:

Date File Closed:

Signature: Date:
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	Policy Statement (Intent and Scope)
	The Board will undertake structured programs to support succession planning and the nominating of new Board Members, and the orientation of new Board members to fulfill their role on the Board of the Stratford Tourism Alliance (STA).
	1. Board Member Succession Planning & Nominating Process
	The Board will undertake the following steps to support succession planning and the nominating processes for the Board:
	1.1. Every year, the Board will, pursuant to an agenda item set forth at a regular Board meeting, identify the skill sets required to support the Board’s work over both the shorter and longer terms as related to the following points:
	a) Known and anticipated retirements from the Board.
	b) Projects, programs or other initiatives that may require new/different or continuing skill sets on the Board.
	c) Evaluation of performance of Directors who are up for a renewed term.
	d) Anticipated new terms of current Board members.
	1.2. Board members are requested to provide a minimum of three months’ notice to the Chair, or their designate, of their intention to retire from the Board. Officers are requested to provide a minimum of six months’ notice of their intent to retire fr...
	1.3. The Board will strive to maintain a balance of sector representation and have Directors with skills in management, marketing, communications, accounting/finance, education/academic, media relations, legal, HR/labour/ workforce, government relatio...
	1.4. The Governance, Nominations and HR Committee will prepare an inventory of skill set requirements to support both Board succession and nominating initiatives, along with sector-distributed representation, and other selection criteria. The skills i...
	1.5. The Governance, Nominations and HR Committee will source new potential Board nominees to fill a vacancy among the Directors by soliciting candidate names from current and past Board members, other agencies and partners, community leaders, and thr...
	1.6. The Board will consider the nominations from the Governance, Nominations and HR Committee and appoint Directors not reserved for members of Council.
	1.7. The Board may fill any vacancy for Directors that occur mid-term who are not serving in a position that has been reserved for municipal councillors, by a majority vote and the appointee shall hold office for the remainder of the unexpired portion...
	1.8. The City of Stratford appoints their Council representatives to the STA. The Board may fill a vacancy for Directors who are serving as Directors in a position that has been reserved for municipal councillors of the City of Stratford, based on Cit...
	1.9. Directors are expected to have relevant board and/or management experience, leadership, and skills and qualifications that would support them as directors of a not-for-profit corporation as outline in the STA’s By-law and Governance Policy. Direc...
	1.10. Prior to the AGM
	a) The Governance, Nominations and HR Committee will review applications for the Board and will recommend nominees to fill the Board positions, based on the candidate’s qualifications and skills. The Committee will conduct an analysis of the Board’s c...
	1.11. Prior to the AGM
	a) The Governance, Nominations and HR Committee will present an updated chart of Directors outlining their current term length, vacancies, and rules for terms, to the Board of Directors along with the skills assessment. The Governance, Nominations and...
	1.12. At the AGM Board Election
	a) The Directors shall consider the recommendations of the Nominations Committee and elect Directors for the STA.
	b) The Board will elect a slate of candidates of at least five Directors in accordance with STA’s By-laws.
	1.13. In support of recruiting Board candidates, the Board will have a document prepared and updated annually that will identify the following:
	a) The meeting dates and number of Board meetings per year;
	b) Committee and related responsibilities;
	c) Special annual sessions, such as strategic planning, etc., and evaluation requirements;
	d) Other commitment requirements of a Board Director, along with clearly stated expectations.
	2. Corporate Officers
	The Election of Officers will be undertaken by the Board as follows:
	2.1. The Officers of the STA will include the Chair, Vice-Chair, Past Chair and Secretary-Treasurer. All Officers will be elected from among the Board of Directors at the first meeting after the Annual General Meeting, except for Past Chair who shall ...
	2.2. The Officers cannot be a Council representative of the City of Stratford.
	2.3. The Board may appoint other Officers as it deems necessary and who shall have such authority to perform such duties as the Board may prescribe from time to time.
