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WELCOME TO OUR TEAM…WE’RE HAPPY YOU’RE HERE!

We, at the Aboriginal Housing Management Association 
(AHMA), are passionate about what we do: supporting, 
inspiring, and responding to the needs of the Aboriginal 
community in BC. Each and every person on our team 
plays an important role in our day-to-day operations. We 
work together to give back to our community and to our 
members – to make a difference and give meaning to 
what we do. 

We want you to feel empowered in our workplace to 
do what you feel is right and what is necessary to help 
our members and the community. We want you take 
pride in your work, while letting your personality show 
and having fun doing it; and, we want you to know that 
you are supported in doing so. Ultimately, we know 
that our success depends on our employees, which in 
turn depends on providing an environment of ongoing 
support and encouragement. A major component of that 
is laying the foundation for a respectful and positive work 
environment – part of which starts with this Employee 
Handbook. Throughout this Handbook, we will also 
provide you with some tidbits of information to help you 
to familiarize yourself with Aboriginal housing history, 
traditions, and AHMA’s workplace culture.

Over the next few weeks, as you familiarize yourself 
with AHMA, your role, and your team, we will work 
alongside you to help you integrate into our team and 
your workload. As part of the process, we have prepared 
this Handbook to provide you with essential day-to-day 
information, as well as our policies and procedures. We 
intend for this document to be a guide for you regarding 
your work activities and relationships. 

NOTE: Please note that we retain the right to modify, add 
or delete policies in the handbook at any time – but we 
guarantee we’ll keep you informed of any and all changes 
we make. 

All employees are expected to read and understand the 
content of this Handbook. If you have any questions at 
all, feel free to speak with any member of the Executive 
Leadership Team (ELT), as well as any of your fellow 
employees.  

Once again, welcome to AHMA!
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WHO WE ARE

Photo by: Connie Mah

WHO IS AHMA & WHO DO WE SERVE?

AHMA is the first, and only, off-reserve Aboriginal 
self-government housing agency in Canada. AHMA’s 
mandate is to serve BC’s Aboriginal Community-Based 
Organizations (CBOs) and provide leadership, support, 
and collaboration on the full spectrum of housing 
issues, from homelessness to subsidized housing to 
homeownership. 

We work on the basis of the Four-Pillar Approach to 
monitoring housing organizations in a way that meets 
the needs of the community in Culture (being current, 
respectful, and responsive), Transparency (achieving 
equality through transparent work, consistency, and 
openness), Sustainability (promoting sustainability), and 
Leadership (excelling in leadership through innovation, 
accountability, and credibility).

Like the posts on a traditional tipi, our four pillars 
provide a solid structure for CBOs and Aboriginal families 
to feel secure in the way we operate.
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OUR TEAM

Our team is like a family – each of us plays a key role in making sure 
everything functions as it should. The following is depiction of our family; 
we are accountable to each other, ensuring that we are meeting and 
exceeding the needs and expectations of our Aboriginal CBOs (members 
and non-members) and the communities they serve. Our vision, mission, 
and strategic goals are built upon CBO feedback and we are held 
accountable to them by our Board of Directors, which oversees our entire 
organization. 

The following is our team as of April 2015:

  
Photo by: Rachel Humenny

Ray Gerow 
Chief Executive Officer

Lloyd Taghavi 
Chief Financial Officer

Nizar Laarif 
Business Manager

Connie Mah 
Administrative Assistant

David Silva 
Director, Corporate Services

Carl Joseph Johnson 
Director, Housing Operations

Carol Endrizzi 
Aboriginal Portfolio Advisor

Jennifer Williams* 
Team Assistant 
*On leave until 2016

Lance Brommeland 
Techncial Services Advisor

Debra Webber 
Team Assistant 
Seconded Staff

Geoff Butchart 
Aboriginal Portfolio Advisor
Seconded Staff

Karen Quan 
Aboriginal Portfolio Advisor 
Seconded Staff

Sandra Eatmon 
Aboriginal Portfolio Advisor

Sarah Eckert 
Aboriginal Portfolio Advisor

Rachel Humenny 
Communications Manager

Alexandra Christian 
Aboriginal Portfolio Advisor 

Emma Owen 
Executive Assistant
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AHMA’s Board of Directors governs our organization, defining, reviewing, and adopting the organizational 
bylaws, objectives, policies, and regulations, related to AHMA’s programs and services. The Board ensures that 
all of our programs are administered efficiently and bylaws, policy objectives, and regulations are followed 
correctly. Working closely with the Executive Leadership Team (ELT), the Board approves plans and budgets for 
the funds and resources required for AHMA to run its programs and services properly. 

The Board of Directors is accountable to funding agencies and AHMA’s Aboriginal CBOs. The Board of Directors 
is also responsible for recruiting, selecting, and managing the performance of AHMA’s Chief Executive Officer, 
as well as working closely with the CEO to assess the performance of the ELT. It’s important to note that the 
Board Members are not involved in the day-to-day operations of AHMA and do not provide direction to the 
staff. The following list of Board of Directors' names, titles, and committees is as of April 1, 2015.

OUR BOARD OF DIRECTORS

Adam Munnings 
President

• Independent Director 
• Elected 2013, Elected 
President 2014 

Sharon McIvor 
Vice President

• General Director 
• Elected 2014 
(Conayt Friendship Centre) 

Michael Bonshor 
Treasurer

• Independent Director 
• Elected 2013 
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David Seymour

• General Director 
• Elected 2014, previously served on AHMA Board 
from 2010-2013 
(M’akola Group of Societies) 

Gail Joe

• Independent Director 
• Elected 2014 

Melissa Fahey

• Independent Director 
• Elected 2014

Rosanna McGregor

• General Director 
• Elected 2014, previously served on AHMA Board 
from 2007-08, 2010-11 (Vice President)  
(Cariboo Friendship Society)

 
Committee Members, not on the Board of Directors, 
include (not shown in pictures):

• Barry Seymour, Nominating and Good Governance 
Committee Member and Corporate Committee 
Member (Prince George Métis Housing Society)

• Chris Mullen, Finance and Audit Committee 
Member and Independent Committee Member
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Order of appearance in above photo (left to right):  Adam Munnings, Michael Bonshor, David Seymour, Sharon McIvor,  
Melissa Fahey, Gail Joe, and Rosanna McGregor.
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OUR COMMUNITY & MEMBERS

As of November 2014, AHMA has 41 Aboriginal CBOs 
that cover the entire province under its authority; 
14 of those CBOs are Corporate Members of AHMA 
that have voting privileges at our Annual General 
Meeting. AHMA works with a wide variety of 
organizations, including housing societies, transition 
homes, emergency shelters, Aboriginal Homeless 
Outreach Program entities (AHOPs), among others. 

Some of the provincial programs that AHMA 
supports for the CBOs include: Provincial Homeless 
Initiatives, Homeless Outreach Program (and the 
above named Aboriginal HOP), Rural and Native 
Housing, Aboriginal Housing Initiative, Rent 
Supplements, Independent Living BC, Community 
Partnership Initiative, Emergency Shelter Program, 
and more!

In addition to helping to fund the CBOs, AHMA 
provides capital asset management and 
development services, which help ensure that 
housing stock is kept up to date and functional. 
Properly assessing current assets allows AHMA and 
its CBOs to identify priorities for housing portfolios, 
achieve operational efficiencies, assess opportunities 
for revenue generation, and develop long-term 
capital plan frameworks. 

AHMA aims to create a collective impact within 
the Aboriginal Off-Reserve housing sector through 
working with CBOs to create stronger Aboriginal 
organizations and working with the community to 
create meaningful changes to better use the housing 
resources available to its members.

AHMA’s focus is on off-reserve housing solely; 
however, we are always looking at the inherent 
rights of all Indigenous peoples on- and off-reserve, 
and the collaboration, support, and funding with 
government and industry partners that can be 
shared and expanded upon for the benefit of 
everyone.

Supplied Photo
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WHERE WE'VE COME FROM

The Aboriginal community is rooted in its culture and history; therefore we feel it’s important for employees to 
know key milestone’s in AHMA’s history to understand where we’ve come from. 

The devolution of Provincial housing being flowed to AHMA and its societies follows a 10-year path; a five-year 
period of transition, followed by a five-year period of transformation. Employees play a key role throughout this 
process. The 2012 signing of the BC Aboriginal Social Housing Management Agreement (ASMHA) with BC Housing 
was the signal of the close of AHMA’s transition period, and the beginning of the transformation period to adapt 
Aboriginal housing, programs, and services for our Aboriginal communities. In 2014, the ASHMA and Rural and 
Native Housing (RNH) agreements between BC Housing and AHMA were re-signed and updated to reflect changes 
in the current housing environment.

We are committed to the concept of “by Aboriginal, for Aboriginal.” 

Transition and Transformation
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Devolution Founding Principle
The basis of devolution is founded 
in Article 23 of the United Nations 
Declaration on the Rights of Indigenous 
People: 

“Indigenous peoples have the right to 
determine and develop priorities and 
strategies for exercising their right to 
developments. In particular, Indigenous 
peoples have the right to be actively 
involved in developing and determining 
health, housing, and other economic 
and social programmes affecting them, 
and as far as possible, to administer 
such programmes through their own 
institutions” (as declared in UN General 
Assembly on September 13, 2007). 

Why Devolution is so Important
Since AHMA was formed in 1995, our goal has been for 
all Aboriginal housing in BC to be owned, operated, and 
managed by the Aboriginal community because we feel 
we can do better for ourselves than others can do for us:

• AHMA has the unique opportunity to streamline 
and simplify oversight of Aboriginal housing 
agreements to deliver more effective outcomes for 
Aboriginal people.
• New jobs will be created for Aboriginal people in 
our communities as a direct result of devolution.
• AHMA easily engages Aboriginal CBOs to assess 
needs and build capacity.
• Self-determination leads to more culturally 
relevant models.
• Government systems also benefit from the transfer of 
Aboriginal housing, with stronger Aboriginal communities 
and systems being the result of such a change.
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Our Strategic Plan

All the work that AHMA does directly supports the 
strategic directions as set out in our AHMA Strategic 
Plan: 2013 to 2018, approved by our Board of 
Directors. This plan sets out five strategic directions 
for AHMA: 

1.0 Strengthening Operations; 
2.0 Ensuring Capital Asset Management and 
Development; 
3.0 Analyzing and Developing Programs; 
4.0 Ensuring Sustainability: Research and Advocacy; 
and 
5.0 Strengthening Governance.

We encourage all employees to read through the 
AHMA Strategic Plan: 2013 to 2018, which, for 
transparency, is available to staff, AHMA Members, 
CBOs, and the public on our website at: 

Our Vision

To facilitate and develop Aboriginal homes that are the 
best response to the Aboriginal community’s needs.

Our Mission

To lead a holistic, accountable, transparent, 
innovative housing authority that supports, inspires, 
and responds to the needs of the BC Indigenous 
community, through partnerships, relationship 
building, sustainability, and preserving our culture.

WHERE WE'RE HEADING
Supplied Photo 
 

http://www.ahma-bc.org/whats-new/documents/2013-2018_AHMA_Strategic_Plan-final.pdf 
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HOW WE'LL GET THERE

As a team, we work together towards achieving AHMA’s 
vision and mission. To ensure that we are all working in 
unity towards achieving our goals, we have defined our 
Core Values that guide us in our day-to-day operations. 

NOTE: The values below have been adapted for this 
Employee Handbook from the official AHMA Core Values 
as stated in the AHMA Strategic Plan: 2013 to 2018.

Working Responsively
We value a responsive working culture that is 
relationship-centered and collaborative in approach. 
We respond to the needs of all our stakeholders – CBOs, 
communities, tenants, partners, and to each other. We 
understand that in order to respond well and serve our 
stakeholders, we must be there for one another and be of 
service to each other.

Building Capacity
We strengthen capacity by empowering our stakeholders 
with self-sufficiency and visionary practices. We don’t 
focus on the lack of experience that exists, but rather 
the possibilities and opportunities to build capacity, both 
internally and with our stakeholders.

Leading Holistically
We deliver holistic leadership by honouring diversity, 
partnership, and growth. We understand the different 
perspectives that exist in our everyday interactions and 
we strive to be in service to all of our stakeholders.

 
Photo by: David Silva
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Being Innovative
We strive for innovation through flexibility, 
entrepreneurial spirit, and creativity, while honouring our 
experience. We don’t want you to be afraid of making 
mistakes. We want you to be free to think outside the 
box and contribute to creating an atmosphere ingrained 
in creativity. 

Acting Respectfully
We earn the respect of our stakeholders through trust, 
reliability, and accountability. Being respectful is our way 
of being; we promote an environment of self-respect and 
respect for one another.

Driving Advocacy
We advance the quality of housing for the collective 
interests of our communities. We work together to make 
a lasting positive impact for the communities and CBOs 
we serve.

