



Defini&ons	

1. The	following	terms	have	these	meanings	in	this	Policy:	

a) “Employees”	 –	 Individuals	 employed	 by	 Racquetball	 Ontario	 on	 a	 full-Eme,	 part-Eme,	 or	
term	 basis.	 Employees	 do	 not	 include	 contractors,	 Directors	 and	 Officers	 of	 Racquetball	
Ontario,	interns,	officials,	volunteers,	or	volunteer	coaches;	

b) “Full-Time	 Employees”	 –	 Employees	 who	 work	 a	 minimum	 twenty-eight	 (28)	 hour	 work	
week,	receive	an	annual	salary,	and	vacaEon,	as	defined	in	their	Employment	Agreement;		

c) “Part-Time	 Employees”	 –	 Employees	 who	 work	 less	 than	 a	 twenty-eight	 (28)	 hour	 work	
week,	 who	 received	 an	 annual	 salary,	 and	 vacaEon	 as	 defined	 in	 their	 Employment	
Agreement;	

d) “Term	Employees”	–	Employees	who	are	hired	for	a	specific	term,	to	complete	specific	tasks,	
who	are	employed	 temporarily	 (i.e.,	 paid	by	 the	hour,	 day,	 or	week)	 are	paid	 as	per	 their	
Employment	Agreement;	

e) “Lead	Supervisor”	–	the	individual	responsible	for	the	supervision	of	all	staff	members	and	
Employees	of	Racquetball	Ontario,	who	is	either	the	President	or	ExecuEve	Director	or	that	
individual’s	designate.	

Purpose	

2. Racquetball	 Ontario	 employs	 staff,	 as	 necessary,	 to	manage	 the	 daily	 tasks	 required	 of	 a	 naEonal	
sport	organizaEon.	Racquetball	Ontario’s	Employees	must	sign	and	adhere	to	individual	Employment	
Agreements.	 Except	 where	 otherwise	 noted,	 or	 where	 amended	 by	 the	 provisions	 of	 the	
Employment	 Agreement,	 this	 Policy	 and	 the	 Ontario	 Employment	 Standards	 Code	 will	 govern	 the	
terms	and	condiEons	of	employment	with	Racquetball	Ontario.	

Legal	Requirements	

3. Racquetball	 Ontario	 is	 subject	 to	 the	 statutory	 requirements	 of	 Ontario’s	 Employment	 Standards	
Code	and	therefore	will	comply	with	its	requirements	in	dealings	with	Employees.	
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Applica&on	of	this	Policy	

4. This	 Policy	 applies	 to	 Racquetball	 Ontario’s	 Full-Time	 Employees,	 Part-Time	 Employees,	 and	 Term	
Employees.		

5. Racquetball	 Ontario	may	 hire	 summer	 students,	 temporary,	 or	 casual	 employees.	 The	 terms	 and	
condiEons	 of	 employment	 for	 such	 employees	 will	 be	 governed	 solely	 by	 their	 Employment	
Agreement	and	Ontario’s	Employment	Standards	Code.	

6. This	 Policy	 will	 not	 apply	 to	 independent	 contractors,	 private	 consultants,	 or	 interns/co-op	
placement	 students.	 These	 individuals	 are	 not	 considered	 employees	 of	 OrganizaEon	 staff.	 In	 all	
instances	 where	 these	 individuals	 are	 contracted	 by	 Racquetball	 Ontario,	 a	 wri[en	 and	 signed	
Contractor	Agreement	will	be	prepared	that	outlines	the	duEes,	 limitaEons,	and	payment	schedule	
for	the	individual.	

Employer-Employee	Rela&onship	

7. Racquetball	 Ontario	 recognizes	 the	 criEcal	 importance	 of	 its	 Employees	 to	 achieving	 its	 strategic	
objecEves.	Accordingly,	Racquetball	Ontario	provides	its	Employees	with:	

a) Meaningful	work	which	provides	opportuniEes	 for	professional	development	and	personal	
achievement;	

b) A	safe,	healthy,	and	rewarding	work	environment;	

c) An	organizaEonal	culture	that	reinforces	shared	values	and	high	professional	standards,	and	
encourages	parEcipaEon	and	teamwork;	

d) An	evaluaEon	system	based	on	organizaEonal	values,	defined	job	duEes	and	responsibiliEes,	
mutually	agreed	upon	goals	and	objecEves,	and	reasonable	expectaEons;	

e) An	evaluaEon	system	that	provides	posiEve	and	construcEve	feedback	on	performance.	