	2.4. The term of an Officer’s position is one year.
	2.5. Officers in exercising powers and duties shall act honestly in good faith, with a view to the best interests of the Corporation and shall exercise the care, diligence and skill that a reasonably prudent person would exercise in comparable circums...
	2.6. A Board member can be the Chair of the STA for up to three consecutive years, in addition to any portion of time that they are filling the Chair’s position due to a vacancy in that position prior to their term. If an Officer’s position becomes va...
	2.7. The Executive Director, as chief staff Officer of the Corporation, shall be appointed President of the Corporation and shall serve as a non-voting ex-officio member of the Board as outline in By-law #1.
	3. New Board Member Orientation Process
	The Board, supported by the Executive Director, will undertake a comprehensive orientation of new Board members to support them in fulfilling their roles and commitment as a new Board member of the STA, based on the following activities:
	3.1. Establish a mentoring program whereby a Board member is assigned as a mentor for a new Board member for six months to act as a resource to the new member on Board culture, policies and practices.
	3.2. Undertake an orientation program through the Chair or designate and the Executive Director that includes the following:
	3.2.1 A Board member binder that includes the key materials, such as:
	a) By-laws;
	b) Strategic Plan/Tourism Strategy;
	c) Audited Financial Statements for the most recent fiscal year;
	d) Current year budget and mid-term financial statements;
	e) Board policies;
	f) The annual meeting schedule for the Board and its committees;
	g) Other appropriate materials.
	3.3. The Chair or designate, along with the Executive Director, will host a new Board member orientation session, which any existing Board members can attend, that will undertake the following:
	a) Review the core commitments and responsibilities of the Board and Directors;
	b) Review of the documentation provided;
	c) Outline the practices of the Board in terms of such items as agenda preparation, Board meeting practices, receipt of information/Board packages, etc.;
	d) Strategic planning directions and priorities;
	e) The Governance Model and Board Policies;
	f) Answer questions of clarification, etc.;
	g) Identify committee memberships and operations;
	h) Other tasks as appropriate.
	4. Duties of Officers and Directors
	Officers and Directors, in exercising powers and duties, shall act honestly in good faith with a view to the best interests of the Corporation and shall exercise the care, diligence and skill that a reasonably prudent person would exercise in comparab...
	Policy Statement (Intent and Scope)
	Each year the Board will set annual goals for it to achieve and conduct an annual organization performance review in accordance with best practices of governance, with a view to the future direction of the organization in support of its governance res...
	1. Board Goals
	1.1. During the annual review of the STA Strategic Plan, the Board will establish goals and objectives for the year. The Governance, Nominating and HR Committee will review the Strategic Plan and recommend to the Board proposed goals and objectives fo...
	1.2. The Board will direct any required consultations with key stakeholders, timelines and related actions that need to take place prior to approval of any goals and objectives for the year.
	1.3. At the completion of each year, the Board will review and evaluate progress and the effectiveness of its goals and objectives and report these to its partners and key stakeholders in its Annual Report.
	2. Board Self-Evaluation
	2.1. At the completion of each fiscal year, the Chair, working with the Governance, Nominating and HR Committee, will finalize a Board self-evaluation questionnaire/instrument and circulate it to Directors with a firm return date.
	2.2. Directors will complete the questionnaire independently and submit it to the Chair by the return date, signed. The Chair will work with the Governance, Nominating and HR Committee to discuss the findings and report as follows:
	a) Prepare a report to the Board outlining the findings and recommendations to improve Board performance or for amending Board processes;
	b) Prepare recommendations for amending the Board self-evaluation process for future years for Board approval.
	2.3. The Chair, working with the Governance, Nominating and HR Committee will develop an action plan to implement the amendments and actions approved by the Board from the Board self-evaluation process.
	2.4. The Chair, working with the Governance, Nominating and HR Committee will develop an action plan to implement the amendments and actions approved by the Board from the Board self-evaluation process.