Encouraging Humour
We laugh every day. We promote an environment 
where people can be themselves and look forward to 
coming into work on a daily basis. We want you to feel 
comfortable and at home.

Open and Honest Communication
In line with our value of Acting Respectfully, we want 
to make sure everyone is heard and we encourage all 
employees to make any suggestion that they think will 
make our organization better (whether it’s internal 
practices or the services we provide to the community).

Finally, we want to continue an open and honest 
communication channel with all our employees. To do 
this, we ask that you:

• Challenge one another, 
• Listen to each other,
• Communicate and collaborate freely throughout 
the office, and 
• Feel free to talk to any of the Executive Leadership 
Team (ELT) with your suggestions or ideas. 

 
We’re all in this together.

 
Photo by: Monic Gabas

Orientation Guide, April 1, 2015  |  Confidential/Internal Use Only 15AHMA



Your achievements and our accomplishments as a company are interdependent so we want you to have the necessary 
knowledge and resources as soon as possible. On your first day, we meet to review your employment-related 
paperwork (employment agreement, information form, tax forms, etc.) and the components of this Handbook; and, 
we’ll show you around your new work environment and introduce you to our team! 

We want you to feel part of the organization as soon as possible and we will do our best to make sure you know 
what you need to know to get you started on the right foot. This orientation is meant to give you information about 
the organization, our stakeholders, our members and how we serve them, and our procedures and expectations, in 
addition to an overview of the benefits you can look forward to. During your first week, we’ll go over administrative 
procedures, provide you with your computer ID/passwords, and anything else you need to get started. 

The first three months of your employment with AHMA is an opportunity for you and for us to assess your overall fit 
with the organization and the position for which you’ve been hired. Before the end of this period, your Manager will 
sit down with you to discuss your progress and the successful closing of your probation. 

At our workplace, we want employees to come to work feeling comfortable. We want you to be yourself; therefore, 
we expect you to come to work dressed that way while keeping in mind what AHMA represents and the professional 
impression we want to make.

Neat and tidy business casual dress is acceptable on a daily basis. Business casual is the middle ground between 
business professional wear (e.g. suit and tie) and casual wear. Jeans are appropriate any day of the week as long as 
they’re in good condition (no tears or holes). However, employees attending meetings or events as part of their duties 
at AHMA, we ask that you be mindful of the nature of the meeting or event and dress appropriately. If you are unsure 
what constitutes business casual versus business professional, just ask!

INTRODUCTORY PERIOD

WHAT WE WEAR TO WORK

 
Supplied Photo

OUR EVERYDAY

GETTING STARTED
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Commuting by Car
If you will be driving your car to work, there is normally 
public parking available nearby. For exact location of 
possible public parking areas, please see the Director of 
Corporate Services.

Commuting by Bus
There are many buses that can be taken into West 
Vancouver. The closest bus stop to our office is located 
within one block on Marine Drive and from there is a 
short walk to the office.

If you are a permanent full-time employee, you are 
entitled for reimbursement for your monthly transit 
pass. Please see section on Benefits and Perks for more 
information. 

Commuting by Bike
There are bike lanes conveniently located behind our 
office building where a designated area with bike racks 
is there for you to use. Please ensure that your bike is 
secured.

We’re excited that you’re part of AHMA and now you 
need to get in the door each day. Our offices are open 
during regular hours of work (8:30am to 4:30pm) and 
employees do not need a key or security alarm code to 
access the office during that time. 

Members of the ELT and other designated employees 
are provided with a key and the security alarm code to 

lock and unlock the doors. If your position requires you 
access to the office outside of normal office hours, then 
the Director of Corporate Services will let you know 
and provide you with a key and security alarm code; in 
addition, you will be instructed on proper opening and 
closing procedures for the office.

GETTING TO WORK

GETTING IN THE DOOR

AHMA’s office hours are from 8:30am to 4:30pm, 
Monday to Friday. Regular full-time employees are 
required to work 7.5 hours per day Monday to Friday 
or 37.5 hours per week, unless otherwise specified on 
your employment agreement. 

Your workday includes a half-hour unpaid lunch break 
per workday. You are also given two paid 15-minute 
brakes (one in the morning and one in the afternoon). 
Depending on your role, your start and end times may 
vary and must be pre-approved by your Manager. 
For example, a regular workday may start at 8:30am 
and end at 4:30pm or may start at 8:00am and end 
at 4:00pm, allowing you to work 7.5 hours per day. 
Please discuss your preferred working hours with your 
manager and we’ll make every effort to accommodate 
you, so long as you are able to meet the needs of your 
position and those of AHMA overall. 

Additionally, the nature of your job may require 
that you be available at different hours of the day. 
Your regularly scheduled workday may be extended 
or altered on occasion to meet the needs of the 
organization and our clients. If this is the case, 
your Manager will work with you to make those 
arrangements.

Temporary Employees – Timesheets 
Temporary employees are required to submit 
completed timesheets with hours worked for a 
two-week pay period to their Managers.

Please submit your completed timesheets to your 
Manager by end of day on the Friday before payday, 
and ensure that all hours worked are recorded 
accurately on the timesheet before submission to 
ensure you are paid the following payday. 

HOURS WE WORK
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OVERTIME

PAY INFORMATION

As part of our commitment to helping you maintain a 
healthy work-life balance, we want to minimize overtime 
work. However, there may be times when hours outside 
of your regular workday are required. Although rare, we 
may occasionally need your help to meet the needs of our 
operations and of our clients and stakeholders. 

Overtime must be pre-approved by your Manager in 
writing (via email); you can request to work overtime 
if you feel the need to do so (stating the reasoning and 
scheduling details) or your manager may ask you to work 
overtime. In cases when you need to work overtime on 
short notice (i.e. in emergency situations), seek approval 
the first working day after you worked overtime. 
Approved overtime will be compensated in line with 
the Employment Standards Act (ESA). 

Employees have the option of having their overtime paid 
out or have it banked and take it as lieu time at a later 
agreed upon date. 

To ensure proper tracking of any overtime worked or 
banked time used, please fill out your Attendance Record 
as overtime is worked or as banked time is scheduled and 
used. Your personal Attendance Record document will be 
provided to you by the Director of Corporate Services. 

Submit your completed form by the end of each month to 
your Manager. Your Manager will submit it to the Director 
of Corporate Services. See section on Vacation, Time-off, 
and Leaves for detail on tracking other types of leaves. See 
the Director of Corporate Services if you have any questions 
or need assistance filling out the form.

Though we know that all of our employees are committed 
to our organization and what we do, we know that you’re 
not doing it for free. Employees are paid Fridays on a 
bi-weekly basis (26 pay periods per year) through direct 
deposit into your bank account. Pay stubs are distributed 
via email on the preceding workday. 

Each pay period you will receive a pay slip that documents 
the income tax, Canada Pension Plan (CPP), Employment 
Insurance (EI), group benefits, and other relevant 
deductions from your pay. T4 statements are prepared 
and issued by the end of January each year. If you are 
no longer employed with us when the T4 statements are 
ready, then it will be mailed to you at the last mailing 
address on file. 

Keep Us Updated!
To ensure that we have accurate information for pay 
and benefits purposes, we ask that you keep us updated 
with your current, applicable personal information. This 
includes full name, address, phone number, marital status, 
birth of a child, and the name and number of a person 
to contact in case of emergency. Please forward changes 
to the Director of Corporate Services by resubmitting an 
updated “Employee Personal Information” form as soon as 
possible. The form is available on the Staff Resource Centre. 

Please notify us in writing of name/address changes for one 
year after you leave, so we are able to forward documents 
concerning employment (e.g. T4 slips). In the event that 
you do not advise us of relevant changes, we cannot be 
held responsible for any difficulties that may result.

Supplied Photo
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EXPENSES
We recognize that at times you may have to spend 
money on business expenses; as long as they are 
approved or agreed upon in advance, AHMA will 
reimburse all of your business expenses. Please have 
your Manager approve your Expense Claim and then 
submit it to the CFO with original receipts attached. 
We ask that you submit your approved Expense Claim 
within 30 days from the date the expense was incurred, 
regardless of the total amount being submitted. You 
can expect to be reimbursed on your next pay day. 

Types of Expenses
Some positions may require more expenditure 
in the course of their duties than others. If your 
position includes these functions, clarify with your 
Manager what expenses are covered and establish 
limits where appropriate. It is expected that you will 
research carefully any expenses and choose the most 
economical option.

Credit Cards
From time to time, a credit card may be necessary to 
purchase products or services for AHMA. The Board of 
Directors designates who is authorized to use an AHMA 
credit card. Your Manager will confirm with you whether 
you are authorized to use a company credit card.

If you are authorized to use a credit card to make 
purchases on behalf of AHMA, obtain written approval 
from your Manager and keep this approval on file for 
your own records. 

The credit card is not to be used for cash advances 
or bank transfers. Additionally, personal purchases 
are not permitted with the credit card. Examples of 
purchases permitted with the credit card include 
meeting expenses, prior-approved travel expenses, 
accommodation, vehicle rentals, and office supplies. 

After you’ve completed a purchase with a credit card, 
in order to allow for proper processing, please ensure 
the following:

• On the invoice or receipt, indicate the reason for 
the purchase.
• Submit the receipt or invoice to the Team 
Assistant or Administrative Assistant for financial 
administration. 

If you are a named card holder of an AHMA credit 
card, then you are responsible to follow all applicable 
financial policies and procedures. Only the individual 
named on the card is to accrue costs on the card.

 
Supplied Photo
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TRAVEL EXPENSES
Approvals/Pre-Approvals
As part of your role, to better serve the Aboriginal 
CBOs that we oversee, you may be required to 
travel in the course of your work. AHMA will pay for 
expenses that are directly related to travel that is 
pre-planned and approved by your Manager.

Travel can only be approved if it is within the 
approved budget and sufficient funds are available. 
When requesting approval, include the details on 
the purpose of the travel, travel method, planned 
accommodation, approximate costs, and time. When 
planning your trip, all employees must travel during 
their normal working hours, unless otherwise agreed 
upon by your Manager. 

Reimbursement Rates and Mileage
Reimbursements and travel limits are based on 
rates set out in the Operational Policy. This includes 
reimbursement rates for mileage and per diems – 
meal allowances and incidentals. Mileage will be 
reimbursed if you use your own vehicle to travel for 
business. Please familiarize yourself with these limits 
and rates prior to your travel.

NOTE: BC has banned the use of hand-held 
communication and entertainment devices while 
driving. This legislation states that drivers must use a 
hands-free addition (such as blue tooth) if they wish 
to make or accept phone calls while driving. However, 
we ask employees not to accept any calls while 
driving to ensure your safety and the safety of others. 

 
NOTE: Drivers must not send or read text messages 
on any type of electronic device while driving. 

Use of Personal Vehicle for AHMA Business
If you are required to travel for AHMA business using 
your own personal vehicle, you must possess a valid 
driver’s license and a copy of your driver’s abstract. 
Please submit a copy of each to your Manager prior 
to using your vehicle for business. Employees are 
responsible for reporting any changes to your driver’s 
abstract. Employees using personal vehicles are 
expected to follow the guidelines below:

• Observe all traffic and parking laws in the areas 
you are travelling.

• In the event that you are fined or receive 
penalties (e.g. all traffic and/or vehicle operation 
violations) while operating your vehicle as part of 
approved business travel, you will be responsible 
for paying the associated fines.

• Typically, employees whose vehicles are insured 
for “to and from work” insurance may use their 
vehicle for business purposes up to six (6) days 
per month at no additional charge for insurance. 
If you are required to use your vehicle for 
business purposes in excess of this amount each 
month, you will be required to obtain “business 
use” insurance. Employees are encouraged to 
review their vehicle insurance policies and ensure 
they have adequate coverage. 

 
Photo by: Rachel Humenny
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Arranging Travel
Management may designate your mode of travel, hours of travel, and accommodations. Employees are asked 
to travel in the most economical manner as possible (e.g. economy seats on flights, moderate business class 
accommodation, carpool, etc.). 

Below are AHMA’s approved travel rates based on our current operational policies:

Item Rate Description
Travel Allowances:
Personal Mileage Federal 

Government 
Rate

Eligible mileage is for the use of a personal vehicle for the purpose of 
work outside of the office. The mileage rate is to cover all costs associated 
with using your personal vehicle, including all maintenance, insurance, 
gas, cleaning, etc. On the day of an out-of-office meeting, the employee 
can claim the actual distance driven, including to and from home up to 
16km each way. 

Vehicle Rental Provincial 
Government 

Rate

For instructions on vehicle rentals and vendors with Provincial 
Government rates, go to “Vehicle Rental” section on the following 
website: http://csa.pss.gov.bc.ca/csa/csa.html. At the time of booking, 
confirm the vehicle rental insurance on your credit card is sufficient for 
waiving the additional insurance offered by the rental agency.