8. Racquetball	Ontario	expects	its	Employees	to:	

a) Apply	and	adhere	to	Racquetball	Ontario’s	policies	and	organizaEonal	values;	

b) Use	their	best	efforts	to	advance	the	interests	of	Racquetball	Ontario;	

c) Perform	their	duEes	to	the	best	of	their	abiliEes;	

d) Seek	a	high	level	of	performance	results;	

e) Act	professionally	in	the	discharge	of	their	employment	responsibiliEes;	

f) Provide	open	and	direct	communicaEon;	



g) Ensure	the	integrity	of	their	personal	conduct;	

h) Provide	 Racquetball	 Ontario	 with	 any	 changes	 to	 the	 Employee’s	 name,	 address,	 phone	
number,	and	other	personal	informaEon	that	Racquetball	Ontario	is	required	to	maintain.	

Employment	Agreement	

9. Employees	will	enter	into	an	employment	agreement	with	Racquetball	Ontario.	

10. If	the	Employee	conEnues	to	be	employed	by	Racquetball	Ontario	acer	the	expiraEon	of	his	or	her	
Employment	 Agreement,	 the	 Employee’s	 immediate	 last	 Employment	 Agreement	 will	 remain	 in	
effect	 unEl	 an	 acceptable	 Employment	 Agreement	 has	 been	 signed	 by	 both	 the	 Employee	 and	
Racquetball	Ontario.	

11. Where	there	is	any	inconsistency	between	the	terms	of	the	Employee’s	Employment	Agreement	and	
the	terms	of	this	Policy,	the	terms	of	the	Employment	Agreement	will	prevail.	

Proba&onary	Period	

12. New	Employees	will	 be	 subject	 to	 a	 three	 (3)	month	probaEonary	period	and	may	be	 terminated	
without	 noEce	 or	 pay	 in	 lieu	 of	 noEce,	 unless	 otherwise	 stated	 in	 the	 Employee’s	 Employment	
Agreement.	

13. The	 Employee’s	 probaEonary	 period	 may	 be	 adjusted	 or	 extended,	 in	 wriEng,	 according	 to	 any	
absences	by	the	Employee	during	the	probaEonary	period.	

14. The	 purpose	 of	 this	 probaEonary	 period	 is	 to	 provide	 an	 opportunity	 for	 both	 the	 Employee	 and	
Racquetball	Ontario	to	evaluate	their	working	relaEonship.	

15. An	employee	who	transfers	within	Racquetball	Ontario	 to	a	new	posiEon	will	have	a	probaEonary	
period	 of	 three	months	 in	 the	 new	 posiEon.	 During	 this	 probaEonary	 period	 Racquetball	 Ontario	
may,	at	its	sole	discreEon	and	for	any	reason,	require	the	employee	to	return	to	his	or	her	previous	
posiEon	without	noEce	and	without	compensaEon.	

16. At	the	end	of	the	probaEonary	period,	a	formal	work	performance	evaluaEon	will	be	conducted.	An	
Employee	 whose	 service	 is	 determined	 to	 be	 saEsfactory	 during	 the	 probaEonary	 period	 may	
conEnue	in	employment,	subject	to	the	availability	of	funds,	the	conEnued	existence	of	the	posiEon,	
and	conEnued	saEsfactory	work	performance.	

Lead	Supervisor	

17. If	 the	 Lead	 Supervisor	 is	 an	 Employee	 (such	 as	 an	 ExecuEve	 Director),	 the	 Lead	 Supervisor’s	
a[endance,	 work	 hours,	 supervision,	 job	 performance,	 vacaEon,	 leave,	 salary	 and	 benefits,	
professional	development,	and	discipline	will	be	overseen	by	the	Board	of	Directors,	or	a	designate.	
The	Lead	Supervisor	reports	to	the	Board.	



AAendance,	Work	Hours,	and	Supervision	

18. The	 Lead	 Supervisor	 (or	 designate)	will	 supervise	 the	 performance	 of	 all	 Employees	 on	 behalf	 of	
Racquetball	Ontario’s	Board	of	Directors.	

19. Employees	will	work	out	of	a	home-based	offices	unless	another	arrangement	has	been	agreed	to	by	
the	President	 in	wriEng.	An	Employee	will	not	be	paid	a	travel	allowance	or	a	moving	allowance	 if	
the	 Employee	 is	 required	 to	 travel	 far	 distances	 to	 Racquetball	 Ontario’s	 head	 office	 or	 if	 the	
Employee	changes	residence.	

20. Employees	 will	 work	 normal	 office	 hours,	 as	 determined	 by	 the	 Lead	 Supervisor.	 Part-Eme	 or	
temporary	Employees	may	work	modified	office	hours,	as	determined	by	the	Lead	Supervisor.	Due	to	
the	 nature	 of	 Racquetball	 Ontario	 as	 primarily	 a	 volunteer-run	 organizaEon,	 Employees’	 hours	 of	
work	may	be	flexible	to	accommodate	some	evening	or	weekend	work.	

