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Welcome to the Law Society of Saskatchewan (Law Society) 

Here at the Law Society we believe it is everyone’s responsibility to make this a great place 
to work. As such, it is important that we all strive to make the environment positive, 
productive, and avoid acting in a way that is detrimental to other team members. 

You are expected to contribute to the positive environment as often as you can. Bring your 
sense of humor, support your co-workers, and have fun while working hard. To encourage 
engagement and gain your input, we will take part in activities and exercises intended to 
motivate and energize our employees. However, it is expected that you will conduct yourself 
in a professional manner at all times. 

We welcome constructive input about ways to improve our methods or systems. Quite often 
you are in a unique position to see things from a different perspective than your supervisors 
or peers. Please share your insight. 

All the Law Society’s employees are required to read and comply with the policies laid out in 
this Manual (which may be amended from time to time). This Manual does not attempt to 
anticipate every situation that may arise and does not relieve employees of their obligation to 
use common sense and good judgment. 

1. Attendance Expectations

Working in a group environment means having a responsibility to contribute to that group.
Lateness or unexplained absence can negatively affect the group's dynamic. All employees
are expected to be on time and work their full number of allotted hours (unless the employee
is ill, has a family emergency, or absence has been prearranged). You are welcome to work
beyond your scheduled hours to make up for time off; and, this arrangement requires
communication between you, your Supervisor/Manager and your team. (See specific details
below regarding hours of work, overtime, and attendance management.)

1.1 HOURS OF WORK POLICY
 Office hours are from 8:30 a.m. -12:00 p.m. and 1:00 p.m. - 5:00 p.m. Sufficient staff

must be in place to manage essential services, such as reception, phones and the door.

 Staff work seven hours each day, exclusive of lunch or any other breaks, and may
schedule working hours any time between 7:30 a.m. and 5:30 p.m. with the approval of
management. Staff should not schedule working hours to leave earlier than 4:00 p.m.

 Staff are expected to be engaged in Law Society work during working hours.
Unacceptable use of work hours includes the following:

• habitual tardiness, for example, regularly being late (see attendance
management policy);

• personal: telephone, e-mail communication or use of the internet; and
• preparing and eating breakfasts and lunches.

 If a short absence is required during the day (one hour or less), staff are expected to
make up the time by either coming in earlier or working later than scheduled hours on
that day, the day before, or the day after.

 Part-time hours consist of a workweek less than 35 hours. To be approved, part-time
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hours must meet the following criteria: 
• On days of schedule work, the employee must be in the office during the core 

business hours of 9:30 a.m. to 3 p.m.
• The employee may choose to take a shortened lunch hour, of not less than 30 

minutes, in order to accommodate part-time work hours
• The part-time hours must not impact the employee’s ability to perform job 

requirements to their manager’s satisfaction
• The part-time hours must not impact the requirement for functional employee 

coverage during standard business hours of 8:30 a.m. – 5 p.m.
• Employee’s vacation and additional days off will be pro-rated based on their part-

time hours. For example, an employee working 80% part-time earning three weeks’ 
vacation (15 days) will have their vacation adjusted to 12 days (80% of 15 days). If 
earning 5 days off, their days off will be adjusted to 4 days off.

1.2 OVERTIME POLICY (Revised: 01.01.2020)

 Employees shall not work overtime unless authorized by management.
 Payment for authorized overtime worked on a regular working day shall be made at the

rate of 1.5 times the employee’s hourly rate.
 Overtime on scheduled days off shall be at double time.
 Management may, on request by the employee, grant time off at regular time in lieu of

overtime.
 For those employees attending Convocation meetings, this time is not considered

overtime as you are compensated for this time through the days off policy.
 For professional staff where there may be evening work required due to representation on

external boards, attending conferences or representing the organization, the employee
should discuss with their leader in advance of the time commitment whether time off in lieu is
appropriate.

