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Welcome to Capital Health – Message from the CEO 

Welcome to Capital Health. You’ve joined us at an exciting time. 

In 2007 we embarked on a new strategic plan - Our Promise. Developed with the input 
of thousands of our citizens, patients, physicians and staff, Our Promise set a very 
different course for Capital Health. 

Over the past five years, we have made great strides in advancing the new plan. We 
are more person-centred in our care and services. We engage citizens and 
communities in our plans and decisions much more than we did before. We have re-
affirmed our academic commitment and introduced many innovations. We have 
changed the culture of leadership at Capital Health. We have worked to ensure our 
organization and the services we provide are sustainable. 

While we have achieved a great deal of positive change through Our Promise, at times 
it seemed we were almost overwhelmed by change and at risk of losing focus. 
Sometimes the language we have used, terms like ‘culture change’ and ‘possibility’, 
has made what we are trying to accomplish somewhat unclear. 

We are committed to bringing new focus and clarity to our strategic direction. 

Our Promise is still our promise - we are not changing course - but through a broad 
engagement effort, we have developed a refreshed plan to more clearly identify and 
commit to, our strategic priorities over the next three years. We have refined the 
definitions of each of the five convergent strategies and set renewed areas of focus, 
goals and initiatives, so everyone can see how the revitalized plan can be applied at 
every level. 

Through this process, we have received feedback from hundreds of Capital Health’s 
community members - employees, physicians, partners and the public - through focus 
groups, engagement sessions, an e-survey, drop-in sessions and stakeholder sessions.  

We realize that a vision without a plan is just a dream. We now have a plan - Our 
Promise in Action. And this plan involves you. 
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Thank you to all of our Capital Health community members who have taken the time to 
provide input and help move Our Promise forward. Please take the time to read and 
reflect on the material presented on our website and learn more about how you can 
participate and contribute to Our Promise in Action. 

Working together, we will achieve our goals and realize our vision of healthier people 
and healthier communities. 

Sincerely, 

Chris Power 
President and CEO 
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Mission, Vision and Values 
 

Our Promise reflects Our Mission for a different today and Our Vision for a better 
tomorrow. Our Values reflect the kind of people we are and how we choose to do 
things. Our Promise in Action, and its five convergent strategies, is the tool to make it all 
happen. 

Our Mission 
To be a world-leading haven for people-centred health, healing and learning. Capital 
Health is an academic health sciences network providing timely access to advanced 
patient care, leading-edge research and training for the current, and the next, 
generation of health care professionals. 

Our Vision 
Healthy People, Healthy Communities 

Our Values 
Our Promise is grounded in integrity and it calls on each of us to be courageous, caring, 
accountable and inquisitive. 

Integrity 
Integrity means to act honestly, ethically & morally and to do what is necessary to align 
our beliefs, our words, our behaviour and our actions. 

Courageous 
By courageous we mean having the strength to challenge the status quo. Courage calls 
on us, individually and collectively, to be leaders in doing the right thing for the people, 
community and planet that we serve - to do what is necessary to live Our Promise as 
we face tough issues and make difficult decisions. 

Caring 
Caring means having compassion and concern for others in a way that embraces a 
person’s physical, spiritual, mental, intellectual and emotional well-being. We do this, as 
Our Declaration of Health states, with our hearts, hands and minds. And we speak here 
not just of those we care for, but of each other within the Capital Health community and, 
indeed, the broader world in which we live. 
 
Accountable 
Being accountable means taking responsibility for our words and actions in open and 
transparent ways. It encompasses sustainability by changing the way we think about 
our resources, whether they be people or buildings, dollars and cents, or earth and air. 
With our citizens, we are changing the way we think about these resources because we 
want them to be around for tomorrow’s communities. 
 
Inquisitive 
Inquisitive reflects our essence as an academic health sciences network that is eager 
for and supportive of new knowledge. We value curiosity about finding new ways of 
being, doing, caring and exploring and we share our knowledge in the pursuit of 
improved health, health care and the systems in which they operate. 
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Our Declaration of Health 
 
We, the members of the organization called Capital Health ‐  the employees, 
physicians, learners and volunteers ‐  are people caring for people. 
 
We care for the whole person before us. 
 
We care with our hearts as well as our hands and our minds. 
 
We care by bringing to bear the sum of our individual knowledge and humanity. 
 
We care by helping to build a better tomorrow, as lifelong learners, educators of the 
next generation and researchers of new frontiers in health and healing. 
 
We care by embracing our place in the broader community and working with our friends 
and neighbours to address the many social conditions that affect well‐ being. 
 
We do all this so that, together, we can realize our shared vision of healthy people, 
healthy communities. 
 
Health is among the most precious of our personal possessions. It is in health that we 
are best able to care for one another and contribute to a more vibrant, generous society.  
 
It is in health that we have the full capacity to pursue the possibilities and potential of 
our shared human experience. 
 
We believe Capital Health comprises every person who lives within the district and 
every person from beyond who seeks our care, and that in our collective strength we 
can achieve many successes, face tough issues and make difficult decisions. 
 