OverEme	hours	may	be	worked	by	an	Employee	with	the	approval	of	the	Lead	Supervisor.	OverEme	
hours	will	be	compensated	by	granEng	the	Employee	Eme	off	in	lieu	at	a	rate	of	Eme-and-a-half	for	
each	hour	of	overEme	worked.	Hours	worked	by	the	Employee,	excluding	Management,	in	excess	of	
eight	(8)	hours	per	day	or	forty-four	(44)	hours	in	a	single	week	will	consEtute	overEme	work.	 

Where	travel	is	required	to	a[end	meeEngs,	compeEEons	or	the	like	overEme	will	be	calculated	to	
a	maximum	of	4	hours	per	day.	

21. Employees	will	a[end	all	staff	meeEngs,	Board	meeEngs,	and	other	meeEngs	when	requested	to	do	
by	the	Lead	Supervisor,	unless	the	Employee’s	absence	has	been	approved	by	the	Lead	Supervisor.	

Job	Responsibili&es,	Performance,	and	Review	

22. The	primary	duEes	and	responsibiliEes	of	each	Employee	will	be	outlined	in	a	wri[en	job	descripEon	
in	the	Employment	Agreement.	These	duEes	may	be	revised	from	Eme	to	Eme	at	the	discreEon	of	
the	 Board	 of	Directors	 or	 Lead	 Supervisor,	 to	 reflect	 changing	 prioriEes,	workload,	 and	 personnel	
requirements.	

23. The	performance	of	each	Employee	will	be	reviewed	annually	by	the	Lead	Supervisor.	The	purpose	
of	this	review	will	be	to	assess	the	Employee’s	commitment	to	Racquetball	Ontario’s	organizaEonal	
values	 and	 policies,	 to	 provide	 the	 Employee	 with	 feedback	 on	 his	 or	 her	 performance,	 and	 to	
idenEfy	the	Employee’s	strengths	and	weaknesses.	

24. If	an	Employee’s	performance	is	below	a	saEsfactory	level,	the	Lead	Supervisor	will	discuss	with	the	
Employee	the	specific	problem,	the	level	of	performance	that	is	required,	the	suggested	acEon	items	
to	 improve	 performance,	 and	 the	 Eme	 frame	 for	 achieving	 the	 desired	 level	 of	 performance.	 All	
discussions	regarding	performance	will	be	documented	and	placed	in	the	Employee’s	personnel	file.	
If	performance	is	unsaEsfactory	and	does	not	improve	according	to	the	acEon	plan	Eme	frames	that	
have	been	discussed,	the	Employee’s	employment	may	be	terminated	for	cause.	

25. For	all	 Employees,	 a	base	 salary	 review	will	 be	done	by	 the	 Lead	Supervisor.	Annual	 cost	of	 living	
increases	will	not	occur.	The	Board	will	 review	the	 inflaEon	rate	and	 from	Eme	to	Eme	adjust	 the	
salary	range	for	each	posiEon.	



Vaca&on	and	Holidays	

26. VacaEon	enEtlements	will	accrue	in	accordance	with	Ontario’s	Employment	Standards	Code,	unless	
stated	otherwise	in	the	Employee’s	Employment	Agreement.	

27. When	 a	 statutory	 holiday	 falls	 within	 an	 Employee’s	 vacaEon,	 the	 Employee	 will	 be	 granted	 an	
addiEonal	day	of	vacaEon.	

28. All	 vacaEons	will	be	approved	 in	advance	by	 the	Lead	Supervisor.	The	Lead	Supervisor	 retains	 the	
right	 to	determine	 the	scheduling	of	vacaEons	and	 to	determine	whether	more	 than	one	week	of	
vacaEon	may	be	 taken	at	once.	VacaEon	 requests	 for	one	week	or	more	will	 be	 submi[ed	 to	 the	
Lead	Supervisor,	in	wriEng,	no	later	than	two	months	prior	to	the	requested	vacaEon	date.	

29. Employees	who	have	worked	less	than	one	full	employment	year	will	be	enEtled	to	vacaEon	Eme	on	
a	pro-rated	basis.		

30. Employees	are	enEtled	to	Eme	off	on	public	holidays	recognized	by	Ontario’s	Employment	Standards	
Code.		

Leave	

31. The	following	secEons	endeavour	to	incorporate	current	Ontario	and	Federal	legislaEon.	If	any	of	the	
following	secEons	do	not	comply	with	minimum	 legislaEve	requirements,	 the	minimum	 legislaEon	
shall	be	subsEtuted	instead.	