 Where an employee is required to perform work duties or travel to attend a conference on a
weekend, a day in lieu will be provided. For the purposes of this provision, work duties do not
include attendance or participation at community or public events.

1.3 INCLEMENT WEATHER POLICY 
On occasion, inclement weather may make it difficult for employees to get to work. 
Employees are expected to make arrangements during periods of inclement weather which 
will enable them to arrive as soon as possible. In times of severe weather, information about 
the status of organization operations will be communicated via email by the Executive 
Director. 

The Law Society organization will not penalize an employee for lateness or absence if a 
genuine effort has been made to get to work. Normally, employees will be provided the 
opportunity to select from the choices listed in the procedures below to cover the missed 
time. When weather conditions are severe, the Executive Director may choose to permit 
employees to leave early, without loss of pay. The Law Society is not to close without prior 
consultation with the Executive Director. 

When an employee is unable to report to work or will be late to work because of inclement 
weather conditions, the employee shall contact the receptionist or office administrator as 
soon as possible to advise them of their absence or delay. Normally, the employee will be 
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given the option of: 
 using annual vacation or personal time;
 making up the time; or
 taking leave without pay.

Should the employee take the day off, the employee is required to input their time off in 
BambooHR, our HR information system 

1.4 ATTENDANCE MANAGEMENT POLICY 

If you are going to be absent, please input your time away from the office in BambooHR 
either via your home computer or by using the BambooHR app on your cell phone. Failure to 
contact us will be viewed as a “no call, no show” and may result in disciplinary action. If you 
are going to be late, please let our receptionist, Laura, or our office administrator, Ruth 
know. 

The Law Society expects employees to be punctual and present at the designated work 
site—whether on-site, off-site or virtual—and actively engaged in work activities associated 
with their jobs during designated work hours. Unexcused failure to be present, punctual and 
actively engaged is a violation of the employment contract, disruptive and harmful to 
productivity and morale. However, while such conduct is grounds for discipline and 
termination, the Law Society believes that attendance problems can be corrected 
constructively and without resort to disciplinary action and is committed to ensuring that 
employees with prior attendance problems are confronted with their transgressions, allowed 
to provide an explanation and afforded a full and fair opportunity based on the individual 
circumstances involved to improve their attendance on a non-disciplinary basis via this 
policy. 

1.5 DRESS CODE POLICY 
We deal with some important people – the public and our members. The way you dress 
directly impacts your performance as well as the professionalism of our work environment. 
Our official policy is Business Casual.  When it comes to dress code, our best advice is to 
not take chances – if you have to wonder whether something is acceptable, chances are it 
isn’t. The Law Society wants its employees to dress comfortably. However, it is critical that 
employees of the Law Society maintain a professional appearance while in the workplace, or 
while attending organization-sanctioned events offsite. The impressions we make contribute 
to creating our image. If you have questions as to what is appropriate or not, you are 
encouraged to consult with your supervisor or HR director. 

Employees are expected to demonstrate good taste and judgment in wearing business- 
appropriate clothing. Depending on the employee’s job casual business attire may not be 
appropriate when an employee is meeting directly with customers or clients in a formal 
business situation such as a meeting in the workplace. Employees who interact with clients 
and customers, even if only on an occasional basis or via the telephone, must dress in 
business casual attire. 

In accordance with human rights laws, the Law Society will make reasonable allowances to 
this policy to accommodate employees’ religious beliefs, ethnicity, disabilities or other 
personal characteristics protected from discrimination to the point of undue hardship. 
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2. Workplace Wellness
2.1 PSYCHOLOGICAL SAFETY POLICY (Updated: 02.03.2020)

Policy Statement
The Law Society has adopted this Policy as part of its commitment to furnish a workplace
that is psychologically healthy and safe for all its employees. The specific objective of the
Policy is to ensure that individuals recognize their rights to work in such a workplace and
that the Law Society deems any harm to their psychological health and safety a serious
offence that must be addressed swiftly and effectively by providing assistance and support
to victims and the imposition of appropriate discipline on offenders. The Law Society is fully
committed to making sure that all employees are able to work in a work environment where
all individuals are treated with professionalism, respect and dignity. The Law Society will not
tolerate harassment of any form directed against any employee in the workplace.