Accommodation Provincial 
Government 

Rate

For hotels with provincial government rates, go to the to 
“Accommodation” section on the following website: http://csa.pss.gov.
bc.ca/csa/csa.html 
 
For non-commercial accommodation (e.g. staying with family), you will be 
reimbursed with a flat rate per night. 
 
When booking with the hotel, ensure you inform the receptionist that you 
require the provincial government rate. When checking in, you’ll need 
to provide proof of eligibility for the government rate by showing your 
business card.  If additional proof is required, the hotel can confirm AHMA 
as an approved user by calling the Provincial Government Corporate 
Supply Program at 1-250-387-7300. 

Meal Allowances:  
Meal allowance should not be claimed if it is already provided by hotel accommodations or at the meeting you are 
attending. Submittal of receipts for meals and incidental items are not required as part of Expense Claim submission.
Breakfast

Federal 
Government 

Rate

A breakfast allowance can be claimed if your trip started before 7:00am.
Lunch A lunch allowance can be claimed if your trip occurred before 11:00am 

and ended after 1:00pm.
Dinner A dinner allowance can be claimed if your trip occurred beyond 7:00pm.
Incidentals An incidental allowance can be claimed if your trip was longer than 

seven hours. This allowance is to accommodate employees for any 
miscellaneous costs during their travels.

Loyalty Programs
In accordance with Federal Government policy, provided that there are no additional costs to AHMA, 
employees travelling for business can join loyalty programs and retain benefits offered by the travel industry 
for business or personal use. 
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Additionally, rental vehicles are to be used only when 
public transportation is not available or cost-effective 
and a private vehicle is not available; additionally, please 
carpool when practical. Expenses such as ferry tolls, 
ferry reservations, highway tolls, airport improvement 
and security fees, bus and taxi services, parking charges, 
and AHMA business phone calls are all acceptable 
reimbursable expenses. 

As an added benefit for our employees travelling 
overnight on business, we invite you to bring 
along your family to stay with you at your selected 
accommodation (travel to and from the destination 
will be at the employee’s expense, as well as meals and 
other incidental expenses). It is important to note that 
family accompaniment should not affect work plans; in 
addition,  family members are not permitted to attend 
meetings or make visits to the worksites. 

Once all of your travel arrangements have been made, 
please forward a copy of your travel itinerary to your 
Manager so they are aware of all the details of your 
travel. We also ask that employees log the dates and 
travel itinerary that they will be away into their Outlook 
Calendars, which are shared internally.

Submitting Travel Expenses
To receive reimbursement, download and fill out an 
Expense Claim form from the Staff Resource Centre. 
Please have your Manager approve your Expense Claim 
and then submit it with original receipts attached 
to the CFO. We ask that you submit your approved 
Expense Claim within 30 days from the date the expense 
was incurred, regardless of the total amount being 
submitted. You can expect to be reimbursed on your 
next pay day.
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Although AHMA is not a safety-sensitive workplace, 
accidents and injuries can still happen. With that 
in mind, please be sure to always practise safe 
working habits for yourself and to create a safe 
work environment for those around you. It’s the 
responsibility of us all to prevent injuries or accidents. 
AHMA’s first aid supplies are located in the kitchen 
cabinet next to the fridge. In the event of a medical 
emergency, call 911.

Fire extinguishers are located in the kitchen and one 
beside the rear of the emergency exit door. 

In case of an emergency requiring evacuation, our 
Emergency Meeting Area is out the main entrance of 
our building at parking stall #23. 

A map of the emergency exits for the building is located 
outside of the elevators. 

Some employees may be required to visit active 
construction sites as part of their duties and 
responsibilities. For these positions, employees are 
required to attend a Contractor’s Safety Orientation 
and will be expected to follow all site safety policies. 
With approval from your Manager, you may be eligible 
to receive reimbursement for the cost of steel-toed 
safety boots and a hard hat. Speak with your Manager 
for more information.

HEALTH, SAFETY & FIRST AID

In the spirit of open communication and offering an 
environment where employees can speak up and be 
heard, AHMA has set up team meetings and all-staff 
meetings that occur on a regular basis to share what 
is going on in the departments and within individual 
roles. We often use this time to discuss work topics that 
affect all employees. These meetings are also a time to 
get to know each other and share any stories you’ve 
come across from your day-to-day work here at AHMA 
or in your spare time. 

We also encourage employees to use these meetings 
as a time to get creative and work together to come up 
with new ideas to better serve our clients and CBOs. 

We encourage you to ask questions; if you don’t know 
what’s going on or want more information, reach out. Your 
input and suggestions are welcome and we want you to 
feel comfortable doing so. Finally, we encourage everyone 
to be proactive and speak with Managers to let them know 
if there is anything you’d like to discuss as a group. 

REGULAR MEETINGS
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VACATION, TIME-OFF & LEAVES
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AHMA observes the following Statutory Holidays:

New Year's Day BC Day
Family Day Labour Day
Good Friday Thanksgiving Day
Easter Monday* Remembrance Day
Victoria Day Christmas Day
National Aboriginal Day* Boxing Day*
Canada Day

*NOTE: Easter Monday, National Aboriginal Day, and 
Boxing Day are not actual statutory holidays in BC, 
but AHMA recognizes them as such. 

If a general holiday falls on a weekend or other day off, 
it will be taken in lieu the following business day or on 
another mutually agreed upon day with CEO approval. 

If an alternate day is chosen to recognize the 
statutory holiday, you will be informed at least one 
week in advance. Please see the Benefits & Perks 
section for more details. 

Any other day stated as a holiday by the BC Provincial 
Government (in addition to the statutory holidays 
listed above) will also be considered a paid holiday. 

Paid Christmas Holiday Leave
As an additional bonus for employees, AHMA’s offices 
are closed starting the Monday before December 
25th until the first business day following January 1st 
of every year. During this office closure, for the days 
that are not paid statutory holidays (i.e. Christmas 
Day, Boxing Day, and New Year’s Day), this will be 
considered a paid leave for all employees (pro-rated 
based on your regular schedule).

STATUTORY HOLIDAYS
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VACATION
A healthy work-life balance is important at AHMA. We expect and encourage employees to take time away 
from work for themselves and for their family. The length of vacation time you choose to take away from work 
should allow you to unplug and disconnect from your tasks and responsibilities at work. To make sure you 
have an opportunity to do this, we have the following vacation policy in place to help you maintain a good 
work-life balance.

Entitlements
Full-time employees (permanent and those whose terms are longer than one year) are entitled to a certain 
number of vacation days per anniversary year, based on your years of service and the terms set out in your 
employment agreement. You are eligible to begin taking your vacation upon completion of six months of 
continuous service, once you’ve earned the time. Each anniversary year, full-time employees (as defined 
above) can expect the following: 

In all cases, number of days will be pro-rated for part-time employees. Temporary or term employees whose 
terms are less than one year are eligible for a percentage of vacation pay (4%, paid bi-weekly each pay day). 

For example, if you start on July 31, 2014, following six months of employment, you would have earned and 
will be eligible to take up to 7.5 days of vacation, and will continue to earn vacation each month at a rate of 
9.375 hours per month (which totals 15 days per anniversary year). Starting July 31, 2019, after your fifth 
anniversary, you will be entitled to 20 days of vacation, earning 12.5 hours per month. 

Years of Service Vacation Leave Entitlement Per Year
In your first year until the end of your 4th year 15 Days
After your 5th Anniversary 20 Days
After your 6th Anniversary 21 Days
After your 7th Anniversary 22 Days
After your 8th Anniversary 23 Days
After your 9th Anniversary 24 Days
After your 10th Anniversary 25 Days
After your 11th Anniversary 26 Days
After your 12th Anniversary 27 Days
After your 13th Anniversary 28 Days
After your 14th Anniversary 29 Days
After your 15th Anniversary 30 Days
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Vacation Scheduling
Vacation scheduling should balance the needs of 
AHMA with the needs of all employees. While we 
will try to accommodate your requests, it may not 
be possible in all cases. Be sure to establish vacation 
dates with your Manager so that department needs 
can be taken into consideration. As a general rule, 
we ask that you provide at least 30 days of advance 
notice; however, in some cases, more time will be 
required. 

Vacations are generally scheduled on a first-come, 
first-served basis, so we encourage employees to 
submit their requests as soon as possible. If there 
are scheduling conflicts, your Manager will work with 
you and the team to resolve it or to discuss options 
to ensure adequate coverage for the office and any 
clients/stakeholders while you are away. 

Though we do encourage you to take time away 
from work for periods of time that will allow you 
to unplug, employees should not take more than 
two weeks of vacation leave at any one time, unless 
you have received prior approval and appropriate 
accommodations have been made to cover 
your position while you’re away. Employees are 
encouraged to take vacation in at least one-week 
increments. We want to ensure that you are taking 
enough time away from work to take your mind off 
your work responsibilities and focus on yourself, your 
family, and enjoy your vacation! 

Please make your request for vacation days to your 
Manager using the Time-Off Request form found on 
your Attendance Record. Upon receipt, your Manager 
will let you know if it is approved. 

Carry Forward of Vacation
In line with ensuring a healthy work-life balance, 
we strongly encourage employees to use all of your 
vacation entitlement throughout the anniversary year. 

If you are unable to take your vacation in your current 
year of service, you may carry over up to five days into 
your next year of service, pending manager approval. 
If you have more than five days left in your vacation 
balance, please speak with your Manager and CEO to 
discuss a game plan to use your days appropriately.

Before You Leave on Your Vacation 
Before you leave, make sure you: 

• Work with your Manager and team members 
to determine who will cover you and act as your 
alternative contact(s) while you are away. Make 
appropriate arrangements so that your team has 
the necessary information and resources to cover 
your work. 
• If not able to ensure coverage, send regrets for 
any meetings or appointments that have already 
been scheduled.
• If applicable, change your voicemail greeting 
to say you are away, when you’ll return, who an 
alternate contact is and the alternate’s contact 
information. 
• If applicable, activate your Out of Office 
Assistant in Outlook and indicate who is your 
replacement contact during your absence.

Vacation Pay at Termination of Employment
Should your employment end (either voluntarily or 
involuntarily) and you have taken more vacation days 
than you have earned (after it has been pro-rated 
to your final date of employment), the vacation that 
has been taken but not earned will be deducted from 
your final pay. Any vacation that was accrued up to 
your end date and not used will be paid out on your 
final cheque.
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SICK LEAVE
We understand and can appreciate that no matter 
what we do, we cannot always prevent ourselves 
from getting sick. If that occurs and you are not 
well enough to come to work, we trust and would 
prefer that you stay home and rest. Your health is 
more important than coming into work and risking it 
getting worse; additionally, you also avoid negatively 
impacting co-workers or members/visitors. 

In the event that you are unable to come to work 
due to illness or injury, you are required to notify 
your Manager as early as possible by phone or email 
at least 30 minutes before your normal start time. If 
your Manager is unavailable, please ask to speak with 
another member of the ELT and follow up with an 
email to your Manager. We also ask that you call each 
day if you are away for more than one day. 

Entitlement
All full-time employees are entitled to earn one day 
of sick leave per month, up to a maximum of 12 
days and the unused balance is carried over each 
anniversary year. Employees are granted sick leave 
with pay to cover times when you are unable to 
perform your duties because of illness or injury. For 
part-time employees, monthly entitlements will be 
pro-rated based on hours worked. 

Doctors’ Notes for Illness 
Doctors’ notes may be requested if you are away 
from work for more three consecutive days. 

NOTE: It is your responsibility to obtain and pay 
for doctors’ notes. Costs for doctors’ notes are 
reimbursable through AHMA; requests must be 
accompanied with the original receipt.

Extended Sick or Disability Leave
If you require leave that extends beyond eight 
consecutive days (up to a maximum of 17 weeks), 
employees who are covered by our group benefits 
plan may qualify for short-term disability benefits 
through our disability plan. You will need to apply for 
these benefits; please see your benefits booklet or 
Director of Corporate Services for more information.

If your absence due to illness or disability results in you 
being away for an extended length of time (over 17 
weeks), please see your benefits booklet or Corporate 
Services for information about long-term disability.

Medical Appointments 
Whenever possible, medical appointments should 
be booked outside of your work day. When this is 
not possible, please book appointments close to the 
beginning or end of your day or during lunch and 
make arrangements with your Manager to make 
up the time if your appointments take time away 
from your normal work day. If you require more 
time off work (i.e. at least half a day) to attend an 
appointment (doctor, dentist, etc.), then you may use 
any sick leave you have accumulated to do so. You 
will need to ensure you have coverage while you are 
away for an appointment. Please notify your Manager 
at least two days in advance regarding when you will 
be away.

Supplied Photo 
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All permanent and temporary full-time employees (whose terms are longer than one year) are eligible for an 
additional five days off with pay each fiscal year for reasons beyond annual vacation or sick leave. This can include 
unforeseen family or personal issues that require time off, participation in Aboriginal culture events, or any other 
leaves that you may need to take that do not fall under any other types of leaves. Leaves can be taken in full day 
or half-day increments.