32. Paid	sick	leave	is	available	to	Full-Time	and	Part-Time	Employees	acer	their	probaEonary	period	has	
been	successfully	completed.	A	daily	absence	due	to	illness	should	be	reported	to	the	supervisor	by	
8:45am.	 All	 Full-Time	 and	 Part-Time	 Employees	 are	 enEtled	 to	 four	 (4)	 days	 paid	 sick	 leave	 (this	
allotment	exceeds	the	minimum	enEtlements	in	the	Code).	Full-Time	and	Part-Time	Employees	are	
not	eligible	 to	accumulate	sick	 leave	and	must	be	 legiEmately	 ill	before	 leave	will	be	granted.	Sick	
leave	days	will	NOT	be	accumulated,	carried	over,	or	paid	out	upon	terminaEon.	

33. At	the	discreEon	of	Racquetball	Ontario,	a	doctor’s	le[er	may	be	required	to	substanEate	the	need	
for	sick	leave.			

34. Excessive	absenteeism	affects	an	Employee’s	ability	to	maintain	quality/quanEty	standards	of	work.	
Racquetball	Ontario	reserves	the	right	to	deduct	from	the	Employee’s	salary	any	sick	leave	taken	in	
excess	of	five	(5)	working	days	per	fiscal	year.	

35. Employees	will	periodically	be	required	to	schedule	medical	appointments.	Employees	are	required	
to	 schedule	 appointments	where	 possible	which	 least	 effects	 the	 amount	 of	 lost	 Eme.	 Part-Time	
Employees	are	required,	where	possible,	to	schedule	appointments	outside	of	their	scheduled	hours	
of	work.	

36. Bereavement	 leave,	 maternity	 leave,	 and	 parental	 leave	 will	 be	 in	 accordance	 with	 Ontario’s	
Employment	Standards	Code.	

37. Employees	required	to	serve	on	a	Jury	or	as	a	Crown	Witness	are	enEtled	to	leave	without	pay.	



38. Leaves	 of	 absence	 must	 be	 approved	 in	 wriEng.	 Extending	 approved	 leaves	 of	 absence	 without	
noEficaEon	to	Racquetball	Ontario	may	result	in	terminaEon	of	the	Employee.	

Salary	and	Benefits		

39. The	following	secEons	endeavour	to	incorporate	current	benefits	as	offered	by	Racquetball	Ontario’s	
Insurance	Plan	(if	any).	If	any	of	the	following	secEons	do	not	comply	with	the	benefits	as	offered	by	
Racquetball	Ontario’s	 Insurance	Plan,	 the	benefits	offered	by	Racquetball	Ontario’s	 Insurance	Plan	
shall	be	subsEtuted	instead.	

Salary	

40. The	salary	of	each	Employee	will	consist	of	a	base	salary	and	may	include	performance	incenEves.	

41. Salary	 will	 be	 paid	 bi-monthly,	 on	 the	 15th	 and	 last	 day	 of	 each	 month,	 unless	 payday	 falls	 on	
weekends	 or	 statutory	 holidays,	 in	which	 case	 the	 payday	will	 be	moved	 to	 the	 last	working	 day	
before	the	holiday.	

42. Salary	 shall	be	subject	 to	benefit	deducEons,	 statutory	deducEons,	and	withholdings	 for	Canadian	
Pension	and	Employment	Insurance.	

43. Payment	 will	 be	 made	 either	 by	 cheque	 or	 by	 direct	 payment	 to	 the	 employee’s	 bank	 account.	
Payment	covers	the	pay	period	up	to	and	including	payday.	If	an	employee	takes	his	or	her	vacaEon	
during	 a	 payday,	 he	 or	 she	may	 request	 an	 advance	 of	 the	 bi-monthly	 pay	 to	 be	 received	 on	 the	
payday	preceding	the	vacaEon.	To	receive	an	advance	in	this	manner,	the	supervisor	must	inform	the	
payroll	department	six	(6)	working	days	before	the	payday	when	the	advance	is	to	be	made.	

44. Daily	salary	for	Employees	will	be	calculated	by	dividing	the	Employee’s	annual	salary	by	the	number	
of	days	worked	per	year	(approximately	261	days).	Hourly	salary	for	Employees	will	be	calculated	by	
dividing	the	number	of	hours	worked	in	a	day.	

45. StarEng	salaries,	salary	increases,	and	performance	incenEves	(if	any)	will	be	reviewed	and	approved	
by	 the	 Board	 of	 Directors.	 In	 carrying	 out	 this	 review,	 the	 Board	 of	 Directors	 will	 have	 regard	 to	
salaries	paid	by	comparable	organizaEons.	