We believe every person has the right and the responsibility to achieve his or her 
individual optimal state of health, and that such health embraces all aspects of our 
humanity: the physical, emotional, mental and spiritual. 
We believe in each of us lies the courage and the confidence to decide how best to 
reach our health potential, and we are entitled to the full knowledge, respect and trust 
that empower wise decision‐ making. 
 
We accept as shared responsibility the need to promote healthy living, prevent and treat 
illness and disease, and provide end‐ of‐ life care, and we do so in a safe and giving 
community that insists on compassion, kindness, empathy and humility. 
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We acknowledge a reality of finite resources; yet in accepting limits, we commit to 
pushing against them to achieve more, ever mindful that our decisions and actions must 
be just, equitable and for our greater good. 
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Leadership Enabling Team (LET) 

There is one Leadership Enabling Team (LET) for the facilities and programs that make 
up Capital Health. The vice presidents on LET report to the President & CEO, who in 
turn reports to the Capital Health Board of Directors. The Team has the responsibility of 
managing the “big picture” in terms of organization policy, budget, resource allocations 
and meeting performance and quality goals. This work is done in collaboration with 
government, seven Community Health Boards, Physicians, Directors, Managers and 
Employees working together toward the management and integration of health services 
in Capital Health. The Team works with a common vision of improving health that 
reflects the need to engage staff, physicians and communities in decisions that support 
our vision of a healthy population  
The Leadership Enabling Team interacts with you through communications with your 
manager and/or director, the e-newsletter “Capital Community”, committees, surveys 
and questionnaires, and focus groups.  

 
Charity Sponsorship and Community Activities 

Capital Health employees are active in the sponsorship of a number of charities and are 
recognized within the community for their generous support. In addition to contributing 
their time and money to a number of registered charities, employees have also 
organized fund raising events during the holiday season or at times of crisis for families 
who are part of our community and in need of assistance. Most scheduled events in 
support of various charities can be found on our web site and in the Capital Community.  
Because it is essential that any organization or person that we publicly support is 
legitimate and not in conflict with the fund-raising efforts of one of the District’s 
Foundations, all fundraising activities must be approved in advance. Employees should 
also seek approval before selling goods and services being offered through some other 
outside agency, such as your child’s school. Employees wishing further information 
should contact their Director or Vice-President.  
 

Communications 

Orientation 
The Capital Health Orientation program is designed to welcome new people to the 
organization and to: introduce them to our culture, mission, vision and values; 
communicate pertinent information; and present relevant policies. It is expected that all 
new employees will receive a General Orientation within two weeks of their 
employment, followed up by a more specific orientation related to the employee’s 
department or unit. Employees are compensated for time spent at orientation.  
 
In addition to the above, research staff attend an “Orientation to Research Services” 
through a half-day session with the Research Educator.  These sessions take place 
once a month and provide information to new research staff on the services provided by 
Research Services and introduces them to the roles and responsibilities of the research 
community.  
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Capital Health Website – Access & Policies  
Internal Site:  
Capital Health has its own Intranet site, http://chdintra.cdha.nshealth.ca which is 
accessed and available only within the organization. This site includes the 
organization’s phone book, policies and procedures, information about departments, 
access to Manager Desktop, benefits listings, job opportunities, the monthly e-
newsletter Capital Community. Employee Self Service, and much more information 
regarding the organization.  
 
The Intranet also provides employees with access to various external web sites. While 
we encourage the use of the Internet as a business and research tool, employees are 
reminded that you are always viewed as a representative of Capital Health when using 
the Internet and it is essential that you conduct yourself accordingly.  
 
The Capital Health has comprehensive policies on accessing external sites, computer 
usage, password protection, etc. Please familiarize yourself with your rights and 
responsibilities when using the Capital Health computer systems.  
 
Public Site:  
Capital Health also has an internet site, www.cdha.nshealth.ca, which provides 
information to the broader community about all aspects of the organization including 
performance indicators.  
 
Policies  
To access Capital Health policies referred to in this guide please visit the intranet site 
and select Policies and Procedures on the right hand side of the page or click on the 
following: 
 
http://policy.nshealth.ca/Site_Published/dha9/dha9_home.aspx 
 
How to use the Policy Web Site:  

 Click on the Policy Manual's name to view its Policies.  

 For better results, click on the plus sign to access the sections, and click on the 
section name to return the results.  

 
Capital Community 
Capital Health’s monthly newsletter, Capital Community, is sent by email and includes 
links to the latest news and stores relevant to employees, physicians, learners and 
volunteers. To suggest or contribute items for publication, please email 
capitalnews@cdha.nshealth.ca or phone 1-902-473-7225. 
 
 
E-mail and Internet Access  
E-mail has become a very efficient and useful means of communicating and processing 
work for many employees of Capital Health. The policy for using this tool is available on 

mailto:capitalnews@cdha.nshealth.ca
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the Intranet.  
 