	2.5. If significant challenges are identified by the survey, the Governance, Nominating and HR Committee recommends to the Board to initiate an independent review.
	Required Review Framework
	Policy Statement (Intent and Scope)
	This Policy expands upon the roles and responsibilities of Directors as outlined in the STA Governance Policy 2.1.1 and By-law #1.
	1. Oversight Accountability
	1.1. To be responsible for the legal, financial, programs and services, and other operational accountabilities and responsibilities of the STA.
	1.2. To ensure the on-going sustainability, credibility and ability of the organization to realize its Mandate, Vision and Mission.
	1.3. To ensure the organization operates within the requirements of all relevant statutory, regulatory and funder requirements.
	2. Strategic and Operational Accountability
	2.1. To establish strategic directions (Strategic Plan), priorities and outcomes of the organization and to monitor their achievement/progress.
	2.2. To set annual organizational goals and objectives (Yearly Work Plan) ensuring their measurement and reviewing regular reporting from the Executive Director on what is being achieved.
	2.3. To approve an annual budget and to regularly monitor budgetary performance, variances, compliance or priorities.
	2.4. To initiate, approve and review Board Policies and monitor their achievement and outcomes.
	3. Executive Director
	3.1. To recruit an Executive Director, and develop and approve a job description and salary band for the position.
	3.2. To undertake an annual review of the Executive Director’s performance based on performance goals, annual work plan and achieving priorities identified in the Strategic Plan.
	3.3. To undertake any coaching, remedial or disciplinary actions of the Executive Director as may be required based on performance goals in accordance with Policy 3.2.10.
	3.4. To establish limitations for the Executive Director position through policy that defines the position’s authority to act and to monitor performance within the limitations set.
	4. Representation and Advocacy
	4.1. To undertake directly and/or facilitate strong working linkages with the industry’s sectors, partners, communities and public served and presented to realize potential of tourism in the area.
	4.2. To advocate for a strong and vigorous tourism industry that benefits businesses, organizations and community served by the STA.
	5. Individual Roles
	5.1. To attend meetings, as scheduled by the Board and its committees.
	5.2. To read and be familiar with agenda materials and undertake appropriate research prior to Board and committee meetings to facilitate active engagement in meeting discussions and vote.
	5.3. To support efforts to reach a decision on individual items being addressed at Board and committee meetings, and to respect decisions once made.
	6. Code of Conduct
	6.1. To perform the role of a Director as per the Code of Conduct in the Governance Policy and By-law #1.
	6.2. Directors will avoid conflicts of interest (pecuniary or otherwise) and when they do occur, report them in a timely fashion to the Chair or Vice-Chair, and declare them at the meeting when required, including the nature and extent of the interest...
	6.3. Directors agree to respect the confidentiality of in-camera discussion as per relevant statutes and Board Policies, and agree that, once they are no longer a member of the Board, they will not divulge in-camera, confidential, or private informati...
	6.4. Directors agree to respect the confidential information of STA Partners.
	6.5. Directors are encouraged to contact the Executive Director to source information in order to fulfill their responsibilities while being aware of the impact on organizational resources and priorities. Direction to the Executive Director shall be p...
	6.6. Directors will not speak officially on behalf of the STA unless delegated the role by the Chair or the Board.
	6.7. Directors will treat all people with respect and fairness at all times and adhere to the STA Code of Conduct (Policy 3.2.2).
	6.8. Directors who refuse to conform to the STA Code of Conduct, By-laws or Board Policies, or exhibit unacceptable behaviour, may be asked to leave a meeting immediately by the Chair or the meeting can be adjourned, or other actions taken by the Chai...
	Required Review Framework Permanent policy to be reviewed every three years.
	Policy Statement (Intent and Scope)
	This Policy outlines the roles and accountabilities of the Executive Director position. The Executive Director is the Board of Director’s sole direct employee and connecting point to the organization’s staff and operations.