Expense	Compensa&on	

46. Employees	will	be	compensated	for	any	costs	and	expenses	incurred	while	traveling	on	OrganizaEon	
business,	 or	 while	 performing	 duEes	 in	 accordance	with	 their	 job	 descripEon,	 pursuant	 to	 terms	
outlined	by	their	Employment	Agreement	and	Racquetball	Ontario’s	Financial	Policy.	

Professional	Development	

47. Racquetball	 Ontario	 will	 budget	 for	 staff	 training	 and	 development	 according	 to	 the	 resources	
available	 each	 year.	 Employees	 should	 consult	with	 the	 President	 to	 idenEfy	 suitable	 professional	



development	 opportuniEes.	 At	 the	 discreEon	 of	 the	 President	 and	 based	 upon	 a	wri[en	 request	
from	an	Employee,	Racquetball	Ontario	may	cover	all	or	part	of	the	Employee’s	costs	to	parEcipate	
in	educaEonal	courses,	seminars,	workshops,	or	other	professional	development	acEviEes.	

48. Racquetball	Ontario	will	support	individual	educaEonal	acEviEes	that:	

a) Have	immediate	applicaEon	to	the	employee’s	job;	

b) Have	future	applicaEon	to	the	employee’s	job;	and	

c) Have	 no	 immediate	 applicaEon	 to	 the	 employee’s	 job	 but	 prepares	 the	 employee	 to	
assume	 addiEonal	 duEes	 or	 acquire	 qualificaEons	 for	 advancement	 within	 Racquetball	
Ontario.	

49. Proof	 of	 successful	 compleEon,	 passing	 grade,	 or	 required	 a[endance	 is	 necessary	 to	 any	
reimbursement.	 A	 registraEon	 fee	 is	 considered	 part	 of	 the	 associated	 cost;	 however,	 no	
reimbursement	will	be	made	unEl	successful	compleEon	of	the	course.	

50. When	possible,	courses	shall	be	scheduled	during	an	individual’s	personal	Eme	so	as	not	to	conflict	
with	her/his	scheduled	hours	of	work.	Courses	may	be	scheduled	during	scheduled	hours	of	work	at	
the	discreEon	of	the	President.	

51. Employees	must	pay	all	tuiEon	fees	at	the	Eme	of	enrolment.	

Cellphones	

52. While	operaEng	a	motor	vehicle	and	unless	using	a	legally	authorized	ear	piece,	Employees	will:	

a) Not	use	a	cellphone	or	other	hand-held	device;	

b) Before	 using	 a	 cellphone	 or	 other	 hand-held	 device,	 leave	 the	 road	 and	 safely	 park	 their	
motor	vehicle;	

c) Have	incoming	phone	calls	answered	by	voice	mail.	

53. Employees	 will	 not	 be	 disciplined	 for	 failing	 to	 answer	 a	 call	 while	 they	 were	 operaEng	 a	motor	
vehicle.	

54. Racquetball	 Ontario	 will	 not	 be	 held	 responsible	 for	 any	 violaEons	 or	 accidents	 caused	 by	 the	
contravenEon	of	the	Cellphones	secEon	of	this	Policy.	

Other	Employment	

55. Employees	 may	 accept	 outside	 employment	 provided	 the	 employment	 does	 not	 diminish	 the	
Employee’s	ability	to	perform	work	for	Racquetball	Ontario,	the	employment	does	not	represent	a	
conflict	 with	 Racquetball	 Ontario,	 and	 the	 President	 is	 noEfied	 in	 advance	 of	 the	 Employee’s	
intenEon	to	accept	outside	employment	and	gives	wri[en	approval.	



Personal	Belongings	

56. Racquetball	Ontario	assumes	neither	responsibility	nor	liability	for	any	personal	or	office	arEcles	lost	
or	 stolen,	 regardless	 of	 circumstances.	 At	 Racquetball	 Ontario’s	 office,	 purses,	 wallets,	 and	 other	
valuable	personal	belongings	should	be	placed	in	a	locked	drawer	or	cabinet	at	all	Emes.	

Conduct	and	Discipline	

57. Employees	will	 comply	with	 this	 Policy,	 the	 terms	 of	 their	 Employment	 Agreement,	 and	 all	 other	
OrganizaEon	 policies	 relaEng	 to	 conduct	 including,	 but	 not	 limited	 to,	 Racquetball	 Ontario’s	
ConfidenCality	 Policy,	 Conflict	 of	 Interest	 Policy,	 Privacy	 Policy,	 Social	 Media	 Policy,	 and	 Code	 of	
Conduct	and	Ethics.	