Confidentiality  
All employees of Capital Health are expected to maintain strict adherence to our policies 
on internal and patient confidentiality. All employees read and sign the organizations 
pledge of confidentiality. Our confidentiality policy can be found on the intranet: 
 
http://policy.nshealth.ca/Site_Published/dha9/policy_search.aspx 
 

 

Meeting Room Arrangements 
Capital Health has a number of conference educational and meeting rooms throughout 
the District that are available for use by all departments. Facilities at all QEII sites and 
the Nova Scotia Hospital sites must be booked using Microsoft Office Outlook.  
 
Detailed descriptions of the rooms and audio visual equipment available for use can be 
found on the intranet site at http://chdintra.cdha.nshealth.ca/foremployees/index.html. 
Facilities are limited and the demand for space is high, so making early arrangements is 
necessary to ensure your request can be met.  

 

Dress Code 
 

Standards of dress are based on the three principles of infection control, employee 
safety and image of the organization. Employees in particular professions or 
departments may have additional requirements stated in departmental policies which 
regulate clothing, footwear, jewelry and hair for reasons of health and safety. All 
employees are expected to dress appropriately for their profession and to practice good 
hygiene when in the workplace. Where “casual” days are permitted, employees are 
expected to adhere to the general standards of acceptable appearance in a public 
service environment. Please speak to your Principal Investigator/Manager if you have 
any questions concerning acceptable attire in your position.  

 
  

http://chdintra.cdha.nshealth.ca/foremployees/index.html
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 Security Services  

 

Capital Health values the safety and security of employees, and recognizes the volume 
of general public traffic through most areas of our sites’ place a high priority on Security 
matters. Because of this, Security services are in place at all Capital Health sites. 
Security is responsible for the protection of patients, staff, visitors, students, and other 
personnel while on Capital Health property. It is also responsible for the protection of 
property and equipment belonging to the Employer. Employees are encouraged to 
secure personal items at all times.  
 
As an employee, you also have a responsibility to ensure your own personal safety 
while on Capital Health property. Employees should check with Security for tips on 
safety and security, as well as any added services provided by Security, such as escort 
service to your car, etc. In order to assist Security Services in providing an efficient 
service, employees are required to wear their Employee Identification at all times. 
Security staff is responsible for fire & safety and first aid. All employees should be 
familiar with the various guidelines and procedures for emergency situations. 
Employees seeking additional information or assistance should contact the Security 
Office on their site.  

 
Organizational Health  

 

Employee Health 
Employee Health Department offers an occupational health service for the prevention 
and management of occupational injuries, illnesses and diseases. The department aims 
to promote health and wellness amongst employees and assist with the return of 
ill/injured employees back to work within a safe and timely manner. 
 
Employee Health is responsible for programs that promote the health and wellness of 
employees. Services provided include pre-placement screening upon hire to the 
organization, immunization programs, needle stick follow-up, identification of and 
prevention of health hazards, environmental auditing (noise, air quality), hearing 
conversation, ergonomic policies and programs, rehabilitation and disability 
management, return to work assistance, accommodation of employees, Employee and 
Family Assistance Program (EFAP provided by an external source), periodic health 
monitoring, consultation with employees and managers for the attendance management 
program and occupational health and disability management policy development.  
 
Safety and Injury Prevention  
The Safety and Injury Prevention Department is responsible for ensuring that Capital 
Health meets its obligation under the Nova Scotia Occupational Health and Safety Act. 
Safety is a shared responsibility and, as such, employees at all levels are required to be 
familiar with their responsibilities as identified in the Statement of Accountabilities 
Policy. Other policies that comprise the Capital Health Safety Prevention are available 
on the Intranet site and it is the responsibility of every employee to review them.  
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The Safety and Injury Prevention team provides services in the following areas: 
radiation safety, non-violent crisis intervention, SAFE line-accident/incident reporting, 
case management of workers compensation claims, injury prevention programming and 
development, fire safety, emergency planning, Workplace Hazardous Material 
Information System (WHMIS), JOHSC/WPST consultation and advice, contractor 
safety, inspection/audit, Heliport/Helipad safety, as well as general safety and injury 
prevention issues affecting not only employees, but volunteers, physicians, patients and 
visitors.  
 
All employees are expected to follow all rules, regulations, policies and guidelines in 
place for your department or profession and to report any potentially hazardous 
condition to your immediate supervisor at once. Employees must be familiar with the 
reporting procedures at their place of work as it relates to workplace injuries, accidents, 
hazards, and safety concerns.  
 
Joint Occupational Health and Safety Committees are established at all work sites in 
accordance with legislative requirements. This collaborative group of employee and 
employer members meets on a regular basis to promote Occupational Health and 
Safety, Fire Safety and resolve safety concerns. In larger facilities some committees 
may establish Workplace Safety Teams to assist in performing the functions of the 
committee.  
 
All employees are encouraged to read the safety orientation booklet provided. It 
contains information on your rights and responsibilities established under the Nova 
Scotia Occupational Health and Safety Act. A copy of the Act and Regulations is 
available on the Safety Programs Intranet web site.  

