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THE SARNIA RIDING CLUB

MISSION STATEMENT

The Sarnia Riding Club provides members’ families, adults and children with year-round athletic,
recreational and social programs in a unique lakeside setting.
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The Underlying Philosophy
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Board Members:

Dr. Orla MacSwa8
Neil Foster, Day Ca
Tony Montanino, Capita
Lesley Taylor

Jetf Jones

2. Personnel Structure

Executive Director:  Kim Jackson, office@sarniaridingclub.com

Recreation and Events Coordinator: Ashley Bisson, rec(@sarniaridingclub.com

Grounds and Maintenance:  Blaine Moore, maintenance(@sarniaridingclub.com
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OUR PHILOSOPHY
EMPLOYEES at The Club are expected to:

* Be friendly, courteous and professional at all times

¢ Be willing to exceed Member expectations

® Speak well of The SRC — both on and off the job

EXPECTATIONS. . Rl D I /V
*  Deliver Se '
* A great gy ' < .
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ot ado0bawvell done or that extra etfosrt

supervisor immediately.

GENERAL POLICIES

OPEN DOOR POLICY

The club encourages good communication between employees and supervisory personnel.

If there is anything about the job that an employee does not understand or that is botheting him/her, the
problem should be discussed at once with their immediate supervisor. If an employee feels the problem has
not been resolved after this discussion or feels uncomfortable speaking with their supervisor, the problem can
be discussed with the General Manager. The Sarnia Riding Club is a healthy place to work and play!
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PAY and PERFORMANCE

The Board of Directors at The Club has established a rate of pay (either houtly or annually) for each job that

is considered fair and equitable to all employees. This rate is monitored annually.
Attendance

Attendance and punctuality are an important part of satisfactory work performance. All employee work

depends on ‘teamwork’. Absenteeism of one pegson fo cveryone else to adjust and balance the workload.
You are responsible for your scheduled hour? D Iy

Lateness and absenteeismgcan
hours in adyance of his/her shift
- as Possible.

absent from work, his/Rer
or first thing in the QI
Absenteeism anS znc

p offthe sick days

If the supen?es
(around wgekerM ag
£0.

Late Policy

fidays) or habitual latene

i warning

Being at the cl ty to provide
exceptional se » § ~ i i tfore your shift

begins. Late arr ite increments.

e P — n
Ito-arrive-t5-minutes-before-their-teaching

Lifeguards are ex(} pr to a lifeguarding

shift.

Employee Conduct

use. Under no circumstances should a staff O¥€r than the General Manager, park in a space near the
front door.

¢ Chewing gum while on shift is not permitted.

¢ Cell phone use is NOT permitted during your shift, unless you are a department head. Inappropriate
and habitual use of your cell phone or other electronic device while working, will be grounds for your
dismissal.

¢ Name tags are to be worn at all times while on duty (exception lifeguards.) They are to be worn on

your left side. You will be provided with a nametag shortly after starting work at SRC.
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Dress Code

The club requires every employee to maintain the highest standards of personal hygiene, grooming and

appearance.

Staff will purchase required clothing for work at the Club and will be responsible to pay through payroll

deductions. This includes bathing suits, sweats, t-shirts, shirts, etc. Payment can be made over two pay

laDeJeN s&without uniforms are expected
g gacivate CluR(nPvy, white, khaki are our colours.)

keepi

periods.

Staff are responsible for keeping their uniforngs c

to dress in a casual business a

Certain restrictions make-up and perfume

to a minimum. o plagecsgPho report to

b

ermitted to work

o

DUrs Oor more.

work unshaven,

till presentalv
Meals @

Under normal cg
es will be

charged to thei yees pay at the

Example: Sunday Apri

Pay Day

¢  Employees must have a ban

¢  Kim Jackson our office administrator agd@kieeme 1o sible for processing payroll.

¢ Itis the responsibility of each hourly paid employee to keep track of their hours on a SRC Time Sheet.

¢ Employee’s time sheets must be received by your department head no later than Sunday night.