If you wish to take a culture leave, please submit your written request to your Manager for approval, providing 
as much notice as possible to ensure adequate coverage while you are aware. Note that approval may be at the 
discretion of the CEO. 

 
Photo by: Rachel Humenny

TRACKING YOUR LEAVES – EMPLOYEE ATTENDANCE RECORD
As with tracking overtime worked and banked time used, at the end of each month, employees are asked to 
complete the Attendance Record and submit it to your Manager for review and sign off by the end of each month; 
your Manager will submit it to the Director of Corporate Services for processing. Your log will include what date 
you took the leave, what type of leave you took (i.e. vacation, sick leave, culture leave, bank time used or unpaid 
time off) and how many hours you worked overtime/off work. Note that for approved leaves that last more than 
one day, employees must enter in each day separately. For example, if your manager approves a leave request 
from December 12 to December 14, you will enter in a separate entry for each day (i.e. December 12 – 7.5 hours; 
December 13 – 7.5 hours; and December 14 – 7.5 hours). 

See the Director of Corporate Services if you have any questions or need assistance filling out the form.

It is recommended that you fill out your log as soon as you receive approval for time off from your Manager or 
immediately upon your return from a leave.

DISCRETIONARY/CULTURAL LEAVE
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Bereavement Leave has been established to ensure 
that you take the necessary time off work in the 
unfortunate event of a death of a loved one. If you 
need to take this leave, please inform your Manager of 
the dates you plan to be away.

For immediate family members, full-time employees 
are entitled to five days of paid leave, and an additional 
three days for travel time (if required), totalling eight 
days. Part-time employees will be granted the same 
amount of time off, but will only be compensated 
for regularly scheduled days within the time-off 
period. For this policy, an immediate family member 
is defined as your spouse, common-law spouse, 
same-sex partner, parent, guardian, child, siblings, 

grandchild or grandparent, step-parents, step-children, 
parents-in-law, daughters/sons-in-law, nieces, nephews, 
or any person who lives with you as a member of your 
family.

As we can’t – and don’t want to – dictate how this 
unfortunate event will impact your life, how much time 
you take is up to you. If you need to take more than 
the allotted days, you may have the option of taking 
an unpaid leave or use vacation, discretionary/cultural 
leave, or banked overtime. Please discuss the leave 
with your Manager in order for your work to be taken 
care of while you are absent. Please note, you may not 
be eligible for this leave if you are on another type of 
leave. See your Manager, if you have questions.

In the event that significant family situations arise, 
you are entitled to take up to five unpaid days per 
year to meet responsibilities related to care, health 
or education of any immediate family member. Family 
Responsibility Leave does not accumulate from year to year.

You are eligible for this leave only if you are not on any 
other type of leave; however, you may have the option 
of using Discretionary/Cultural Leave. 

If you need to take this leave, inform your Manager 
of the dates you plan to be away and discuss the 
possibility of utilizing other leaves. 

For further information about this leave, refer to the 
Employment Standards of BC guidelines: 
http://www.labour.gov.bc.ca/esb/igm/esa-part-6/
igm-esa-s-52.htm

Under this policy, immediate family is defined as 
spouse, child, parent, guardian, sibling, grandchild 
or grandparent of an employee, and any person who 
lives with an employee as a member of the employee’s 
family. It includes common-law spouses, step-parents, 
and step-children, and same sex partners and their 
children as long as they live with the employee as a 
member of the employee’s family.

BEREAVEMENT LEAVE

FAMILY RESPONSIBILITY LEAVE

If your personal circumstances require you to provide 
full-time care or support for a seriously ill family 
member, then you are entitled to take compassionate 
care leave. To see what is defined as a “family 
member” under this leave, please visit: www.labour.
gov.bc.ca/esb/facshts/ccl.htm. 

In line with the Employment Standards Act, you may 
take up to eight weeks of unpaid compassionate care 
leave. This leave will not interrupt your employment 
terms, such as benefits or years of service, and does 
not accumulate from year to year. You may also be 
entitled to collect up to six weeks of Employment 
Insurance for the duration of this leave. Refer to 

the Service Canada website for further information 
at: http://www.servicecanada.gc.ca/eng/ei/types/
compassionate_care.shtml

If you need to take this leave, inform your Manager of 
the dates you plan to be away, and please provide your 
Manager with a certificate from a medical practitioner 
stating that your family member has a serious medical 
condition with a significant risk of death within 26 
weeks. You may only take a leave in periods of entire 
weeks within a specified 26-week period and leaves 
must be taken in units of at least a week. If you need 
more time, it may be possible to take additional unpaid 
leave or use vacation pay or banked overtime. 

COMPASSIONATE CARE LEAVE
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If you receive a letter to perform jury duty, inform your 
Manager immediately prior to accepting; your Manager 
may request to see the letter from the courts to include 
in your employee file. It is important that you discuss 
your plans with your Manager to talk about your 
options, particularly if you are working on a critical 
project, whether a replacement would be needed, if 
submitting a request for an exemption is necessary, etc. 
If you are required to attend court as a juror, you will 
be considered to be on paid leave for the duration of 
your assignment. 

In the event that you are given an allowance or 
honorarium during your jury duty, this amount will be 
deducted from your pay. 

Regardless of the length of your jury duty, you will 
maintain your position as if the leave never happened. 
While you are on leave, we will do our best to ensure 
adequate coverage while on jury duty. If the jury duty 
leads you to be sequestered for long periods of time, 
then we may hire a person on a temporary basis to 
cover the work while you are away.

JURY DUTY

Expecting a new child? Congratulations! We wish 
to support you however we can. You are entitled to 
unpaid maternity and parental leaves of absence 
from work according to the regulations set by the 
Employment Standards Act. In the event that you 
require a leave of absence, submit a written request 
via email to your Manager a minimum of four weeks 
before you plan to start the leave(s); we only ask that 
you provide as much notice as possible. For information 
on your eligibility for Employment Insurance coverage, 
contact Service Canada at 1-800-206-7218 or access 
the website at: http://www.servicecanada.gc.ca/eng/sc/
ei/benefits/maternityparental.shtml

Duration of Maternity and Parental Leave
Pregnant employees are entitled to up to 17 weeks of 
unpaid maternity leave, which must start no earlier 
than 11 weeks before expected birth date; and, end 
no earlier than six weeks after the birth date, unless 
you request a shorter period. Birth mothers who take 
maternity leave are entitled to 35 weeks of unpaid 
parental leave, beginning immediately after maternity 
leave ends. Birth mothers who do not take maternity 
leave, birth fathers, and/or adopting parents are 
entitled to up to 37 weeks of unpaid parental leave. 
Refer to the Service Canada website (listed above) to 
ensure eligibility. 

Notice to End Leave
Should your return date change during the course 
of your leave, we ask that you provide us with at 
least four weeks’ notice so we can prepare for your 
welcomed return.

Continuation of Benefits During Your Leave
While on maternity or parental leave, you will continue 
to be enrolled in our health benefits program in the 
same capacity and structure as at the time you start 
your leave. Once your child arrives, you can enrol him 
or her immediately into your plan by completing the 
enrolment forms available in the Staff Resource Centre 
or through the Director of Corporate Services. We will 
continue to pay the employer-paid premiums for the 
duration of your leave and will make arrangements with 
you to make payments for the employee-paid portions 
(e.g. through post dated cheques). Enrolment and 
contributions to the Employee Pension Plan will be on 
hold during the employees maternity or parental leave. 

MATERNITY & PARENTAL LEAVES 
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During the occasions when an election is being held, 
all employees who are qualified electors are entitled 
to have enough time to vote. This does not necessarily 
mean you will be given additional time off from work. 
Within the times that election locations are open, you 
are entitled to four consecutive hours free from work 
for provincial, federal, and First Nation elections.

If hours of work do not provide for this amount of 
time free from work, you may request to have this 
time off for the purpose of voting. If you feel you 
require time off from work to cast your ballot, please 
let your Manager know prior to the day of election.

In the event of unexpected situations that are out 
of your control that may affect your ability to either 
arrive or stay at work (e.g. weather conditions or 
traffic problems), contact your Manager to determine 
the appropriate arrangements. 

Should situations arise that affect the entire company 
(e.g. severe weather conditions, power outages, etc.), 
we will make every effort to contact you to inform 
you that you do not need to come into work for a 
specific time period. 

VOTING AT ELECTIONS

UNEXPECTED "DAY OF" LEAVES

If you wish to take an unpaid leave, please submit 
your written request to your Manager at least seven 
business days prior to the requested date of leave. 
Your Manager will consult with the CEO, as any 
unpaid leaves are at the discretion of the CEO.

During any unpaid leave of absence, your benefits 
may be impacted. Please contact our benefits 
provider (Encon) prior to your leave to confirm your 
coverage.

OTHER LEAVES
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BENEFITS & PERKS
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We provide a benefits plan for all regular full-time employees (who work a minimum of 20 hours per week. 
All eligible employees must participate in the AHMA benefits plan. While you may choose to waive coverage 
for extended health and dental (i.e. if you are covered under an alternate plan), life insurance and long-term 
disability are mandatory for all eligible employees. The plan also provides for coverage of eligible dependents. 
Part-time and casual employees are not eligible for group benefits. 

Employer Paid Portion Employee Paid Portion
Extended Health Care Benefits – 80% Extended Health Care Benefits – 20%
Dental Care Benefits – 80% Dental Care Benefits – 20%
Short Term Disability – 80% Short Term Disability – 20%
Long Term Disability (LTD) – 80% Long Term Disability (LTD) – 20%
Life Insurance – 80% Life Insurance – 20%
Medical Services Plan (MSP) – 100%*

*MSP is an added benefit and information on this is not included in the benefits booklets. See the Director of 
Corporate Services for more information on how to get your MSP invoice paid. MSP is a taxable benefit. This 
means that the value of this benefit (e.g. the premiums paid on your behalf) will be included on your T4 at the 
end of each calendar year.

HEALTH BENEFITS

Waiting Period
You will be eligible for your group benefits on the 
first day of the month following three months of your 
continuous service. For example, if your employment 
begins on April 12, your group benefits coverage will 
start on August 1.

As you become eligible, we will provide you with a 
detailed Benefit Booklet of all plan details, in addition 

 
to specific eligibility, deductibles, and limitations 
criteria. In the event of discrepant information, the 
current employee Benefits Booklet is the one to refer 
to. We reserve the right to select and change the 
providers for these plans, in addition to coverage and 
premium contribution amounts. 
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AHMA’s pension plan has been established to 
provide you with the option to put money aside 
for the future and take advantage of our generous 
contribution-matching program. All full-time regular 
employees begin taking part in the plan on the first day of 
the month after one month of continuous employment.

Employees can contribute up to 5.5% of your earnings 
and AHMA will match your contributions. Contributions 
are made by payroll deduction on every pay period. 

If you wish to participate, see the Director of Corporate 
Services for more information.

We believe it’s important to incorporate fun, health, 
and wellness into our everyday responsibilities; we 
also believe it’s important to show our appreciation 
for one another and celebrate our successes together. 
Every Tuesday, we invite all employees to attend an 
all-staff gathering in the morning to just talk, get to 
know each other, and share any stories we have from 
our weekends. Once we’ve done catching up, we spend 
some time having an open forum discussion about any 
work-related questions.  Sometimes this even leads to 
good robust conversations about ongoing initiatives 
and projects, including coming up with innovative 
solutions to our challenges.

From time to time, we also arrange 
organization-sponsored social events and celebrations 
that we hope you will attend, such as non-work-related 
team-building events, health and wellness activities, or 
just random coffee breaks. 

This is just one of the ways we intend to thank you 
for your contributions to our collective success. With 
that in mind, we want you to feel comfortable making 
suggestions and offering ideas for future events. 

EMPLOYEE PENSION PLAN

TEAM GATHERINGS & CELEBRATIONS!

Without a doubt, our employees are our most valuable 
assets. Our members appreciate getting to know 
you and seeing a familiar face – and, AHMA benefits 
from the experience, knowledge, and loyalty that you 
acquire over time. Recognizing employee service is 
extremely important because we know that many of 
the components of our relationship grow in value. These 
relationships are what make our organization successful. 

The programs, policies, and practices that AHMA has 
put in place are meant to reflect how much we value 
every one of our employees. We feel that what we offer 
goes above and beyond to recognize the commitment 
and valuable work that you put in on a daily basis.

OTHER LEAVES

AHMA’s Benefit Program includes an Employee 
Assistance Program (EAP). An EAP is a confidential 
employee benefit that provides employees and 
their families with access to qualified counselling 
professionals who can help resolve their personal and 
work-related problems before they impact their health, 
family or ability to work. Services range from family/
relationship problems to dealing with grief/loss and 
managing work-related concerns. 

Whenever possible, EAP appointments should be 
scheduled outside of regular work hours. If you need 
to take time during your workday to meet/speak with 
our EAP provider, please make arrangements with your 
Manager. For further information about the program, 
see the Benefits Booklet. 