 
Wellness and Respectful Workplace 
Wellness and Respectful Workplace offers a wide range of programs and services 
including conflict resolution designed to make our organization a great place to 
work. We support employees, physicians, volunteers and learners to work 
collaboratively towards creating a shared responsibility for health and to determine and 
act on priority health issues. 

 
Capital Health is committed to creating and sustaining a wellness and respectful 
workplace. Our Promise is to be a world leading haven for people-centered health, 
healing, learning and innovation. People-centred includes people who work at Capital 
Health. We know it is important to promote our health and healing as providers of 
services in order to fulfill our vision of promoting the health and healing of people in 
Capital Health district and throughout Atlantic Canada.  
 
Wellness & Respectful Workplace is facilitating this initiative with many others at Capital 
Health. We all share the responsibility for making Capital Health a healthy place to 
work. We encourage you to participate in health promotion initiatives. Stay tuned to 
Capital News and our intranet site to learn of work place health promotion activities.  
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Fitness  
At most of our larger sites we are pleased to offer a variety of fitness programs to 
employees. Capital Health Fitness Programs are available at the Nova Scotia Hospital, 
HI and VG sites. In addition to various lunch hour fitness classes, a variety of cardio 
exercise equipment and free weights are available for staff to use during extended 
hours. The rates are reasonable and can be purchased on a monthly or annual basis. 
Employees interested in further information should contact visit our website at   
http://chdintra.cdha.nshealth.ca/departmentservices/healthyworkplace/fitnessFacilities.h
tml  

 

Payroll and Financial 

 
Pay Advisement and Pay Day  
Employees are paid every second Thursday through automatic deposit. Your pay 
advisement, which details your earnings and various benefit banks for the noted pay 
period, can be viewed on the intranet or internet using the employee self service. 
Employees who have a question regarding the information contained on their pay 
advisement should see their immediate supervisor. Any changes in your banking 
arrangements which would affect the deposit of your pay must be reported no later than 
the Monday two weeks prior to payday. The payday cycle is deferred by two weeks. For 
instance, a payday on Thursday, January 5, will reflect the hours worked from Dec 11 – 
Dec 24. Forms, and additional information, may be obtained by calling 1-902-473-5757 
or visiting the intranet and clicking on Payroll and Benefits on the right hand side of the 
page:  

 
Travel Allowance, Mileage, Parking  
Employees who incur approved expenses in the course of their employment are entitled 
to either an allowance or reimbursement for these costs. Employees are encouraged to 
take advantage of timing related discounts whenever possible. Approved travel and 
related expenses, as well as fee schedules, are outlined in the Capital Health Travel 
Policy.  
 
The Employer does not pay parking expenses incurred by employees for the purpose of 
attending work at their home site. The cost of parking at other sites for work 
requirements may, however, be submitted as an expense. 
  
Staff Discounts and Payroll Purchases 
Capital Health employs approximately 10,000 employees. This has enabled us to make 
arrangements with various providers for payroll deductions and/or discounted/corporate 
rates on goods and services for our employees. At the time of printing, the following was 
available to Capital Health employees.  

 MANULIFE RRSP **  

 Nesbitt Burns RRSP ***  

 Province House Credit Union ***  
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 Postal Credit Union ***  

 Canada Savings Program **  

 Johnson Home & Auto Insurance ***  

 Dalplex */***  

 Cole Harbour Place *  

 Weight Watchers 

 The Tower *  

 Anytime  Fitness** 

 Dartmouth Sportsplex *  

 Canada Games Centre* 

 108 Yoga* 

 Halifax Rowing Club 15% discount not available to staff families 

 30 Minute Hit* 

 Body Zone Inc* 

 Breathing Space Yoga Studio* 

 Circuit Circle Women’s Fitness Centre* 

 Charmill Vice Energy Fitness and Therapy 

 Curves for Woman** 

 Sackville Sports Stadium *  

 Fitness FX *  

 Slim Gym Fitness For Men* 

 Padmavati Yoga Centre** 

 Lockerroom Health-n-Fitness Club, Windsor *  

 Fit Pro Lifestyles Consultants** 

 Corporate membership with GoodLife Fitness Centre*  
 

   *Corporate or discounted rate  
  **Payroll deduction arranged through Capital Health  
***Payroll deduction initiated by employee at source (forms have to be completed 
through payroll). 

   
People Services are offered through a central number: 902-473-5757 (select option 4) 
or Toll Free 1-866-473-5757 (within Nova Scotia)  
 
This General Inquiries telephone service provides a personal response to all employees 
or directs the call to the appropriate service. This service responds by:  

• Acting as an information resource to managers, employees and the general 
public;  

•  
• Assisting managers in determining which People Services specialist can best 

assist them with specific inquiries/concerns;  
• vices 

Department.  
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Employment Opportunities 
Capital Health values its employees and recognizes the importance of providing 
opportunities for staff movement throughout the organization.  
All positions with Capital Health are posted on the intranet under the Jobs section 
http://chdintra/careers/index.cfm and are updated each business day. For research 
positions, hiring preference is given to qualified applicants who apply.  