	1. The Executive Director is responsible and accountable to the Board, a corporate body, for the regular management of the operations of the STA, including:
	1.1. Ensuring appropriate systems and structure for the effective management and control of all corporate resources, including the employment, development, direction and discharge of all employees of the STA.
	1.2. Ensuring structures and systems for the development, implementation, evaluation and recommendation of new programs and existing programs of the STA.
	1.3. Preparing, submitting and evaluating an annual work plan and budget to the Board and reporting to the Board on their progress at least quarterly.
	1.4. Establishing an organizational structure to ensure accountability of all staff for fulfilling the operational requirements of the Mission, Vision, Goals and Objectives of the Strategic Plan of the STA.
	1.5. Providing leadership in support and review of the Strategic Plan and annual Work Plans for the STA, and inform the Board of program, resource, or major vendor changes, as it relates to the budget.
	1.6. Developing, recommending and fostering policies and procedures that reflect eh values, culture and philosophy of the STA including:
	a) Gathering staff and external points of view; issues and options; and advice, as needed for informed Board decisions;
	b) Treat stakeholders, colleagues, volunteers and vendors with respect and dignity;
	c)  Reporting to the Board on any trends, material external or internal changes, particularly changes in assumptions upon which Board policy, priority or objectives have previously been established;
	d) Ensuring compliance with Government law or regulations.
	1.7. Undertake appropriate budget planning, management, monitoring, and establishment and internal controls necessary to safeguard the fiscal integrity of the STA, in particular:
	a) Being responsible for the payment by STA of all salaries and amounts due from and owing by the organization which fall within the purview and scope of the approved annual budget or as may otherwise be established by resolution of the Board, in acco...
	b) Developing budgets that contain sufficient detail to ensure accurate projection of revenues and expenses, appropriate audit trails and disclosure of planning assumptions.
	1.8. The Executive Director shall notify the Board of any matter about which it should have knowledge in a timely manner.
	Required Review Framework
	Policy Statement (Intent and Scope)
	This Policy outlines the responsibilities and commitment required of Directors, including principles, in managing and implementing the Director Attendance Policy.
	Required Review Framework
	Policy Statement (Intent and Scope)
	Required Review Framework
	Policy Statement (Intent and Scope)
	This policy outlines the meeting requirements, and processes for special meetings of the Board and In-Camera Sessions.
	1. Regular Meetings of the Board of Directors
	Required Review Framework
	Policy Statement (Intent and Scope)
	Required Review Framework
	Policy Statement (Intent and Scope)
	Required Review Framework


	 Finance and Audit Committee
	 Governance, Nominating and Human Resources
	 Executive Committee (Ad-hoc)
	 Finance and Audit Committee
	 Governance, Nominating and Human Resources
	 Executive Committee (Ad-hoc)
	Policy Statement (Intent and Scope)
	1. Board Communications Principles
	2. Partners and Community Stakeholders
	3. External Audience
	4. Internal & Board Communications
	Required Review Framework
	Policy Statement (Intent and Scope) This Policy outlines policy guidance for the STA to ensure compliance with the Competition Act.
	Introduction
	In accordance with the STA’s objects set out in its Letters Patent; STA Mandate is to:
	a) Promote and publicize the City of Stratford and surrounding area as a national and international tourism destination;
	b) Work collectively with the tourism industry to develop, promote and publicize tourism in the City of Stratford and surrounding area;
	c) To strengthen the local economy and enrich the quality of life in the City of Stratford and surrounding area;
	d) To develop and promote a Stratford reputation of the highest quality that is not otherwise inconsistent with these objects;
	e) To encourage the highest standards of product, service and innovation in association with the Stratford brand;
	f) To promote and encourage fair and courteous dealings with customers;
	g) To promote the maintenance and improvement of qualifications and standards within tourism related professions.
	Industry Advocacy and Public Awareness
	c) Other such complementary purposes not inconsistent with these objects.