EMPLOYEE ASSISTANCE PROGRAM
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RESPECT & CONDUCT

While all of the components in our handbook highlight various aspects of our culture and day-to-day practices, 
this section specifically aligns with our value of “Respect.” Having respect is foundational when working with 
people from different cultures. There must be respect and understanding of the different traditions and 
perspectives that exist. 

At AHMA, we commit to providing a workplace where our employees feel safe, secure, and able to trust one another. 

We also recognize how the nature of our workplace impacts our health and well-being as individuals. For 
that reason, respect is not only woven through our written policies and procedures and represented by the 
exceptional way we treat our members; it is also integral to every single interaction between the people we 
come in contact with in the course of our work – regardless of who they are. 

OUR RESPECTFUL WORKPLACE

We expect everyone to participate and contribute to an overall respectful workplace and to act appropriately 
as necessary. It is important for employees to know that a respectful workplace is an integral part of our 
culture. For this reason, behaviours that do not align with our culture, such as discrimination, general 
harassment, and/or bullying and harassment, are not acceptable.
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AHMA commits to being a respectful workplace by creating an environment where: 

We trust before distrust
We feel that proceeding trustfully is the best way to deal with every situation. In the course of your work, 
you will inevitably be faced with several new or different situations. We ask that you be open and move into 
situations from an exploratory point of view rather than going in with your mind already made up about how 
it’s going to turn out. If, after you’ve been open to it, you find there’s a better way, let us know. We feel that’s 
much easier than starting from a place of distrust.

We relate to each other with kindness and caring
We expect all employees to practice the “golden rule” - always treat each other the way you would want to 
be treated. This includes being able to think about how others may react before speaking or acting, avoiding 
talking negatively about others, and avoiding comments or jokes that demean, insult or target others. 

We invite and accept differences
We expect you to be accepting, open, and curious about differences in others and we are committed 
to doing so ourselves. While not the reason for our expectation, this type of action is also in line with 
anti-discrimination laws and policies that prevent us from making hiring decisions and treating one another 
differently on the basis of certain attributes and differences, such as race, sex, nationality or ethnic origin, 
religion, age, marital or family status, sexual orientation, unrelated criminal conviction, ancestry, political 
beliefs, pregnancy, disability/impairment, etc. At AHMA, we extend this inclusivity and acceptance to include 
differences in appearance, demeanour, personal likes/dislikes, and the ways in which we go about our work. 
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We value other points of view
Being a collaborative, respectful, and successful workplace requires that we all have the opportunity to 
share our unique – and often diverse – points of view. As an organization, we commit to hearing your ideas, 
thoughts, and perspectives and expect that you do the same for one another (without making assumptions or 
passing judgement). 

We are open to being wrong or mistaken
We view (and encourage you to view) mistakes as learning opportunities; in doing so, it is acceptable to admit 
that things didn’t go as planned and to discuss the situation with others to see what learning can be drawn 
from it.

We recognize your needs as an individual
Although within a workplace setting we often seem very similar to one another, we have varying needs 
as individuals with respect to how we learn and what we need to be successful. In recognizing that, we 
take reasonable steps to help you be productive, and to continuously learn and grow. As an individual, we 
respect your need to have family access to you by phone and email; we just request that non-emergency 
conversations be kept to employee break times. Also any personal use of social media should be done on 
personal devices during breaks or outside of work hours. 

We respect one another’s “space”
While we highly encourage and support your enthusiasm and open communication throughout our office, 
given our open-concept layouts, we are always mindful that desks and work areas are someone’s personal 
spaces, just as offices are. Because of this, we request that all electronic noises be kept to a minimum, 
including cell phones placed on silent mode and that all music, conference calls, webinars or videos played at 
one’s desk be at a low level or with earphones (if a door cannot be closed to contain the noise).

 
Supplied Photo
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We Are Not Afraid of Facing or  
Dealing with Conflict 
 
A fundamental part of dealing with conflict is having 
positive, healthy, and honest dialogue about difficult 
and/or sensitive issues. Whether it’s challenging an 
“unwritten rule” or following up with someone who 
made you feel uncomfortable (provided you feel/are 
safe to do so), we all need to say the things we have 
to say about important matters provided we do so in 
a professional and respectful manner, whether it be 
with your Manager, a member of the ELT, or with a 
colleague. 

To do so, following are the steps we encourage, and 
will guide, you to take: 

1. Understand your intent – if it is not to find a 
respectful solution, take a step back before having 
a conversation. 
2. Have a direct and honest conversation with the 
other person; start by clarifying your purpose. 
3. Describe the behaviour specifically, without 
referring to your assumptions about the intention. 
4. Describe how the behaviour affected you. 
5. Give the opportunity to respond and ask for the 
other person’s point of view. 
6. Indicate what you’d like done differently and 
ask the other person to do so in return – respect 
reasonable requests. 
7. Agree on guidelines for future behaviour that 
will address concerns raised by both of you.
8. Ask direct questions and insist on direct 
answers; seek clarification, where needed. 

When it Makes Sense to Do So, We “Let it Go”

Although it is imperative that you feel good about 
being at work, sometimes it makes the most sense to 
simply let things go. The key is in determining what is 
important to you to see through the conflict resolution 
process and what is okay and safe to leave behind you. 

CONFLICT RESOLUTIONWe encourage individual empowerment and 
expect accountability
While we have outlined our expectations for behaving 
and showing respect for one another, we also appreciate 
that each of you have your own expectations for doing 
so in a work setting; so long as they are in line with our 
beliefs and values, we encourage and empower you to 
be open and clear with us about your expectations. We 
know that how you communicate, share, joke, and work 
with one another will differ from team to team. These 
“unwritten rules” often develop organically and without 
any discussion or asking how others are affected. These 
rules may assume that because someone hasn’t spoken 
up (whether a long-standing or new employee), that 
everything is fine.

It is our fundamental belief that you should have the 
opportunity to respectfully challenge these unwritten 
rules; and on the flipside, if you do something that 
offends or bothers someone, we expect that you will 
take responsibility for your actions and try to make 
amends where necessary. 

Just as we as your employer have a responsibility 
to facilitate a respectful work environment, as an 
employee of AHMA, you have the responsibility to “do 
your job” (which at its core, means to act professionally 
and respectfully). 

Following is a response strategy, based on respectful 
communication and accountability. We encourage 
you to use this strategy to address behaviour or 
communication directed at you that you feel is in some 
way disrespectful. 

Response Strategy for Respectful Communication & 
Accountability

Do your job
Your first responsibility is to act professionally and 

respectfully; this is the core of your job

↓
Self Manage

Determine whether the issue should be addressed or not (only 
appropriate to let it go if the issue is with respect to yourself)

↓
Let it Go Deal with It
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When “Dealing with It” isn’t Enough 
If you’ve made the decision to “deal with it,” as 
opposed to “let it go,” and have followed the steps 
we encouraged above when facing or dealing with 
conflict, but were not able to agree mutually on 
guidelines for future behaviours (or, if you feel that 
the conflict has not or cannot be resolved), then there 
is another avenue open to employees. 

NOTE: The following process should only be pursued 
if you feel that you have explored all other options 
and have been unsuccessful in resolving the conflict 
through those options.

Additionally, before beginning the following conflict 
resolution process, if the conflict is with someone 
other than your Manager, please make sure you notify 
your Manager.

1. File a written notice (along with supporting 
argument) to the CEO, within 30 days of the 
conflict/grievance occurring.

2. Upon receipt of the grievance, the CEO will review 
the documentation and arrange to meet with you 
(as the complainant) and other parties involved. The 
CEO may consult with the Board of Directors, if he/
she feels that the situation requires an outside source 
to assist in resolving the grievance. The CEO will make 
a decision on the outcome of the grievance after 
speaking with all the parties.

3. If the grievance does not involve the CEO, then 
the CEO’s decision is the final level of appeal for 
grievance at AHMA. If the conflict/grievance is 
with the CEO, your complaint will be brought to 
the Board of Directors. The CEO will inform the 
Board of Directors, in writing, of the grievance 
that’s been filed and the steps s/he has taken so 
far to resolve the issues. The Board of Directors 
will organize a hearing and will make a final 
decision. 

We All Play a Role in Our Collective 
Continuous Improvement 
By working together to build a respectful work 
environment, we are contributing towards the 
improvement and success of AHMA, in addition to our 
own personal environments. How we work together 
not only impacts one another but also our members, 
which in turn impacts our business. Further, just as 
our personal lives impact how we show up at work, 
our work lives impact how we are at home – including 
our personal relationships, our sleep and eating 
habits, and our ability to manage stress. The more 
we can all do to practise respectful behaviour with/
to each other at work, the greater the domino effect 
throughout our lives. It’s about raising the bar for 
how we communicate and relate to each other in all 
that we do. 
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Discriminating Against Others 
All employees, members, clients, 
partners, and vendors have a 
right to a work environment that 
is free from any discrimination 
or harassment based on race, 
sex, nationality or ethnic origin, 
religion, age, marital or family 
status, sexual orientation, 
unrelated criminal conviction, 
ancestry, political beliefs, 
pregnancy, disability/impairment 
or any other ground that is 
in violation of the law. This 
extends to all company and 
employment-related functions, on 
or off AHMA’s premises. 

General Harassment  
Harassment is defined as any 
conduct, comment, gesture or 
contact that is objectionable and 
unwelcome and should reasonably 
be known as objectionable and 
unwelcome. It serves no legitimate 
work purpose and detrimentally 
affects the work environment 
or leads to adverse job-related 
consequences for the person being 
harassed. 

There are numerous forms of 
harassment, including but not 
limited to bullying and harassment 
(as defined by WorkSafeBC and 
addressed separately below), 
sexual harassment and harassment 
based on any of the prohibited 
grounds of discrimination set out 
above. 

Sexual harassment is defined 
as any unwelcome conduct 
of a sexual nature that 
detrimentally affects the work 
environment and that might 

reasonably be perceived by an 
employee as placing a condition 
of employment, training or 
promotion. It generally leads 
to other adverse job-related 
consequences or a poisoned work 
environment. Sexual harassment 
may include but is not limited to:

• Displaying offensive sexual 
material
• Using sexually degrading 
language to describe or point 
out a person
• Making disagreeable or 
degrading sexual remarks 
• Any advances, comments, 
questions, propositions or 
jokes that continue after the 
person making/asking them 
has been told that they are 
unwelcome
• Messages of a sexual 
or offensive nature 
communicated through mail, 
email, instant message, social 
media, fax, voicemail or any 
other electronic means 
• Unwelcome, persistent 
contact/attention after a 
consensual relationship has 
ended 
• Undesired physical contact

• Verbal abuse and threats
Other forms of harassment 
(e.g. those based on prohibited 
grounds) are not explicitly defined 
here; however, they are equally 
prohibited under our Respectful 
Workplace policy. 

Bullying and Harassment  
Bullying and harassment includes 
any inappropriate conduct or 
comment by a person towards an 
employee that the person knew, or 

reasonably ought to have known, 
would cause that employee to 
be humiliated or intimidated. 
It excludes any reasonable 
action taken by an employer or 
immediate supervisor relating to 
the management and direction 
of employees or the place of 
employment.

Bullying and harassment is a type 
of personal harassment and a form 
of power through aggression that 
may include physical, verbal, or 
emotional abuse. It includes acts 
or verbal comments that could 
mentally hurt or isolate a person 
but can also involve negative 
physical contact as well. Bullies 
attempt to control, humiliate, 
denigrate or injure a person. There 
is no reasonable justification 
or reason for the bullying and 
harassment.

Bullying and harassment usually 
occurs as repeated incidents or 
a pattern of behaviour that is 
intended to intimidate, offend, 
degrade or humiliate a particular 
person or group of people. The 
bully may focus on one person 
or may continually seek out 
new people to target. The aim 
of bullying is to inflict distress 
and fear on a person and bullies 
show little or no affect, remorse, 
regret or other emotion. People 
who bully/harass others are not 
interested in resolving the conflict 
with the people they target. They 
are interested in getting their own 
way.

Continued on next page.

WHAT CONSTITUTES DISRESPECTFUL BEHAVIOR?
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Bullying and harassment 
detrimentally affects and poisons 
the work environment and/or 
interferes with work processes and 
productivity. 