• You can view job opportunities on the Job Opportunities ESS page.  

• Click on "Jobs Open for Capital Health Employees" to sign in to Employee Self 
Service.  

 

To be considered internal candidate employees must log into Employee Self 
Service to apply for job opportunities.  

 
Performance Management  
We believe that providing performance feedback is an important part of valuing staff. 
The Performance Management system is designed to recognize employee 
achievements and identifying opportunities for development. In addition to encouraging 
an atmosphere where continuous feedback is available to employees, the Policy sets 
out the time frame for a more formal performance appraisal for employees.  
Research Employees must have a completed annual performance review and 
recommendation by their supervisors before merit increases are processed  
 
Educational Programs and Services  
One of our most important organizational goals is to provide a working environment that 
encourages cooperation and teamwork, and allows employees to achieve their full 
potential. We also recognize the challenges faced by our employees in meeting the 
changes required in the delivery of health care services. We support that change 
through the delivery of a number of programs, including the design and facilitation of 
educational programs for employees and groups of employees. These programs, found 
on our intranet site, are designed to build the knowledge, skills and abilities needed by 
our employees to meet the goals of our strategic directions. We also work with 
individuals and groups to address specific issues in their place of work and offer team-
building programs to suit the needs of individual groups.  
 
In addition, the transformation networking team at Capital Health provides training and 
educational opportunities more closely identified with the particular service. These 
programs are referenced In the Capital Community and on the website as they become 
available.  
 
A fulltime research educator is available to research staff for orientation, continuing 
education and professional development and can be contacted at (902) 473-2118. 
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Terms and Conditions of Employment 
 
This section is intended to describe entitlements and other terms of employment 
applicable to Research staff at Capital Health 
  
Any applicable family oriented benefits, for example, bereavement leave, 
medical/dental, etc., are available to families with same sex spouses.  
  

Definitions  
 “Employee” means a person who is neither a member of a certified bargaining unit nor 
defined as a Management employee and who works within Research Services (Capital 
Health) as one of the following:  
  
“Full-time Employee” is one who is hired to work the standard hours of work 
 
*Part-time Employee” is one who is hired to work a regular number of hours but those 
hours are less than the standard for the position.  Part-time employees receive benefits 
on a pro rata basis.  
 
“Permanent Employee’s an employee who is employed without any reference to a 
specified date of termination of employment;  

 
“Casual Employee” is a non-permanent employee.  Casual employees hired to work 
on a relief   basis or in a Short Assignment (one to nine months) receive six percent 
(6%) in lieu of Vacation, Holidays, Illness/Injury and Bereavement.  Casual employees 
working in an assignment greater than nine (9) months, a Long Assignment, receive the 
benefits outlined in this document. Research students hired to work on a casual relief 
assignment will receive four (4) percent in lieu of Vacation/Holidays. 
  
“Employer” means Capital District Health Authority, generally referred to as Capital  
Health except for legal documents. 
  
Probationary Period  
 All newly hired employees must satisfactorily complete a probationary period of six (6) 
months worked.  This period allows both you and your Principal Investigator/Manager to 
determine if the work arrangement is suitable to your skills, abilities and expectations 
While an employee on probation may be terminated at any time at our sole discretion, 
we exercise that right in a fair and non-discriminatory manner.  
  
Service  
Where an employee does not receive salary for in excess of ten (10) days during a 
calendar month, no service, and therefore no service related benefits are credited to the 
employee unless entitlement is specifically referenced in another section of this Guide.  
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Hours of Work and Overtime 
 

Hours of work  
The standard hours of work for a full time employee are seventy-five (75) hours bi-
weekly, normally consisting of seven and one-half (7.5) hours per day.  We provide for 
an unpaid meal break of one-half (.5) hour and two paid rest breaks of fifteen (15) 
minutes each 
  
Flexible Scheduling  
Capital Health promotes flexible scheduling of hours or work. An employee who is 
interested in a flexible work arrangement may submit a proposal to their Principal 
Investigator/Manager outlining the proposed flex arrangement. This may include such 
things as:  adjusted daily start/end times, compressed work week or other “earned time 
off” arrangements, job sharing, etc.  We encourage our Principal 
Investigators/Managers to make every reasonable effort to accommodate employees’ 
request for flexible work arrangements, taking into consideration the need to meet 
operational requirements.  
  
Overtime  
While we recognize there are occasions when employees will be required to work 
additional hours, Principal Investigators/Managers are responsible for ensuring 
workloads are managed appropriately and overtime is kept to a minimum.   
 In order to be entitled to overtime compensation, your Principal Investigator/Manager 
must have approved the overtime in advance.  Normally, overtime is compensated as 
time off in lieu at the regular rate of pay. Where lieu time cannot be scheduled by your 
Principal Investigator/Manager, he/she will advise you of this prior to approving the 
overtime.  In such cases, overtime may be paid at the regular hourly rate.  
   