¢ Department supervisors will check it against the schedule then forward it to Kim Jackson, Executive
Director, for final approval and submission to Payroll by Monday at NOON.

¢  Employees who miss the cutoff dates will be processed in the next pay period.
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Overtime Pay

Employees will keep their hours worked to 35 or less per week.
Work on a statutory holiday will be paid at the rate of ‘time and a half’.

Safety in the Workplace

The Board of Directors at the Riding Club are committed to providing a workplace that is safe and healthy at
all times and free from any situation that may be dangerous or unhealthy for any employee. Protection of

employees from injury or occupational diseas j tiffuige objective. All supervisors and workers
must be dedicated to the continuing objective dflci k N G

Supervisors must be held c% ol workers under their supervision
and ensure that wor Y i

training in their itNywork

If you notic

your supervis§1m

Harassment in

eport it to

o

At the Sarnia institutional,
is unacceptable i ated—tis-the-duty-ofall-emploveesandmembe b to conduct
themselves at a

be subject to dis

this policy will

Any employee w Eport the matter

to his/her Supervi e Executive

Director.

Substance Abuse

and maintain a work environment that is
The use ot possession of alcohol and/or illegal non-preESctiption drugs duting the work day or reporting to
work under the influence, is a violation of the Club’s policy against substance abuse and may result in
disciplinary action including dismissal.

Employees undergoing prescribed medical treatment, including taking such medication during the working
day, should report such treatment to their Supervisor. The use of controlled substances as part of a
prescribed medical treatment program is naturally not grounds for disciplinary action.
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JOB PERFORMANCE REVIEW

Employees will receive 2 reviews during their summer employment at the SRC. The first Job Performance
Review will occur at the end of July to provide feedback and assistance to employee’s performance. The

Final Review will be in the form of an Exit Interview at the end of the summer.

In addition, an unscheduled review may be required when an employee’s work performance cither exceeds or
fails to meet the expected standards.

If, either for a regular review or an unschedul ‘e:’kle in pchavior and/or work performance is
1

G

deemed necessary by Management, the follo

The 3-Step Disciplin&Pracddure;

Vetrbal

GROU

Include but are

o

* Being g
*  Theft ¢
Loiteri
* Useof
* Possess] : : : lrugs on Club
property Wllllbui-managemen .
* Reporting :
¢ Willful insub
job satisfactort

do the designated

¢ Disorderly condu8

¢ Failure to maintain ac ons. This includes recording

sales for all merchandise s ; : bet f s and all club employees.

¢ Failure to report for work without adequate on or giving sufficient notice.

* Habitual lateness

* Failure to obey safety procedures and remaining alert and attentive while on the job
¢ Abusing, defacing or destroying Club, member or guest property

¢ Immoral, illegal, immature or indecent conduct; soliciting persons for such purposes or aiding or
abetting any of these activities
¢ Discrimination against a member, guest or fellow employee because of race, colour, age, creed, sex,

national origin, marital status or disability.
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Re-employment of Former Employees

Club members are given a distinct priority in Club hiring, provided they are fully qualified for the job and
have a proven work ethic. The club is not obligated to hire members and will only do so when it is in the
SRC’s best interest to do so.

Former employees of the Club may be eligible for re-employment the following summer. They must submit
cover letter and resume prior to the deadline. Positive exit interviews will be top consideration for re-

employment. . D I NG

The Executive Director has t le discreti
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EMPLOYEE HANDBOOK ACKNOWLEDGEMENT AND AGREEMENT

The undersigned employee hereby acknm%&l tDeISN Wed a copy of “The Sarnia
Riding Club Employee %'?on”'
pirc?
< ibilities and

*  Thehanddog i i
oblighglons a@tee of

. el . ¢ vide your

The employee furt
N

e exception

but prior

I acknowledge that I ha¥ W2 G Tty g t, and agree with it. I

fe Handbook and to abide
by the rules, policies and standatds 1t s regarding the policies or how
they apply to my employment, I understag ioht to ask my Supervisor or the

General Manager.

Employee Name

Employee Signature

Date
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