58. Racquetball	 Ontario’s	 Employees	 may	 be	 subject	 to	 disciplinary	 acEon	 should	 their	 conduct	 so	
warrant.	

59. Disciplinary	acEon	will	be	progressive	and	may	include,	but	is	not	limited	to:	

a) Verbal	 reprimand	 -	 a	 verbal	 reprimand	 may	 be	 given	 by	 the	 supervisor	 in	 private	 for	 minor	
offences.	Such	a	reprimand	will	not	become	a	part	of	the	Employee’s	file,	and	the	ma[er	will	be	
closed	when	the	construcEve	two-way	discussion	has	been	finalized;	

b) Le[er	 of	 reprimand	 -	 when	 a	 more	 serious	 infracEon	 occurs,	 or	 repeEEve	 behaviour,	 the	
supervisor	 will	 write	 a	 le[er	 to	 the	 Employee	 staEng	 the	 infracEon	 and	 warning	 him	 or	 her	
against	further	misbehaviour.	A	copy	of	this	le[er	will	be	kept	in	the	Employee’s	personnel	file;	

c) Suspension	–	an	Employee	may	be	suspended	(with	or	without	pay)	for	a	period	of	three	(3)	to	
ten	(10)	working	days,	depending	on	the	seriousness	of	the	offence.	Normally,	the	Employee	will	
be	permi[ed	 to	 carry	on	his	 or	her	normal	duEes	while	 the	 case	 is	 being	 invesEgated.	But	 in	
some	cases	 it	may	be	necessary	 to	bar	 the	person	 from	 the	premises	unEl	 the	 case	has	been	
invesEgated.	In	such	an	instance,	the	Employee	will	be	noEfied	in	wriEng;	

d) Dismissal	 -	dismissal	will	be	used	only	when	all	other	correcEve	acEons	have	 failed	or	are	not	
applicable.	

UnsaCsfactory	Work	Performance	or	Work-Related	Behaviour		

60. UnsaEsfactory	work	performance	or	work-related	behaviour	is	the	failure	or	refusal	to	carry	out	job	
responsibiliEes,	 failure	 to	 follow	 Racquetball	 Ontario’s	 rules	 or	 policies.	 The	 Board	 will	 inform	
Employees	of	acts	or	omissions	which	are	symptomaEc	of	unsaEsfactory	work	performance	or	work-
related	behaviour	and	of	the	applicable	discipline	if	either	is	not	corrected.	

61. In	a	case	of	gross	misconduct,	immediate	disciplinary	acEon	up	to	and	including	terminaEon	may	be	
applied.	During	the	invesEgaEon	of	alleged	gross	misconduct,	an	Employee	may	be	placed	on	leave	
without	pay.	

62. Gross	misconduct	includes	the	following:		

a) Thec	or	dishonesty;	



b) Gross	insubordinaEon;	

c) Wilful	destrucEon	of	club	property;	

d) FalsificaEon	of	records;	

e) Acts	of	moral	turpitude;	

f) ReporEng	for	duty	under	the	influence	of	intoxicants;	

g) Illegal	use,	manufacturing,	possessing,	distribuEng,	purchasing	and	dispensing	of	controlled	
substances	or	alcohol;	

h) Disorderly	conduct;	

i) Provoking	a	fight;	

j) Other	similar	acts	involving	intolerable	behaviour	by	an	employee.	

63. When	disciplining	an	Employee,	Racquetball	Ontario	will	 consider	 the	nature	of	 the	unsaEsfactory	
work	 performance	 or	 work-related	 behaviour,	 the	 past	 record	 of	 the	 Employee	 and	 appropriate	
penalEes.	 Therefore,	 as	 a	 general	 rule,	 disciplinary	 acEon	 for	 unsaEsfactory	work	 performance	 or	
work-related	behaviour	will	begin	with	an	oral	or	wri[en	warning	and	may	be	followed	by	addiEonal	
wri[en	 warnings.	 Wri[en	 warnings	 will	 be	 presented	 to	 the	 Employee	 and	 will	 describe	 the	
unsaEsfactory	work	performance	or	work-related	behaviour	and	the	necessary	correcEve	acEon	to	
be	 taken.	 If	 an	 Employee	 fails	 to	 a[ain	 a	 saEsfactory	 level	 of	 work	 performance	 or	 work-related	
behaviour	despite	such	warning,	disciplinary	acEon	up	to	and	including	terminaEon	of	employment	
may	be	implemented.	Copies	of	all	wri[en	warnings	and	other	disciplinary	acEons	will	be	placed	in	
the	Employee’s	personnel	file.	

Termina&on	

64. No	 noEce,	 or	 pay	 in	 lieu	 of	 noEce,	 is	 required	 by	 either	 Racquetball	 Ontario	 or	 the	 Employee	 to	
terminate	the	employment	relaEonship	during	the	first	three	(3)	month	probaEonary	period	for	new	
Employees.		