Vacation  
Vacation is provided so that employees will have the opportunity to maintain a healthy 
balance in their personal and professional lives.  
  
Vacation Entitlement  
Casual long assignment and permanent employees are entitled to receive annual 
vacation leave with pay.  Vacation entitlement is pro-rated based upon the number of 
months service accumulated in the year and is recommended as follows:  

  
Up to four (4) years of service – 3 weeks  
after 4 years – 4 weeks  
after 14years – 5 weeks  
after 24 years – 6 weeks  
  
Vacation Scheduling  
The vacation year is that period from April 1 to March 31, inclusive.  Employees may 
take vacation on the assumption that their employment will continue throughout the 
calendar year.  Employees who take vacation before it is earned and subsequently 
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terminate their employment will be required to repay any time taken but not earned. 
 
An employee may carry over up to 5 (five) vacation days (i.e., 37.5 hours) with the 
approval of their Principal Investigator/Manager.  Employees with banked vacation from 
the previous year are required to use their banked vacation hours first in accordance 
with our current policy.  Any unused vacation days over and above the 37.5 hours will 
be lost at the end each fiscal year 
  
While we will make every reasonable effort to grant vacation requests, approval of 
vacation time is at the sole discretion of the Principal Investigator/Manager 
  
Illness during Vacation  
An employee who becomes ill for three (3) or more consecutive days during her 
vacation may be entitled to have their general illness bank debited for the time and have 
their vacation reinstated.  Research Administration or People Services will be able to 
provide you with the Attending Physician’s Statement required for your claim.  
Employees who are unable to access this Statement during their period of illness should 
obtain a signed medical certificate from a legally qualified practitioner which states:  the 
date the employee saw the physician, the date the employee became ill, the nature of 
the illness and the duration (or expected duration) of the illness.  
  
Vacation Cancellation  
While we agree to make every reasonable effort not to have to disturb an employee’s 
vacation, there are occasions where it may be necessary to call back employees.  If an 
employee is called back to work during his/her vacation, he/she will be entitled to be 
reimbursed for reasonable expenses attributed to the callback and will have their 
vacation credits reinstated for the time worked.  
  
Advancement  
Employees may, at the discretion and approval of their Principal Investigator/Manager, 
borrow up to five days of vacation from the next fiscal year.   
   
Holidays 
The following calendar dates are recognized as paid holidays for casual long 
assignment and permanent employees (pro-rated for part time):  
  

 1. New Year’s Day  7. Labour Day  
 2. Good Friday  8. Thanksgiving Day  
 3. Easter Monday  9. Remembrance Day  
 4. Victoria Day  10. Christmas Eve (1/2 day beginning at noon)  
 5. Canada Day  11. Christmas Day  
 6. Natal Day (Civic) 12. Boxing Day 
   

An employee who is absent without pay on the scheduled day of work prior to and 
following the holiday is not entitled to the paid holiday.  Where the holiday falls on an 
employee’s day of rest or vacation, another day is granted off at a mutually agreed upon 
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time.  
 
 
Religious Day in Lieu 
An employee who is entitled to time off with pay in lieu of Good Friday, Easter 
Monday, Christmas and/or Boxing Day may take such time with pay in lieu at a time that 
permits her to observe a holy day of her own faith. The employee shall advise her 
immediate management supervisor in writing of her desire to take such day(s) off in lieu 
assoon as possible but before March 1st in each year and the immediate 
management supervisor will endeavour to grant the request where operational 
requirements permit. 
 

An employee who is absent, without pay on the scheduled day of work, prior to and 
following the holiday is not entitled to the paid holiday. Where the holiday falls on an 
employee’s day of rest or vacation, another day is granted off at a mutually agreed upon 
time.  
  

Work on a Regularly Scheduled Holiday  
Where an employee’s regular day of work falls on a designated holiday and the 
employee is required to work the day, he/she will be paid at their regular rate of pay and 
receive lieu time off with pay.  
   

Illness and Injury Leaves and Benefits  
 

General Sick Leave  
Casual long assignment and permanent employees are entitled to fifteen (15) days’ 
general sick leave per fiscal year, prorated for first year of employment and for part-time 
employees.  This benefit is paid at 100%.  These general days do not accumulate from 
year to year and may be used for: personal illness/injury; up to a total of five (5) days for 
family illness; up to a total of three (3) days for preventative medical and dental care; 
and up to a total of two (2) days for emergency purposes. These benefits are pro-rated 
for part-time employees 
  

Long Term Disability (LTD)  
All full-time employees in an assignment greater than six months, as well as eligible 
part-time employees, are required to participate in the Great West Life Long Term 
Disability plan.  Research Services shares in the premium costs of each employee’s 
plan.  
  
Employees who wish to obtain a copy of their LTD employee booklet should contact 
People Services at (902) 473-5757.  
   
Group Life, Medical, Dental and Pension Plans 
The Employer provides Group Life, Medical, Travel, Dental and Pension plans, as well 
as additional optional coverage for life insurance, for employees who meet the eligibility 
requirements of the various plans.  The Employer shares the cost of any mandatory 
plans with employees.  Employees should refer to the various plan booklets available 
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for further information.  
  