	STA Board and tourism industry businesses may meet in person or remotely (e.g., phone, videoconference, webinar, etc.) to discuss issues relevant to the industry. Many of these businesses may be competitors, creating the potential for anti-competitive...
	STA can be found liable for anti-competitive conduct.
	Commitment
	STA is committed to conducting association activities in compliance with Canadian competition law. This is essential to maintain the credibility and viability of STA as a working organization. While trade associations perform a legitimate role in advo...
	As a result, STA commits to conducting their activities legally, and acknowledge that certain activities may have competition law implications, including any express or tacit collusion between competitors regarding prices, collectively refusing to dea...
	STA commit to develop, implement and maintain credible and effective compliance programs which are designed to prevent STA, its Directors and Officers from engaging in or facilitating discussions or activities that might be viewed as anti-competitive....
	Compliance Programs
	STA shall adopt and enforce their own compliance programs to prevent contraventions of Canadian law, including competition law.  Compliance programs shall:
	Policy Statement (Intent and Scope)
	The Executive Director is the organization’s senior staff person through which the Board directs the delivery of its services and programs, and the management of the Stratford Tourism Alliance (STA). The following Executive Limitations / Requirements ...
	1. General Authority to Act
	1.1 The Executive Director has the authority to act in accordance with the following directives:
	a) Board policies;
	b) The current Board-approved position description for the Executive Director’s position;
	c) Relevant regulatory, statutory or funder requirements;
	d) Motions of the Board providing direction consistent with the above-noted provisions.
	1.2 The Executive Director will not operate in any manner or make decisions that contravene applicable legislative, statutory or funder requirements or directives; Board Policies; Human Rights Codes; or any relevant law.
	2. Service Excellence
	Required Review Framework
	3.1.3 Business Travel Expenses, Seminars and Conferences065
	3.1.4 Annual Work Plan Budget Development and Monitoring069
	3.1.5 Corporate Credit Card and Petty Cash071
	3.1.7 Assessing Risk and Insurance076
	Required Review Framework
	Required Review Framework

	1.1 Employee Status081
	1.2 Attendance081
	1.3 Lunch Period082
	2.4 Parental Leave083
	2.6 Family Medical and Family Caregiver Leave084
	2.8 Jury Duty084
	3.4 Travel Expenses086
	4.4 Access Keys and Passwords087
	4.6 Computer Use088
	Required Review Framework

	3.  Definitions092
	4.  Interpretation and Application093
	5.  Severability094
	10. Corporate Responsibility095
	12. Behaviour and Professionalism096
	b) Use of Social Networking Sites097
	Policy Statement (Intent and Scope)
	An emergency replacement of the Executive Directors occurs where the Executive Director is scheduled to be at work/on duty, however if they experience a health, accident or other circumstance that will not allow the individual to fulfill the roles and...
	If an emergency replacement situation arises and no designated Executive Director has been identified, the Governance, Human Resources and Nominating Committee will have the authority to appoint an Interim Executive Director.
	Monitoring Report Requirements (Frequency, Content, etc.)
	Required Review Framework
	Policy Statement (Intent and Scope)
	The STA strives to recruit and retain the best staff team possible to achieve its mandate. The STA strives to ensure staff are fairly compensated within the organizational resources available and that staff employed by the STA will benefit from suppor...
	Staff Recruitment
	Required Review Framework
	Policy Statement (Intent and Scope)
	The purpose of this policy is to provide clarity with respect to hiring and promotion of relatives of STA staff which is intended to avoid conflicts of interest or have the potential for creating an adverse effect on supervision, safety, security or m...
	Definition
	For the purposes of this policy, relative is defined as a member of the employee’s family (parent, spouse, children, sister, brother, in-laws, adoptive children, life partner, or an individual with whom the employee has an intimate personal relationsh...
	Hiring of Relatives Guidelines
	The STA strives to fairly recruit and retain the best staff team possible to achieve its Mandate. The STA will permit the hiring of relatives of STA staff subject to the following:
	Required Review Framework
	Required Review Framework
	Permanent policy to be reviewed every three years in conjunction with staff compensation, wage and salary reviews.