65. Employees	will	provide	noEce	of	their	intenEon	to	leave	the	employment	of	Racquetball	Ontario	in	
accordance	with	Ontario’s	Employment	Standards	Code.	

66. Racquetball	Ontario	may	terminate	the	employment	of	any	Employee	for	cause	at	any	Eme,	without	
noEce	or	pay	in	lieu	of	noEce.	

67. Racquetball	 Ontario	 will	 provide	 Employees	 noEce,	 or	 pay	 in	 lieu	 of	 noEce,	 of	 their	 intenEon	 to	
terminate	the	Employee’s	employment	with	Racquetball	Ontario	without	cause	in	accordance	with	
Ontario’s	 Employment	 Standards	 Code,	 unless	 otherwise	 agreed	 in	 the	 Employee’s	 Employment	
Agreement.	

68. The	Board	will	have	authority	for	terminaEon	of	all	Employees.	



Grievance	Procedure	

69. An	Employee	who	is	dissaEsfied	with	any	procedures	or	treatment,	or	who	noEces	instances	of	the	
wrongdoing	in	the	workplace,	should	consider	taking	the	ma[er	up	with	his	or	her	supervisor.	If	the	
ma[er	 is	 not	 resolved	 at	 this	 level,	 or	 if	 the	 Employee	 does	 not	want	 to	 consult	 with	 his	 or	 her	
supervisor,	 the	 Employee	may	use	Racquetball	Ontario’s	Whistleblower	 Policy	 and/or	may	 contact	
Racquetball	Ontario’s	Board	of	Directors.	

70. Employees	may	 not	 advocate	 personal	 issues	 with	 any	 Director	 without	 the	 consent	 of	 the	 Lead	
Supervisor;	 unless	 the	 personal	 issues	 are	 directly	 connected	 to	 the	 conduct	 or	 behaviour	 of	 the	
Lead	Supervisor.	



VOLUNTEER	AGREEMENT	TEMPLATE	

First	Name:	_______________________________	 Last	Name:	_____________________________	

Address:	_________________________________	 City	/	Postal	Code:	________________________	

Cell	Phone:	_______________________________	 Alt	Phone:	______________________________	

Birth	Date	(M/D/Y):	________________________	 Email	Address:	__________________________	

Gender	IdenEty:	__________________________	 Other	InformaEon:	_______________________	

The	Volunteer	and	Racquetball	Ontario	have	agreed	to	enter	into	a	volunteer	relaEonship	and	wish	to	
reflect	the	terms	of	their	agreement	in	wriEng.	

THIS	VOLUNTEER	AGREEMENT	CONFIRMS	that	the	ParEes	have	mutually	agreed	as	follows:	

Volunteer	

1. The	ParEes	agree	and	acknowledge	that	the	relaEonship	intended	by	this	descripEon	of	expectaEons	
is	NOT	a	legally	binding	agreement	or	employment	relaEonship.		

Screening	

2. Upon	the	request	of	Racquetball	Ontario,	the	Volunteer	agrees	to	obtain,	submit,	and	renew	
materials	required	by	Racquetball	Ontario’s	Screening	Policy	including,	if	applicable,	a	criminal	
records	check.	Failure	to	parEcipate	in	the	screening	process	will	result	in	ineligibility	to	volunteer	
with	Racquetball	Ontario.	

Responsibili&es	of	the	Volunteer	

3. The	Volunteer	will:	

a) Comply	with	the	Bylaws,	policies,	procedures,	rules	and	regulaEons	of	Racquetball	Ontario,	
including	complying	with	any	contracts	or	agreements	executed	with	or	by	Racquetball	Ontario;	

b) Devote	his	or	her	full	Eme	and	a[enEon	during	volunteer	hours	to	the	business	and	interests	of	
Racquetball	Ontario;	

c) Complete	the	duEes	a[ached	as	Appendix	A,	if	any;	

d) Comply	with	expected	standards	of	ethical	conduct	while	volunteering	with	Racquetball	Ontario	
which	are	listed	in	the	Code	of	Conduct	and	Ethics	and	include	the	following:	

i. Demonstrate	through	words	and	acEons	the	spirit	of	respect	and	leadership;	



ii. Treat	others	with	respect	and	refrain	from	negaEve	or	disparaging	remarks	or	
conduct;	

iii. Avoid	and	reject	the	non-medical	use	of	illegal	or	banned	drugs	or	methods;	

iv. Refrain	from	any	behaviour	that	consEtutes	harassment,	where	harassment	is	
defined	as	comment	or	conduct	directed	towards	an	individual	or	group,	which	is	
offensive,	abusive,	racist,	sexist,	degrading	or	malicious;	

v. Refrain	from	any	behaviour	that	consEtutes	sexual	harassment,	where	sexual	
harassment	is	defined	as	unwelcome	sexual	advances	or	conduct	of	a	sexual	nature;	

vi. Refrain	from	the	use	of	power	or	authority	in	an	a[empt	to	coerce	another	person	
to	engage	in	inappropriate	acEviEes;	

vii. Adhere	to	all	Federal,	Provincial,	Municipal	or	host	country	laws.	