Employees who wish to obtain further information on these benefits should contact 
People Services at (902) 473-5757.  
    

Workers’ Compensation Benefits 
When an employee has a work related injury or illness, and/or exposure to blood/body 
substances, they are required to report this immediately to SAFE (1-902-473-SAFE).  
This information ensures you are paid properly.  Employees with questions regarding 
WCB should contact People Services at (902) 473-5757.  
   

Pregnancy, Parental and Adoption Leave 
An employee on pregnancy, parental or adoption leave continues to accrue and 
accumulate service credits for the duration of their leave at the rate in effect immediately 
prior to the leave and their service is deemed to be continuous.  However, service 
accumulated during such leave(s) is not used for the purpose of calculating vacation 
leave credits.  
  
Continued participation in benefits plans is optional.  Any employee who chooses to 
continue coverage during this period is responsible for the full amount of the premiums.  
  
Requests for pregnancy leave must be accompanied by a medical certificate specifying 
the expected date of delivery.  Employees should discuss notice requirements regarding 
leave start and return dates with their Principal Investigator/Manager and the HR 
Manager, Research Services, as well as any requirements for additional medical 
documentation.   
  
An employee who has commenced leave for the above purposes may defer the leave 
and return to work in circumstances where the child to whom the leave relates requires 
hospitalization in excess of one week.   
  
*Link: 
http://cdhaintra/departmentservices/financialServices/payrollandbenefits/index.html  
 
Pregnancy Leave  
An employee who has been employed for at least one (1) year is entitled to seventeen 
(17) weeks Pregnancy leave.  
  
An employee who requires a leave of absence prior to the commencement of her 
pregnancy leave or at the end of her pregnancy leave due to an illness arising out of, or 
associated with, the employee’s pregnancy may be entitled to Sick Leave.  
  
Parental Leave  
An employee who has been employed for at least one year and who becomes a parent 
through the birth of a child may request up to thirty-five (35) consecutive weeks of 
parental leave.  Parental leave, if taken in addition to pregnancy leave, must be taken 
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immediately upon completion of the pregnancy leave.  Where the employee is not 
taking parental leave in conjunction with pregnancy leave, the leave must end no later 
than fifty-two (52) weeks after the child(ren) first arrived in the employee’s home 
  
Adoption Leave  
An employee who has been employed for at least one (1) year is entitled to an unpaid 
leave of thirty-five (35) consecutive weeks, or more if required by the adoption Agency.  
Adoption leave may not extend beyond fifty-two (52) weeks after the child(ren) first 
entered the home.  An employee seeking Adoption Leave will be required to submit a 
certificate from an official in the Department of Community Services, or equivalent, 
confirming the adoption.  
   
Leave for Birth of A Child  
On the occasion of the birth of his child, a spouse will be granted a maximum of one 
day’s leave with pay.  This leave may be divided into two periods and granted on 
separate days.  
 
Leave for Adoption of A Child  
An employee will be granted one day’s leave with pay upon the adoption of a child by 
the employee or the employee’s spouse.  This leave may be divided into two periods 
and granted on separate days.  
   

Bereavement Leave 
 Our Bereavement Leave policy is to provide time for the employee to attend to matters 
surrounding the death of persons significant to the employee.  An employee will be 
permitted up to seven (7) calendar days leave, without loss of salary. While this leave is 
at the discretion of your Principal Investigator/Manager, he/she will be guided by the 
following in approving bereavement leave:  Up to the maximum amount of leave for 
members of the immediate family, and one day of leave for the purpose of attending the 
funeral of a person outside the immediate family.  Your Principal Investigator/Manager 
may also provide additional time for travel to and from a funeral. We do recognize that 
an employee may require more than the minimum bereavement period for persons 
outside the immediate family.  An employee who feels she needs time in excess of the 
recommended guidelines should discuss their needs with their Principal 
Investigator/Manager.   
  
If an employee is on vacation or sick leave at the time of the death bereavement, leave 
is substituted for the period of bereavement falling during the vacation or sick leave.   
 
Jury Duty 
Employees who are selected for jury duty are granted leave for the period they are 
required to serve on the jury.  Remuneration will be determined by the Principal 
Investigator/Manager.  
 
Education or Other Leave 
An employee who requires a leave of absence for purposes other than covered in this 
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Guide should speak with their Principal Investigator/Manager.  Your request will be 
considered, subject to our operational and other requirements.  Normally, any leave 
granted in such cases will be unpaid 

   
Compensation 
 

Capital Health recognizes the importance of paying a fair wage to its employees and 
strives to be competitive in its salary plans. Firstly, all positions are evaluated through 
the Hay Job Evaluation System.  
Merit increases on the salary scale are implemented at the discretion of your Principal 
Investigator/Manager based on performance. Employees should check with the 
immediate supervisor to confirm their anniversary date and entitlement to step 
increments. As of April 1, 2013 economic adjustments will be aligned to April 1 of each 
year as approved by the Council of District CEO’s in partnership with Department of 
Health and Wellness for Capital Health. 