	Policy Statement (Intent and Scope) The Stratford Tourism Alliance (STA) believes in the importance of creating and investing in a learning environment for staff. The STA will endeavour to maintain a budget for staff training and development for job-s...
	Definition
	Professional Development may include workshops, conferences, training sessions, formal study, and other activities associated with professional development, such as the in-depth discussions, problem solving, sharing of ideas, and reflecting critically...
	Job-Specific Training Training and development that increases employee skills and abilities to meet the requirements of the current position.
	Career Development Training and development that build employee competencies to prepare them for future positions.
	Educational Development Courses through a credited educational institution that, in the opinion of STA will offer benefit to STA in the near or long term.
	Procedure
	Reimbursement Amounts
	An annual budget will be established to pay for staff development, workshops, conferences, and other training opportunities for staff. Staff wishing to attend a workshop, conference or training opportunity will submit a written request to the Executiv...
	Staff Development/Educational Leave
	Staff are encouraged to develop their careers and further their education. Requests for accommodation for staff development/educational leave, without pay, are subject to the following conditions:
	Required Review Framework
	Required Review Framework      Permanent policy to be reviewed every three years.
	Required Review Framework
	Policy Statement (Intent and Scope)
	The performance discipline policy outlines the philosophy and guidelines to performance management when performance problems are ongoing and/or become serious. The Executive Director shall be responsible for implementing the Corrective Performance Pro...
	Required Review Framework
	Policy Statement (Intent and Scope)
	STA values the vital role volunteers play in achieving its mission and goals. The STA supports the engagement of volunteers to enhance its ongoing work. The Executive Director will ensure the ongoing development of a Volunteer Program that incorporates:
	a) A recruitment program for STA that reflects community representation.
	b) A relevant volunteer orientation program.
	c) Opportunities for related training and development.
	d) Processes that will ensure positive volunteer development.
	e) A process for conflict resolution.
	Definition
	Required Review Framework
	Required Review Framework
	Policy Statement (Intent and Scope)
	STA recognizes the importance of having only identified and approved spokespersons for the organization.
	Monitoring Report Requirements (Frequency, Content, etc.)
	Required Review Framework
	Purpose
	The purpose of this policy is to set out guidelines and standards to ensure the appropriate use and management of social media on behalf of the Stratford Tourism Alliance (STA) and the Stratford Brand. The STA supports and promotes the use of social m...
	Scope
	This policy governs the publication of and commentary on social media by STA employees and contract workers. Employees and contract workers may be representatives of the STA outside of regular business hours, and should conduct themselves in a manner ...
	Definitions
	Social Media Information created by people using highly accessible and scalable publishing technologies that is intended to facilitate communications, influence interaction with peers and public audiences, typically via the Internet and mobile communi...
	Communication Plan A formal Communication Plan developed by the STA.
	Corporate Social Media Account A social media account established by or for the STA to promote the Stratford brand and to communicate with the public, outside agencies and partners.
	Marketing Team The Destination Brand Manager and staff directly tasked with marketing initiatives.
	Professional Social Media Account A social media account established by an employee who works in a professional capacity for the STA, and that are used to communicate about matters related to the employees’ profession and to the STA. The account may o...
	Personal Social Media Account A social media account established by an employee of the STA. This account has no linkages to any Corporate Social Media Account. The account is owned by the employee.
	Social Media Account Administrator Any employee or contractor designated by the STA to maintain a particular social media account, including writing and publishing content.
	Online Communications The exchange of information through the use of the Internet for any purpose (information sharing, marketing and public engagement).
	Official Record Any record of information, however recorded, whether in printed form, by electronic means or otherwise, including correspondence, a memorandum, a book, a plan, a map, a drawing, a pictorial or graphic work, a photograph, a film, a micr...
	Transitory Record Any record that has temporary usefulness and is only required for the completion of a routine action or until superseded.