Expenses	

4. Upon	the	approval	of	Racquetball	Ontario,	Racquetball	Ontario	will	reimburse	the	Volunteer	
reasonable	out-of-pocket	expenses	properly	incurred	in	the	course	of	volunteering	for	Racquetball	
Ontario	payable	in	accordance	with	Racquetball	Ontario’s	established	procedures	and	approved	
rates	upon	the	Volunteer	submipng	an	expense	claim	and	applicable	receipts.	

Confiden&al	Informa&on		

5. ConfidenEal	InformaEon	includes,	but	is	not	limited	to,	socware,	know-how,	trade	secrets,	technical	
personal	informaEon,	and	business	informaEon	relaEng	to	Racquetball	Ontario’s	plans,	development	
models,	invenEons,	products,	services,	finances,	customers,	members,	markeEng,	future	business	
and	sponsorship	plans	and	any	other	informaEon	which	is	idenEfied	as	confidenEal	by	Racquetball	
Ontario.	It	also	includes	third	party	informaEon	which	is	received	by	Racquetball	Ontario	in	
confidence,	including	informaEon	received	from	clients,	customers,	potenEal	business	partners,	
sponsors,	buyers	and	others.	

6. The	Volunteer	agrees:	

a) Not	to	publish,	communicate,	divulge	or	disclose	to	any	unauthorized	third	party	or	parEes	any	
ConfidenEal	InformaEon,	without	the	prior	wri[en	consent	of	Racquetball	Ontario;	

b) Not	to	allow	other	persons	or	third	parEes	access	to	the	ConfidenEal	InformaEon;	

c) To	comply	with	privacy	legislaEon;	

d) To	use	ConfidenEal	InformaEon	solely	as	may	be	required	in	connecEon	with	the	Volunteer’s	
responsibiliEes	to	Racquetball	Ontario.	



Image	Release	

7. The	Volunteer	authorizes	Racquetball	Ontario	to	photograph	and/or	record	his	or	her	image	and/or	
voice	and	to	use	this	material	to	promote	Racquetball	Ontario	through	the	media	of	newsle[ers,	
websites,	television,	film,	radio,	print	and/or	display	form.	The	Volunteer	further	consents	that	the	
materials	and	copyright	will	remain	the	sole	property	of	Racquetball	Ontario.		

Intellectual	Property	

8. Copyright	and	any	other	intellectual	property	rights	in	all	wri[en	material	(including	material	in	
electronic	format),	socware,	databases,	brands	and	other	works	produced	by	the	Volunteer	will	be	
owned	solely	by	Racquetball	Ontario,	who	will	have	the	right	to	use,	reproduce	or	distribute	such	
material	and	works,	or	any	part	thereof,	for	any	purpose	it	wishes.	Upon	the	request	of	Racquetball	
Ontario	or	terminaEon	of	this	Agreement,	the	Volunteer	will	return	all	ConfidenEal	InformaEon	and	
propriety	informaEon	received	in	wri[en	or	tangible	form,	including	copies,	or	reproducEons	or	
other	media,	immediately	of	such	request.	

Term	and	Termina&on		

9. This	Agreement	will	start	on	______________	will	terminate	on	___________________	unless	
terminated	earlier	in	accordance	with	this	Agreement.	There	will	be	no	automaEc	renewal	of	this	
Agreement.	Volunteers	wishing	to	conEnue	volunteering	must	re-apply	and	execute	a	new	
agreement.		

10. Either	Party	may	terminate	this	Agreement	immediately	upon	providing	the	other	Party	with	wri[en	
noEce	of	their	intenEon	to	terminate	this	Agreement,	which	will	terminate	accordingly.	

		

Assignment	

11. The	Volunteer	will	not	assign,	either	directly	or	indirectly,	any	obligaEon	or	enEtlement	that	it	has	
under	this	Agreement	without	express	wri[en	consent	of	Racquetball	Ontario.	

General	

12. The	Volunteer	herby	agrees	to	abide	by	the	terms	and	condiEons	outlined	in	this	Agreement.	To	
evidence	their	agreement,	the	Volunteer	has	signed	this	Agreement.	

Volunteer	
________________________________________	 ______________________________________		
Print	Name	 	 	 	 	 	 Date	(M/D/Y)	
_______________________________________	
Signature	
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