 
Employee File  
 

All information related to your employment at Capital Health is maintained in an 
employee file in People Services. A separate Occupational Health file is maintained 
confidentially in the Occupational Health Department.  
 
An employee who wishes to view his/her employee file should contact PEOPLE SERVICES @ 1-902-
473-5757 (Select option 4) to set up an appointment.  

   
Problem Resolution Procedure 
 
 Capital Health, in its continuing efforts to build a work environment that supports all staff, recognizes that 
employees need a process by which to resolve conflict in the workplace.  The process set out below 
enables employees to raise matters affecting their employment, whether arising out of Capital Health 
policies, practices and/or procedures, or matters related to the terms and conditions of employment. This 
voluntary process ensures that any issues will be dealt with in a fair and equitable manner.  The Human 
Resources Consultant for your area will be pleased to assist you and your Principal Investigator/Manager 
with the process.  
  

Procedure  
 All submissions made by the employee in items 2 through 5 below should be made in 
writing and contain the nature of the complaint or dispute, as well as the remedy sought.  
We encourage both parties at each step of the process to meet in person to discuss the 
concern whenever possible to facilitate understanding.  Management will, at each step 
of the process, provide a written decision to the employee as soon as possible following 
the investigation of the matter.  
  
1.  An employee must discuss the matter with his/her Principal 

Investigator/Manager as soon as possible following the event giving rise to the 
complaint.  

2.  If the Principal Investigator/Manager is unable to resolve the matter to the 
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employee’s satisfaction, the employee may then submit the matter in writing to 
his/her department/division Head.  

3.  If the department/division Head is unable to resolve the matter to the employee’s 
satisfaction, the employee may then submit the matter to the Vice-President, 
Learning, Research and Innovation..  

4.  If the Vice-President, Learning, Research and Innovations unable to resolve the 
matter to the employee’s satisfaction, the employee may then submit the matter 
to the Vice President, People Services. 

5.  If the Vice President, People Services, is unable to resolve the matter to the 
employee’s satisfaction, the employee may then submit the matter to the 
President and CEO.  The decision of the President and CEO will be final.  

 
Resignation  
We encourage employees who choose to terminate their employment to provide as 
much notice as is reasonably possible in order to minimize the effect of their departure 
on their department’s operations.  In keeping with the Labour Standards Code we 
require one week’s notice in writing to the Principal Investigator if the period of 
employment is less than two years; two weeks’ notice in writing to the Principal 
Investigator if the period of employment is two years or more. Employees should see 
their immediate supervisor or contact People Services Inquiries for additional 
information.  
 

Retirement  
 

Retirement Allowance  
An Employee who resigns or retires from employment and is immediately eligible for 
and commences receipt of pension under the CDHA pension plan immediately following 
the resignation / retirement shall be granted a Retirement Allowance equal to one (1) 
week’s pay for each year of service to a maximum of twenty-six (26) years.  
The Retirement Allowance includes a prorated payment for a partial year of service. The 
salary to be used to calculate the amount of Retirement Allowance is the highest salary 
the employee was paid by the Employer during his/her employment. The formula is:  
([Annual Salary / 52 = 1 week salary] X years of service) [maximum of 26 years.]  
 
Retiree Benefits  
Employees meeting the eligibility criteria may elect to continue the basic medical 
benefits (dental and travel plans cease) and basic group life insurance upon retirement. 
Capital Health will continue to cost share these benefits at the following levels:  

  

  
 
Medical benefits, excluding dental and travel coverage, may be continued but coverage 
(e.g. co-pay on drugs, para-practitioner coverage, etc.) may change in accordance with 
the contract in place with the insurance carrier. Prescription drug coverage ceases upon 
attainment of age 65 years.  
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Basic life insurance may be continued to age 65, at which time it may be converted to 
an individual policy. The maximum amount of basic group life insurance in retirement is 
$100,000 or as per the terms of the contract with the carrier. All other group life 
insurance ceases at retirement.  
 
Retirement Process  
It is recommended that an employee who meets the retirement criteria of their specific 
pension plan and who wishes to retire provide at least 2 months written notice (prior to 
the first of the month of retirement) to his/her manager or supervisor. The employee’s 
manager will complete the necessary paperwork to inform People Services and 
Benefits. The period of at least 2 months is recommended to ensure that the review and 
processing of pension documents can be completed. Employees retiring may not work 
beyond the first of the month in which he/she is retiring or retirement becomes effective 
the first of the following month. Employees seeking additional information or clarification 
on retirement benefits, allowances and plans should contact Benefits @ 902-473-5757 
(select option 3).  
 
 

 RECORD OF REVISIONS  
Provision        Date of Revision April 1, 2014 
      November 8, 2013 
      September 23, 2014 
  
  
  
  
  
This document outlines the general terms and conditions of employment for Research Employees 
at Capital Health.  These terms and conditions are subject to change.  
  
 