	Personal Information Recorded information about an identifiable person.
	Information Technology (IT) System All electronic communication devices used by the STA employees or contractors which include, but are not limited to, all computer and telephone networks, devices and applications as well as mobile devices (e.g., tabl...
	Policy
	1. Social Media Account Creation & Management
	1. Purpose
	The purpose of this Canada's Anti-Spam Legislation Policy (the "Policy") is to outline the roles and responsibilities of the Stratford Tourism Alliance (herein referred to as "STA") and its Board and employees to ensure compliance with the provisions ...
	2. Scope
	This Policy applies to all Directors plus full-time, part-time, contract, casual employees and volunteers of the STA, and/or any other persons who represent the STA or have been given access to an STA email account, all of whom are collectively referr...
	Required Review Framework
	Policy Statement (Intent and Scope)
	This policy is intended to guide the STA process for managing, sharing and acquiring photographic inventory.
	Monitoring Report Requirements (Frequency, Content, etc.)
	Required Review Framework
	Policy Statement (Intent and Scope)
	STA will actively participate in / with external organizations, provincial bodies, planning forums, professional and industry tourism groups, and other bodies which are relevant to and bring value to the mandate and work of STA, and where evident bene...
	Monitoring Report Requirements (Frequency, Content, etc.)
	Policy Statement (Intent and Scope)
	Monitoring Report Requirements (Frequency, Content, etc.)
	The Executive Director is to provide an annual report of major reported complaints and concerns, trends, and actions taken.
	Required Review Framework
	Policy Statement (Intent and Scope)
	a) Stratford Tourism Alliance (STA) respects people’s right to privacy and will strive to ensure that any and all confidential information remains confidential. Any breach of confidentiality will be reported to the Chair within two days of the breach ...
	Monitoring Report Requirements (Frequency, Content, etc.)
	Required Review Framework

	1.2 The Ten Principles of PIPEDA Summarized0157
	5.1 Use of Personal Information0159
	5.3 Retention of Personal Information0160
	7.   Safeguards0160
	9.   Individual Access0161

	1. Privacy Policy
	1.1 Definitions
	Personal information Any information about an identifiable individual. It includes, without limitation, information relating to identity, nationality, age, gender identification, address, telephone number, e-mail address, Social Insurance Number, date...
	Business information Business name, business address, business telephone number, name(s) of owner(s), officer(s) and director(s), job titles, business registration numbers (GST, RST, source deductions), financial status. Although business information ...
	Chief Privacy Officer Will be the Executive Director of the STA.
	Member A person who volunteers on a STA committee, but who is not a current or active Director, or Chair of the committee.
	Database The list of names, addresses and telephone numbers of clients and individuals held by STA in the forms of, but not limited to, computer files, paper files, and files on computer hard-drives.
	File The information collected in the course of processing partnership participation in an STA program, as well as information collected/updated to maintain /service the account.
	Express Consent The individual signs the application, or other forms containing personal information, authorizing STA to collect, use, and disclose the individual's personal information for the purposes set out in the application and/or forms.
	Implied Consent The organization may assume that the individual consents to the information being used, retained and disclosed for the original purposes, unless notified by the individual.
	Third Party A person or company that provides services to STA in support of the programs, benefits, and other services offered by STA, such as other lenders, credit bureaus, persons with whom the individual or client does business, but does not includ...
	1.2 The Ten Principles of PIPEDA Summarized
	The ten principles of PIPEDA that form the basis of this Privacy Policy are as follows:
	Policy Statement (Intent and Scope)
	STA will develop, apply and evaluate an integrated records management practice for all activities of the organization that complies with all statutory, regulatory, funder, and other requirements, and supports an effective information management system.
	Required Review Framework
	Policy Statement (Intent and Scope)
	STA will develop, implement and evaluate a strategic plan to serve as a guiding document for the STA as an integral component of Board governance and organizational leadership. The strategic plan sets the direction of the STA to set and achieve goals,...