Workplace bullying and harassment 
can be both open and hidden and 
includes, but is not limited to: 

• Yelling, shouting or using 
profanity 
• Criticizing a person constantly 
or persistently 
• Undermining or deliberately 
obstructing a person’s work 
• Publicly making derogatory 
comments about a person or a 
person’s work 
• Refusing to speak to a 
person, giving the ‘silent 
treatment’ or being 
condescending or patronizing 
• Belittling a person’s opinions 
• Discounting or denying 
work-related accomplishments 
and/or taking credit for the 
work done by someone else 
• Excluding or isolating 
someone socially, intimidating 
or humiliating a person – 
through the use of body 
language (e.g. eye rolling), 
sarcasm, ridicule and/or 
making someone the target of 
practical jokes 
• Spreading malicious rumours, 
gossip, or information that is 
not true
• Making jokes that are 
obviously offensive, verbally or 
via email
• Using insulting or 
condescending nicknames 
• Intruding on a person’s 
privacy by asking inappropriate 
and/or excessive questions 
about personal matters or 
teasing about personal issues 
• Interfering with a person’s 
personal belongings or work 
equipment 
• Public displays of temper or 
tantrums 

What is NOT Considered 
Bullying and Harassment?  
Not every unpleasant interaction, 
instance of disrespectful behaviour, 
or workplace conflict is considered 
bullying and harassment. 

Examples of behaviours that may 
not be considered bullying and 
harassment, if undertaken in an 
appropriate manner, include: 

• Expressing differences of 
opinion
• Offering constructive 
feedback, guidance or advice 
about work-related behaviour 
and performance 
• Making a legitimate 
complaint about someone’s 
conduct through outlined 
procedures 
• Reasonable management 
authority and action, such as 
decisions related to: 

o Job duties or the work to be 
performed 
o Workloads and deadlines
o Work instructions, supervision 
or feedback 
o Work evaluation 
o Performance management 
o Layoffs, transfers, promotions, 
and reorganizations 
o Discipline, suspensions or 
terminations  

When it is provided in a respectful 
manner, appropriate feedback 
to help employees improve 
performance or behaviour is not 
bullying and harassment. 

DISRESPECTFUL BEHAVIOR CONT.
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It is imperative that you understand 
that discriminating, harassing, and/
or bullying and harassing behaviour 
is disrespectful behaviour and thus 
goes against our Respectful Workplace 
policy. Employees who are found to 
be engaging in disrespectful behaviour 
towards co-workers, members, clients 
and anyone they come in contact 
with in the course of their work will 
be subject to discipline, up to and 
including termination of employment.

If you feel subject to, or are aware 
of an incident of discrimination, 
general harassment and/or bullying 
and harassment at work, you must 
bring your concerns to Management’s 
immediate attention, so we can 
deal with it in an appropriate and 
timely manner. Please refer to the 
Procedures for Complaint outlined to 
the right. 

We view all allegations of bullying, discrimination, and/
or general harassment as very serious. If you feel that 
you have been the victim of one of these forms of 
disrespectful behaviour, we ask you to do the following 
(after reviewing the general definitions provided earlier 
in this section): 

• If you feel comfortable to do so, say “No” and do 
not ignore the behaviour. If you can, immediately 
make the alleged harasser aware of your 
disapproval and/or discomfort with the comments, 
actions or behaviour. 
• If you do not feel comfortable or safe 
approaching the alleged harasser, or if the outcome 
of speaking directly with the alleged harasser does 
not achieve the desired result (i.e. ending the 
harassing behaviour), please contact your Manager 
or the Director of Corporate Services. 

It is important to discuss details or incidents with 
only the individuals noted above to ensure your 
comments are kept as confidential as possible. It is also 
important that you report incidents or complaints as 
soon as possible after experiencing or witnessing an 
incident in order that the incident may be addressed 
promptly and investigated if it is determined that 
bullying and harassment, discrimination and/or general 
harassment may have occurred as described by the 
policy guidelines listed above. Please keep a written 
account of any such incidents and submit it with your 
complaint.

Any bullying, discrimination, and/or harassment 
complaint made by or with respect to a member or 
other stakeholder must be forwarded to the CEO with 
immediacy and confidentially.

PROCEDURES FOR COMPLAINTEMPLOYEE ACCOUNTABILITY
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Although most investigations will be conducted 
internally, in some situations, an external investigator 
may be asked to conduct the investigation.  
 
Investigations will:

• Be undertaken promptly and will be as 
thorough as necessary given the circumstances;
• Be fair and impartial, providing both the 
complainant and respondent equal treatment in 
evaluating the allegations;
• Be focused on finding facts and evidence, 
including interviews of both the complainant and 
respondent and any witnesses; and

• Incorporate, where appropriate, any need or 
request from the complainant or respondent for 
assistance during the investigation process.

The Director of Corporate Services is responsible for 
ensuring our investigation procedures are followed. 
Employees are expected to cooperate with the 
investigator and provide details of incidents they have 
experienced or witnessed.

At the conclusion of the investigation, the complaint 
and respondent will be advised of the investigation 
findings. If necessary, appropriate corrective action 
will be taken. A record of the investigation and 
findings will be kept on file.

INVESTIGATIONS

During such time as an investigation is taking place 
– and following a substantiated claim – we are 
committed to supporting you however reasonably 
possible. 

This may include the use of our EAP, supporting a 
temporary Leave of Absence or assisting with other 
resources as applicable. 

OUR SUPPORT

We recognize the difficulty in coming forward with 
a complaint of workplace bullying and harassment, 
discrimination, and/or general harassment and 
a complainant’s interest in keeping the matter 
confidential. We are committed to protecting the 
interest and privacy of all parties involved in a 
complaint; however, complaints cannot remain 
anonymous, as the person accused must be given an 
opportunity to respond to the specific allegations. 

Depending on the issue, it may also be necessary to 
involve witnesses in the process. 

We do commit to employees that confidentiality 
will be maintained throughout the process and 
information relating to the complaint will only be 
disclosed to the extent necessary to carry out these 
procedures and to enforce any disciplinary action that 
may result from it. 

CONFIDENTIALITY

AHMA does not tolerate acts of retaliation (e.g. 
threats, intimidation, reprisals or adverse employment 
action) against a person who has filed a complaint 
or participated in a bullying and harassment, 
discrimination, and/or general harassment 
investigation. We also prohibit intentional false 
accusations. Allegations that a complaint has been 
made in bad faith or that retaliation has occurred may 
be investigated using the same procedure that is used 

to investigate complaints of bullying and harassment, 
discrimination, and/or general harassment. Individuals 
who are found to have engaged in retaliation or 
made deliberately false accusations of bullying 
and harassment, discrimination, and/or general 
harassment will be subject to disciplinary action up to 
and including termination.

RETALIATION & INTENTIONALLY FALSE ACCUSATIONS
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PROTECTING PERSONAL INFORMATION

Employee Personal Information
AHMA respects and protects the privacy of information 
collected for current and previous employees. We collect 
only information from you that forms a necessary part 
of the employment relationship and are committed to 
ensuring AHMA continues to meet the requirements of 
the Personal Information Protection Act of BC (PIPA). If 
you have any questions or concerns, feel free to speak to 
the CEO.

Confidentiality
In the course of employment, you will have access 
to confidential information regarding our members, 
clients, AHMA operations, and financials. All information 
collected, reviewed, documented, and used in the 
course of your work constitutes confidential information 
of the company. It should therefore be used only in 
the context of conducting work for and on behalf of 

company business and not for personal interests. The 
exception to this is public communications or other 
promotional material that has already been released and/
or distributed to the public. This duty of confidentially 
continues after your employment ends at AHMA. 

Ownership of Business and Intellectual Property
If you develop and/or produce any business or work 
product during the course of your employment with us, 
whether at work or at home, AHMA remains the sole 
owner of the rights. If you receive compensation from 
any other party for producing that business or work 
product, it is payable to AHMA without request and you 
will have no right, title or interest in it. Further, you will 
not be paid any additional compensation for it other than 
what has been outlined in your Employment Agreement.
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Conflict of Interest 
In our line of business, there are times when we may 
be confronted with potential conflicts of interest. 
This includes circumstances that have the potential 
effect of advancing one’s own interest in a way that is 
detrimental to the interests of, or potentially harmful 
to, the integrity of AHMA. 

We ask that you be aware of this possibility and when 
faced with a potential conflict, immediately consult 
the CEO. Employees involved in a potential conflict 
are expected to withdraw participation in the activity/
discussion until the CEO has approved or advised on 
next steps. 

Although potential conflict of interest scenarios are 
endless, the following situations are definitely seen as 
such: 

• Private affairs or financial interests that 
conflict with your work duties, responsibilities or 
obligations or that may result in perception that a 
conflict exists;
• Actions that would compromise or undermine 
the trust the community places in AHMA;
• Where your ability to act in the public or in the 
administration’s interest could be impaired;
• Where your personal interests, family 
relationships or supervisory position are in a 
conflict of interest with your role as an employee 
at AHMA. This includes using your position for 
the personal or business benefit of yourself or an 
immediate family member; 
• Offering or accepting of gifts, gratuities or other 
personal rewards designed to or potentially 
perceived to influence business decisions 
(especially during politically and sensitive times like 
contract and tendering processes); 
• Using or disclosing to the prejudice of the 
organization or for personal gain any of AHMA’s 
information or member’s or client’s information, 
or other confidential company information (except 
as authorized or required by law) during and after 
employment with AHMA;

• Undertaking outside volunteer or political work 
that may compromise the integrity of AHMA;
• Undertaking outside employment or consulting 
or your own personal or family business that 
interferes with the performance of your AHMA 
duties and responsibilities; or
• Serving on AHMA’s Board of Directors within one 
year of leaving the organization as an employee.

As a general rule, the practice of accepting gifts should 
be discouraged; however, we do want you to make your 
own objective and ethical decisions, which are free 
from influence. 

Please observe the following four basic principles when 
gifts or entertainment are given or received:

• They must be infrequent;
• They must legitimately serve a definite business 
purpose;
• They must be appropriate to the business 
responsibilities of the individuals; or
• They must be within limits of reciprocation as a 
normal business expense.

You may accept gifts, favours, and meals or moderate 
entertainment from members, partners or other key 
stakeholders as a result of direct business dealings if 
they are of nominal value (i.e. $100 or less) and are 
considered reasonable as part of normal business 
dealings. You must immediately report to your Manager 
if you accepted any of the above. 

Any gifts, favours or entertainment that is equal to or 
greater than the nominal value must be reported to 
your Manager and the CEO and reported on the AHMA 
Gift Registry. The CEO will then inform the Finance and 
Audit Committee of the Board of Directors of the gift. 
Any gift valued at more than $250 will become the 
property of AHMA unless approved by the CEO.
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For the purpose of this section, the following definitions 
apply:

• Substance: Alcohol or other drug product, legal or 
illegal (including prescription and over-the-counter 
drugs).
• Substance Use: The use or ingestion of a substance, 
as defined above.
• Substance Misuse: The excessive use or ingestion 
of a substance, as defined above, which leads to 
significant impairment.

At AHMA, we are committed to providing a safe 
work environment. The use of substances can have 
serious adverse effects on the health, safety, and job 
performance of our employees. As such, we make every 
effort to prevent substance misuse in our workplace. 
Substance misuse in the workplace occurs when an 
employee's work is found to be adversely affected, 
or, if the employee’s safety or the safety of others is 
considered by any reasonable person to be at risk by 
the influence of a substance. The following expectations 
outline the guidelines and what we can do to support any 
employees who may be facing substance misuse issues. 

Our Expectations
Whether at work, a social work function or at any time 
you are representing AHMA, the following are strictly 
prohibited:

• Reporting to work or performing work for the 
company while impaired by any substance and
• Unauthorized consumption or possession of alcohol 
on our premises/property or on the premises/
property of any of our clients.

The manufacturing, distribution, dispensing, possession 
or use of a controlled substance is prohibited while on 
duty, or while in the workplace or while conducting 
business outside the office. 

Should you be under the influence of a substance 
and find that you are unable to perform your regular 
work duties, you are asked to inform your Manager 
immediately. This includes, for example, situations where 
medications that cause drowsiness affect your duties and 
the safety of the work environment.

Prescription Medication
The possession and use of prescribed drugs at work is 
acceptable provided that:

• You obtained the medication legally and are using it 
for the prescribed purpose;
• The drug use does not impair your ability to safely 
and efficiently perform your duties; and
• The drug use does not impact the comfort, safety, 
and/or efficiency of co-workers or clients.

If you are using a prescribed drug (e.g. muscle relaxants, 
pain medication, anti-depressants, medical marijuana) 
and have been informed or have reason to believe that 
the use of this drug may limit your ability to perform 
your work duties safely and efficiently – and/or impact 
the comfort, safety and/or efficiency of co-workers or 
clients – you are required to advise your Manager. Your 
Manager will in turn consider what accommodations, if 
any, can be made to facilitate your ability to work in a 
safe and productive manner. Please note that you are not 
required to indicate the specific medication in use and all 
information will be handled confidentially. 

If it is brought forward that substance use or misuse 
(whether that substance be prescribed or otherwise), 
is suspected, your Manager will investigate the incident 
and/or allegation. Any employee who has violated this 
policy will be subject to discipline up to and including 
termination, legal action, and criminal liability. 

ALCOHOL & DRUGS
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Our Support
We recognize that addiction to a substance may be 
a medical condition and encourage those who suffer 
with dependency to seek treatment and rehabilitation 
voluntarily. If you require an extended leave of absence 
(more than eight days) due to this medical condition, 
the Illness and Injury policy found in the “Vacation, Time-Off, 
and Leaves” section of this handbook would apply. 

 
Our goal is to restore performance and safety levels, 
while supporting affected employees. If, however, 
performance doesn’t improve, disciplinary actions 
may be taken. If no disciplinary action is required, the 
employee will be unaffected regarding seniority, career 
development opportunities, etc.

Please remember that as an employee attending a staff 
event, you are still representing the organization and 
we ask that you conduct yourself accordingly. 

We have a zero tolerance for alcohol consumption at 
AHMA events. 

EXPECTATIONS AT AHMA EVENTS 

We encourage our employees to develop social 
relationships at work, provided they don’t interfere 
with either work performance or the overall effective 
functioning of our workplace.

If you are in or choose to engage in a family or personal 
relationship with a co-worker, you are responsible for 
ensuring that the relationship does not lead to any conflict 
of interest (e.g. favouritism, risk of claims, bias, etc.). 

If you have a relationship with a co-worker where a 
managerial context does not exist, it is recommended 
that you disclose the relationship to your Manager. If 
you have a relationship with another employee where 
a managerial context does exist (e.g. with whom you 
share either a direct or indirect managerial role) you 
must disclose the relationship to the CEO. 

We are committed to working with all involved parties 
to determine whether it is appropriate and possible to 
adjust reporting or working relationships or whether 
other changes or actions are necessary. 

In the event of workplace relationships that exist 
but do not pose a conflict of interest, AHMA is 
not obligated to allow vacation or other time off 
together. This will be at the discretion of your 
Manager, depending on work coverage in respective 
departments. 

In a member service environment such as ours, we also 
appreciate that you may meet and form relationships. 
If that should occur, it is critical that you always act in 
line with policies with respect to Workplace Conduct, 
Conflict of Interest, and Personal Information. 

PERSONAL RELATIONSHIPS

Whether it is social online media, print or face-to-face, 
our goal is to communicate our message in a consistent 
and effective manner. In order to do this, the CEO 
or the President of Board (unless delegated) must 
review, address, and/or assign a designate to all 
communications. No other employees may respond 
to media requests directly or indirectly, including 
off-the-record or anonymous comments. 

Please remember that what may seem like an 
insignificant comment may turn into a large issue for 
AHMA. In the event that you are approached by the 
media to comment about AHMA, please notify your 
Manager and the CEO immediately.

COMMUNICATIONS WITH MEDIA
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USING OUR TECHNOLOGIES & RESOURCES
Technology is important in our day-to-day activities 
here at AHMA and we do our best to make sure you 
have the tools you need to facilitate your work. We 
expect that you use these tools appropriately and 
professionally.

Use of Electronic Communication Tools
Electronic communication systems and services are 
the property of the organization and their purpose is 
to facilitate and support our business. If you use any 
electronic communication systems and services in the 
course of your work, you are responsible to do so in 
a professional, ethical, and lawful manner. Electronic 
communication systems refer to all electronic media, 
systems, and services, including but not limited to, 
internet, computers, electronic/social media, email, 
telephones, cellular phones, fax machines, electronic 
bulletin boards, instant messaging and chat programs, 
toolbars, games, and any other online or electronic 
services. 

Please always keep the organization’s best interests in 
mind when using electronic communication systems. 
This includes downloading and/or using software and 
applications other than those required in the course of 
your regular duties. Only approved versions of software 
are permitted for use on your computer. This includes 
instant messenger programs, toolbars, games or any 
other utility. 

As you are accountable for the activities that occur on 
any equipment or communication systems under your 
username, keep your IDs and passwords confidential 
and always follow company security protocol. Do 
no attempt to bypass network security measures. In 
addition, be sure to log off or sign out when away from 
your computer. 

Please also keep in mind that:

1. you are to attempt to access only company files 
and data that you have legitimate access to; 
2. you are to use only legal versions of copyright 
software; and, 
3. servicing of the company intra- or internet 
capabilities is the responsibility of designated 
persons at AHMA – please do not take this on 
yourself. 

Internet and Other Electronic Media 
Internet access on any AHMA device is to be limited 
to carrying out day-to-day functions as required 
to accomplish your work related duties. As it is 
important that the integrity and operation of our 
network is protected, check with your Manager before 
downloading any files from any internet sites that 
are not accessed on a regular basis in the course of 
your day-to-day duties. Visiting any sites that would 
contravene our policies, philosophy, and/or are 
considered illegal is strictly prohibited. This includes:

• Obscene, sexually explicit or pornographic 
websites or content;
• Using the internet to access and/or spread 
defamatory or threatening content;
• Gambling or other forms of wagering online; 
• Illegally downloading unauthorized documents, 
music, photographs/pictures or programs;
• Any order-online websites (e.g. eBay); and
• File-sharing tools (e.g. BitTorrent).

Employees must use the internet and other electronic 
media in a manner that prevents waste or damage of 
computer resources; this includes: 

• Ensuring and complying with security protocol; 
• Avoiding the spread of viruses; and  
• Observing and complying with network bandwidth 
and storage capacity limits. Ray laughs after an office-safe practical joke.

 
Photo by: Connie Mah
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Company Mobile Devices
If your position requires the use of a portable laptop, 
cell/smart phone or other hand-held device (e.g. tablet) 
in the course of your business duties and AHMA has 
agreed to cover some or all expenses related to its use 
(as per your Employment Agreement), we do require 
that you observe these guidelines:

• During regular business hours, you are to be 
available to receive/take phone calls;
• Phone calls from the office should be returned 
immediately; 
• If you know you will not be available via phone for 
a short period of time during business hours, notify 
the office of your availability;
• If you receive an after-hours call, it is likely to 
be important, please respond immediately (the 
company is sensitive to personal time); and 
• All mobile devices must have the “Find My iPhone” 
or “Find My iPad” service checked off under General 
Settings for easy recovery. 

NOTE:  Most of the data/voice plans we choose allow 
for frequent use at any time during the day or week 
provided the use is local (Vancouver and BC), unless 
special consideration has been given for those whose 
roles require out-of-province communication. Monthly 
charges that are deemed to fall out of normal business 
duties will be charged back to you. 

If you choose to use your company mobile device 
for personal use, it is important to understand that 
company mobile devices are intended first and foremost 
for business-related use. That said, in the case of 
personal travel and/or vacations, any voice/data costs 
incurred (beyond the normal monthly cost covered by 
AHMA) are solely your responsibility. AHMA will not 
assume any responsibility during this time – unless 
usage was pre-approved and clearly for work purposes. 
To ensure you do not incur accidental costs, we 
recommend you manually disable data/roaming while 
traveling. All mobile devices must be safely stored by the 
employee, regardless of whether he or she is on the job, 
on vacation or out of the office for extended periods. 
Devices may be returned to the office for safe-keeping 
during absences. 

Working Remotely
From time to time, you may be required to travel 
as part of your duties and will need to work 
remotely. When this occurs, AHMA will provide you 
with a company-owned laptop to take with you 
while working remotely. Employees must follow 
all AHMA policies and procedures when working 
remotely, specifically on “Using our Technology and 
Resources.” Employees are able to log onto our 
shared server through VPN login. Instructions will be 
provided by Director of Corporate Services.

David's selfie shows that we all pitch in at AHMA - even 
the ELT help out with keeping our office neat and tidy.  

For added proof, see Tag vacuuming Ray's office (above).

 
Photos by: David Silva
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Use of Personal Devices for AHMA Business 
AHMA provides all employees with the tools and 
resources to do their jobs. Although not encouraged, 
there may be times when you may need to use your 
own devices (such as cellphones, laptops, home 
computers, etc.) for the purpose of doing AHMA 
work. If you wish to do this, you must speak with your 
Manager to obtain approval. You are responsible for 
properly saving all company files to the AHMA’s hard 
drives and for ensuring the confidentiality and security 
of all AHMA information. The Director of Corporate 
Services will provide you with information on how 
to access AHMA’s network through VPN. Further, 
regardless of where the business/information is 
housed, all information remains the property of AHMA 
in its entirety. If you choose to use a personal device in 
this way, you agree that AHMA may: 

• Access the business information at any time; 
• Require you to turn over the work-related 
contents upon termination of employment; 
• Remotely delete the information on the device in 
the event that it’s lost or stolen; 
• Require that you comply with policy regarding 
the loading of applications that may be subject to 
malware; and 
• Require any necessary security software or policy 
configurations, in addition to auditing compliance 
to those configurations any time. 

In all cases, it is critical that you password-protect all 
personal devices, in addition to encrypting USB sticks. 

We also advise that employees not use their personal 
home phone or cell phone to make calls on behalf of 
AHMA, or distribute your personal contact numbers.

Personal Use 
We have an obligation to protect our assets, 
information, and the dignity of our employees. In 
order to do so, we have the right to access all systems 
and files at any time. Employees are not to use AHMA 
systems for personal use, unless you have obtained 
approval by your Manager, or you are supplied with a 
cell/smart phone by AHMA. In this case, you may use 
the cell/smart phone for personal use (see section on 
Company Mobile Devices for more information). 

In the event of an investigation for misconduct, all 
electronic communications, including social media, may 
be monitored in compliance with Federal/Provincial 
Privacy/Personal Information legislation. 

Remember also that when you delete an email, it still 
exists on our system, our back-ups, the recipient’s 
system, etc. If you feel there may be any privacy issues 
associated with using the organization’s systems 
personally, we suggest you do not use them for 
personal use. 
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Social Media and Networking 
The Communications Manager manages all of 
AHMA’s corporate social media and networking 
accounts. If you wish to use AHMA’s name, logo or 
business offerings on a personal social media or 
networking site such as LinkedIn, Facebook, and 
Twitter, please remember that you are representing 
the company and we expect you to use your good 
judgment in doing so. Please note that employees 
are not permitted to use social media at the office. 
Additionally, whether you are using social media for 
personal or work purposes, always be conscious of 
the overlap between your business and personal 
lives. While inappropriate intent may not be there, it 
could be interpreted as such. Please remember that 
in all cases, you are responsible for your actions. We 
recommend consulting with the Communications 
Manager beforehand. Management, at its own 
discretion, reserves the right to request removal 
of any posts made on personal social media or 
networking sites mentioning AHMA.

This refers also to photographs of the team, whether 
at staff events or otherwise. Please ensure you 
respect staff privacy and do not post pictures on any 
social media site without prior permission (and that 
of all those in the picture). 

Misuse 
We expect you to be reasonable and to use 
discretion when using the internet, email, 
messenger, electronic/social media, and all business 
communication systems for professional use. If you 
knowingly misuse these systems, you may be subject 
to disciplinary action up to and including termination. 

Please refer to our Respectful Workplace and 
Protecting Personal Information policies for further 
information.
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We want our employees to know that the 
organization supports them in their own personal 
and professional development. Therefore, we believe 
that it is important for you and your Manager to 
regularly discuss your performance, as well as to 
set performance and development goals. We also 
believe it’s important to use these discussions as 
an opportunity to talk about AHMA, our goals as an 
organization, and what we can do to help you carry 
out your own goals effectively.

As a new employee, you will participate in a review 
with your Manager after your first three months. This 
review is an opportunity for you and your Manager 
to focus on what is going well, where further 
learning/practice may be needed and any other 
action items agreed upon to ensure your success at 
AHMA. 

Each year, you will participate in a performance 
review (see Performance Program section below). 
This is an opportunity for you and your Manager to 
reflect on your performance and set goals for the 
next performance period. 

While formal meetings are an important component 
of your performance development, day-to-day 
discussions, feedback, and questions in a 
respectful open-door environment are even more 
important. Both you and your Manager are strongly 
encouraged to discuss job performance, goals, and 
accomplishments on a regular basis.

PERFORMANCE DISCUSSIONS

PERFORMANCE MANAGEMENT & 
DEVELOPMENT
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At AHMA, we value and respect the knowledge 
and experience each employee brings into the 
organization when s/he joins the team. AHMA 
believes that all employees are on individual journeys 
using one’s own strengths, developing knowledge 
and skills, and being open to new opportunities to 
better one’s self and the organization. As with any 
journey, it’s important that each person plans for and 
takes ownership of the voyage.

Annually, AHMA’s Employee Performance Program 
– “The AHMA Journey” – asks employees to plan 
for their journeys at the beginning of each year by 
setting meaningful objectives that link to AHMA’s 
vision and overall strategic plans, and are guided 
by AHMA’s values and our Four-Pillar Approach to 
monitoring housing operations. 

As you are on your journey with AHMA, continuous 
communication is important. Your Manager will 
review your objectives with you as you start your 
journey each year, and you both will review the 
voyage at each milestone and check-in point. At the 
end of each year, you and your Manager will look 
back on your year together, acknowledging your 
successes and your journey overall.

Please see your Manager for the full overview 
document on The AHMA Journey. 