	Required Review Framework
	Required Review Framework
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	Policy Statement (Intent and Scope)
	The Stratford Tourism Alliance (STA) staff needs a policy to refer to for consistent responses to consumer concerns regarding businesses and services within the catchment area of the STA brand.
	1. Receiving a complaint
	All complaints must be received in writing to be acted upon. This could be via e-mail or the VisitStratford.ca contact form, through a hard copy note received at the tourism information centre or hand-written by the visitor at the centre.
	2. Responding to a complaint
	The STA staff will complete the following:
	2.1. The “Visitor Complaint” incident report will be completed and retained for STA records.
	2.2. The concern, without identifying information from the visitor, will be incorporated into a dated letter or email from the STA outlining that this concern was brought to the attention of the STA and our policy is to send it along to the business o...
	2.3. If a concern regarding safety is noted, the appropriate department of the City of Stratford will be notified (e.g., Fire Department, Police Services, Building & Planning). Follow-up to the STA from the department will be requested. The business o...
	2.4. The visitor that provided the written complaint may also receive a response from the STA, if contact information was provided, and the steps of this policy and the action taken will be outlined for them, including which City department was contac...
	3. Next Steps
	In extreme cases, namely if a safety concern appears not to have been remedied by the business or service, at the discretion of the STA, the business or service may be removed from any marketing or promotion until a resolution has been found. The busi...
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	Policy Statement (Intent and Scope)
	The Stratford Tourism Alliance (STA) staff needs a policy to refer to for consistent responses to consumer concerns regarding businesses and services within the catchment area of the STA brand.
	1. Receiving a complaint
	All complaints must be received in writing to be acted upon. This could be via e-mail or the VisitStratford.ca contact form, through a hard copy note received at the tourism information centre or hand-written by the visitor at the centre.
	2. Responding to a complaint
	The STA staff will complete the following:
	2.1. The “Visitor Complaint” incident report will be completed and retained for STA records.
	2.2. The concern, without identifying information from the visitor, will be incorporated into a dated letter or email from the STA outlining that this concern was brought to the attention of the STA and our policy is to send it along to the business o...
	2.3. If a concern regarding safety is noted, the appropriate department of the City of Stratford will be notified (e.g., Fire Department, Police Services, Building & Planning). Follow-up to the STA from the department will be requested. The business o...
	2.4. The visitor that provided the written complaint may also receive a response from the STA, if contact information was provided, and the steps of this policy and the action taken will be outlined for them, including which City department was contac...
	3. Next Steps
	In extreme cases, namely if a safety concern appears not to have been remedied by the business or service, at the discretion of the STA, the business or service may be removed from any marketing or promotion until a resolution has been found. The busi...
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	2.2. The concern, without identifying information from the visitor, will be incorporated into a dated letter or email from the STA outlining that this concern was brought to the attention of the STA and our policy is to send it along to the business o...
	2.3. If a concern regarding safety is noted, the appropriate department of the City of Stratford will be notified (e.g., Fire Department, Police Services, Building & Planning). Follow-up to the STA from the department will be requested. The business o...
	2.4. The visitor that provided the written complaint may also receive a response from the STA, if contact information was provided, and the steps of this policy and the action taken will be outlined for them, including which City department was contac...
	3. Next Steps
	In extreme cases, namely if a safety concern appears not to have been remedied by the business or service, at the discretion of the STA, the business or service may be removed from any marketing or promotion until a resolution has been found. The busi...
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	The Stratford Tourism Alliance (STA) staff needs a policy to refer to for consistent responses to consumer concerns regarding businesses and services within the catchment area of the STA brand.
	1. Receiving a complaint
	All complaints must be received in writing to be acted upon. This could be via e-mail or the VisitStratford.ca contact form, through a hard copy note received at the tourism information centre or hand-written by the visitor at the centre.
	2. Responding to a complaint
	The STA staff will complete the following:
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