PERFORMANCE PROGRAM – THE AHMA JOURNEY
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AHMA Staff Members get in the Halloween spirit as 
we gather for food, fun, and games.

At AHMA, we value each employee’s personal 
and professional development. We are a growing 
organization, supporting CBOs across the province. 
We recognize that to sustain this growth, it is 
important that our employees expand their 
knowledge, skills, and abilities on a continuous basis.

We encourage you to have discussions with 
your Manager at any time about potential 
opportunities that you see to grow both personally 
and professionally. This can include attending 
conferences, workshops, mentorship opportunities, 
etc. This can also include opportunities within 
AHMA, such as pursuing internal opportunities. 

AHMA has also committed to ensuring this type of 
growth is integrated into everything we do. As part 
of The AHMA Journey – Employee Performance 
Program, employees are asked to set a growth 
objective for the year. The intent of this objective 
is to give employees the opportunity to develop 
themselves personally in a way that supports their 
professional growth.

PERSONAL & PROFESSIONAL DEVELOPMENT

PERFORMANCE DISCUSSIONS
AHMA’s Performance Improvement Plan (PIP) is 
intended to encourage and support improvement 
for employees who need extra support to meet 
performance expectations.

After more informal discussions regarding your 
performance, if your Manager feels that you require 
additional support and your performance requires 
improvement, s/he will develop a PIP with your 
input. The plan is documented and agreed to, and a 
copy will be provided to you.

The focus of the PIP is on immediate to short-term 
improvement (i.e. two weeks to three months). 
The PIP is meant to ensure ongoing communication 
and clarity about expectations. Your Manager 
will monitor and provide feedback regarding your 
performance throughout the PIP. 

In the event that your performance does not improve 
during the time-frame specified in the mutually 
agreed upon PIP, the PIP may be extended (by 
mutual agreement in writing), and/or further action 
may be taken (which may include termination).
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Here are some quick guidelines on proper etiquette for wearing your name badge:

Right or Left?: Where to wear a name badge?  
by EPI Staff on May 13, 2009 
Q: On which side of the chest should you display your name tag?  
A: Although it is easier for right handed people to put a name badge on the left side, they correctly are worn 
on the right side so the person shaking hands or greeting has easy eye contact with both the person and 
the badge as a way to help remember the name or to see where he/she is from, etc. This is the purpose of 
wearing the badges in the first place.  
http://www.etiquettedaily.com/2009/05/right-or-left-where-to-wear-a-name-badge/#sthash.s4DH3jbt.dpuf

In addition, the name badge should line up with the line of your armpit.

How NOT to wear your name badge (thanks to Tag and Jennifer for demonstrating):

 
 
How TO wear your name badge, on the right side of your chest at armpit level (again, thanks to Jennifer for 
offering to demonstrate – one with a “Connie Smile”):

NAME BADGES - AHMA STYLE
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In order to attract, retain, and reward our talented 
team and recognize the work you do, AHMA strives to 
provide a total compensation (i.e. hourly rate/salary, 
benefits, perks, etc.), which is consistent, fair, and 
competitive. 

Although salary/pay reviews are conducted annually, this 
should not be viewed as a guarantee in your pay level. 

Conditions, such as your compensation in relation to 
other similar positions in the industry/market, cost of 
living allowance, or a change in position, will play a role 
in determining your compensation. In all cases, the 
organization’s ability to pay and overall budget will be 
considered prior to making any salary/pay decisions. 

COMPENSATION & INCREASES

Our progressive consequences process has been 
designed to facilitate fair and respectful discussions 
and to clarify expected conduct requiring 
improvement or change. AHMA will only proceed 
with the progressive consequences procedures if 
improvement could not be resolved through a PIP.

Within this framework we want you to be clear 
on the differences between acceptable and 
unacceptable conduct at work. The progressive 
consequences process is initiated when employees 
conduct themselves in a manner that goes against 
one or more of AHMA’s stated policies or values.

Examples would include but are not limited to:

• Purposefully going against an AHMA policy or 
value; 
• Ongoing issues with absences or lateness;
• Inappropriate or harassing behaviour towards 
co-workers; 
• Insubordination;
• Unsafe work performance;
• Theft, vandalism, dishonesty;
• Off-duty conduct (i.e. criminal offences, 
disloyalty to AHMA; or
• Breach of trust. 

The stages in our progressive consequence process are:

1.0 Verbal Warning

This involves an informal meeting where issues of 
work performance are clearly communicated to 
you. This meeting establishes and clearly outlines 
future expectations and improvements within a 
specific time-frame. No documentation is made 
at this stage.

2.0 Written Warning

If there is no improvement in your work 
performance related to the issues raised in the 
verbal warning, the next step involves a more 
formal meeting. Your Manager will notify you 
that you are receiving a written warning for 
a specific behaviour, and will discuss ways to 
improve your performance. Your Manager will 
write a written warning, which will include the 
specific behaviour that needs addressing, and the 
next steps and expectations for you to improve 
your performance. The written warning will be 
placed in your Employee File. 

Employees may appeal this disciplinary process 
at this step of the progressive consequences 
process. You must make your appeal in writing to 
your Manager within 10 days of your Manager’s 
decision. A template Appeal Letter is available 
through the Director of Corporate Services.

3.0 Suspension or Dismissal

If there is no improvement in your performance 
after the first two stages of this process, the next 
step is suspension or dismissal, depending on the 
severity of the situation and your employment 
history at AHMA. 

All meetings between employees and their 
Managers to discuss the employees’ performance 
at any stage in the Progressive Consequences 
process is confidential. However, the CEO will be 
informed of all meetings held and the reason.

PROGRESSIVE CONSEQUENCES
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BEING A PART OF AHMA ...  
MEANS BEING PART OF A FAMILY
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JOINING THE TEAM OR MOVING ON
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We know that it’s the talented and committed 
people we hire who make us successful; we have 
implemented a hiring process that ensures we 
continue that trend. Our process helps us hire new 
people who will make a positive contribution to our 
team. Whether hiring externally or promoting from 
within, we start with a respectful and transparent 
recruiting process.

Internal Recruitment 
One of the ways we ensure we recruit the best person 
for each role is by encouraging internal applicants to 
apply for open positions and promoting from within 
when possible. 

We post all open opportunities internally before 
posting externally to allow employees to apply for 
positions that align with their skills and qualifications 
and support their career goals.

Below are the steps we take in our recruitment 
process for internal candidates:

1.0 Job Postings will be posted internally by the 
Director of Corporate Services for five business 
days (actual deadline submission date will be 
included in the internal posting).

2.0 If interested, employees are asked to meet 
with their Managers to discuss the opportunity 
and intent to apply. Note that this discussion 
should come as a result of the many discussions 
that you’ve already had with your Manager 
as part of your professional development 
and performance management. Positions 
that you’re interested in should have already 
been communicated to your Manager during 
performance management discussions and the 
Manager should have communicated support of 
your career aspirations. 

OUR HIRING PROCESS
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3.0 Submit an updated resume and cover letter to 
the Director of Corporate Services by the deadline.

4.0 All internal applications will be screened by 
the Director of Corporate Services and the Hiring 
Manager.

5.0 The Hiring Manager will notify you of the status 
of your application.

6.0 If selected for an interview, the Director of 
Corporate Services and the Hiring Manager will 
conduct the interview.

7.0 Depending on the position, you may also be 
required to complete an assessment/testing as 
part of the recruitment process. Employees who 
currently successfully fulfil those skill requirements 
as part of their job will not be expected to undergo 
the assessment/testing.

8.0 The Hiring Manager will notify you of the status 
of your application once all the interviews have 
taken place. 

External Recruitment
When it’s not possible to fill a position from within our 
organization, we will post the opportunity externally for 
10 business days. All applications received externally 
will be screened based on the minimum requirements 
of the position and only candidates who possess the 
qualifications required for the role will be contacted.

Our Commitment to Hire Within the 
Community We Serve
The core of our business is serving the Aboriginal 
community; therefore, a critical success factor for 
any person who joins the AHMA team is to have an 
in-depth understanding of Aboriginal people and 

Aboriginal culture, preferably with strong British 
Columbia connections. It’s important for us to be 
representative of the community we serve and to 
empower Aboriginal peoples. 

AHMA has made it a priority to hire individuals who 
have a strong connection and understanding of the 
Aboriginal community, while still ensuring that the 
most qualified candidate is selected for each position. 
Therefore, qualified candidates who are of Aboriginal 
ancestry will be given preference.

Inviting Others to Join our Team
As a current employee at AHMA, you know first-hand 
what our organization is all about and what makes us 
unique from other organizations. We take pride in who 
we are and the people we serve on a day-to-day basis. 
We only want to keep hiring the best people that fit our 
culture and can continue to help us provide the best 
service. 

If you see a posting that we’ve advertised externally 
and you know someone who would be a great fit for 
the organization and has the qualifications to do the 
job, please don’t hesitate to pass along the opportunity.

Personal Release Disclosure
As an employee of AHMA, there will be times where 
your photograph will be taken or you will be recorded 
in sound or video. New employees will be asked to sign 
a Personal Release Disclosure form giving AHMA the 
right to use your voice and likeness (either recorded 
or photographed), as well as to edit, publish, and/or 
display photographs, audio recordings, video recording, 
and related media, in support of AHMA’s work. 
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MOVING ON
If you decide that it’s time for you to move on from 
AHMA, we ask that you provide us with at least 10 
working days of notice. Notice should be in writing 
and addressed to your Manager. The purpose of 
having a notice period is to turn over your workload 
to others with as smooth of a transition as possible; 
therefore, if you have given notice, we ask that you 
not take time off during the notice period.

Your Manager will inform your team and other 
employees of your departure and it is your 
responsibility to work with your Manager to develop 
a plan for how your work will be concluded and 
passed on. 

Exit Interviews
Employees who resign will be asked to participate 
in an exit interview. While this is not a mandatory 
meeting, it allows you to communicate your views 
on your employment, day-to-day expectations, 
operations, and professional development 
opportunities – which, in turn, allows us to learn 
about what we’re doing well as an organization, as 
well as address any issues or make improvements on 
our procedures going forward. 

Employment References
If you wish to use your Manager as a reference for 
future potential employers, please notify them in 
advance. If contacted, s/he will confirm your dates of 
employment and position at AHMA. If you would like 
your Manager to provide a more detailed reference 
including information about how well you performed 
your job, you must submit a written request to 
provide this type of additional information. It is 
important to note that providing permission for this 
type of reference means that your Manager may also 
provide information regarding challenges you faced in 
your role.

AHMA Belongings, Access Codes, and Keys
At the end of employment all AHMA belongings 
within your possession must be returned, including 
keys, equipment, laptops, phones, materials, 
manuals, your Employee Handbook, and any other 
items that are AHMA property.
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Our Acknowledgement 
At the time of signing and until such time as an amended version of this handbook is distributed, I am 
responsible for my knowledge of the information in the AHMA Employee Handbook. If I have questions about 
the contents of this handbook, I will ask my Manager for clarification. 

As an employee of AHMA, I understand that the contents of the handbook as amended from time to time, 
form part of the terms and conditions of my employment. I understand that the handbook will be reviewed 
annually by the Executive Leadership Team, and contents are subject to change at the discretion of AHMA. 

Given the sensitivity of the information contained within this handbook, I understand that the confidentiality 
policy within this handbook also covers the content of this document, my employment agreement, and the 
conditions of my employment with AHMA. 

By signing below, I understand that if there are any discrepancies between this handbook and any previous 
policies, communications, and representations, whether verbal or written, this handbook language will prevail. 
An exception to this is in the event of a discrepancy between the benefits summary in this handbook and the 
current employee Benefit Booklet or policy, the booklet or policy language will prevail. 

Statutory requirements under employment standards legislation are subject to change. In the event that the 
policies, procedures, rights, and obligations within this handbook fall below statutory requirements, applicable 
employment standards legislation will prevail. 

I agree that I will not at any time or for any purpose, use or disclose any confidential information concerning 
AHMA or any of its members, partners or other stakeholders. Further, I will not duplicate/copy in any way 
or share this handbook with any unauthorized individuals at any time. I also agree that I acknowledge and 
understand the policies and procedures contained within this handbook; I agree to respect and follow them; 
and, I am in receipt of the April 1, 2015, version of the AHMA Employee Handbook. 

 
Employee Name (Print):         

 
Employee Signature:             
        
 
Signed on this Date (MM/DD/YEAR):        

(Once signed, a copy of this will be retained in the Employee’s Personnel file.)
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Aboriginal Housing Management Association
615-100 Park Royal South

West Vancouver, BC
V7T 1A2

Phone:
Local: 604-921-2642 

Toll-free: 1-888-921-2462

Hours of Operation: 
Monday - Friday 08:30 - 16:30 (PST) 

Closed for Lunch (12:00 to 13:00) 

Email:
reception@ahma-bc.org

Website:
www.ahma-bc.org Ph
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