Definitions
 Psychological health means a state of well-being in which the individual is capable of

realizing his/her own abilities, coping with the normal stresses of life, working
productively and contributing to the community; (see also work-related stress policy)

 Psychological health and safety management system means an organizational
management system consisting of policies, procedures, and practices implemented to
promote a psychologically healthy and safe workplace;

 Psychologically healthy and safe workplace means a workplace that promotes
employees’ psychological well-being and actively works to prevent harm to their
psychological health due to negligent, reckless, or intentional acts;

 Workplace harassment means any objectionable or unwelcome conduct, comment, or
action that a person knows or ought reasonably to know will or would cause offence or
humiliation to a worker, but excludes any reasonable conduct of an employer or
supervisor in respect of the management of employees or the workplace;

 Workplace violence means threatened, attempted or actual conduct of a person that
causes or is likely to cause physical injury. Examples:

• Threatening behaviour such as shaking fists, destroying property or throwing
objects;

• Verbal or written threats (any expression of intent to cause harm);
• Physical attacks such as hitting, shoving, pushing or kicking

 Bullying means behaviour that harms, intimidates, offends, degrades or humiliates
another person, whether committed by a manager, supervisor, or employee, including
but not limited to:

• Persistent and excessive criticism of employees or their work without
justification;

• Spreading malicious rumours;
• Belittling an employee’s opinions;
• Spying, stalking or otherwise tampering with an employee’s desk, workspace or

belongings;
• Deliberately excluding or ignoring an employee;
• Deliberately undermining or sabotaging an employee’s work or chances to

succeed;
• Verbal abuse, such as yelling, making threats and name calling;
• Physical abuse or aggressive behaviour, such as pushing hitting spitting, finger

pointing or aggressively invading and employee’s space.
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 Cyberbullying is a form of bullying that relies on the use of email, the internet and 
other electronic means of communication. Common examples:

• Sending nasty, hostile or threatening emails, texts or other electronic messages 
directly to the victim;

• Cyberstalking, sexting or repeatedly sending the victim text or email messages 
to the point of harassment;

• Saying derogatory things about the victim on blogs, chat boards and other social 
media sites;

• Starting rumours or starting gossip online;
• Impersonating the victim online; e.g., creating a fake online profile;
• Stealing the victim’s password and logging into his/her accounts;
• Signing the victim to instant message marketing lists from pornography sites or 

junk mailers;
• RevengePorn and posting embarrassing photos or videos of victims without their 

consent.
 What it is not?

• This Policy is not designed to prevent managers, supervisors and others in 
authority to exercise their legitimate management functions, such as:

• Ordering employees to carry out assignments;
• Constructively criticizing employees for poor performance; and
• Imposing discipline on employees for poor performance, violations of the Law 

Society policies or other legitimate grounds.

Scope of Policy 
 Employees This Policy Is Intended to Protect
The intent of this Policy is to ensure that all employees engaged to work at the Law Society 
locations are afforded a psychologically safe workplace regardless of who pays or employs 
those employees, including: 

• Full- or part-time employees employed by the Law Society;
• Temporary employees placed by an outside agency to work at the

office;
• Contract employees engaged to perform work at the office;
• Volunteers who work at the office for free; and
• Workers employed by contractors, and subcontractors to perform work at the office

under a contract with the Law Society.

 Source of Psychological Harms
The intent of this Policy is to protect employees from workplace stressors and potential 
psychological harm from all sources, including: 

• The Law Society personnel at any level including executives, officers, managers,
supervisors, and employees;

• The Law Society members, clients, suppliers, vendors, contractors, and
subcontractors that employees encounter as part of their job duties; and

• Visitors to the Law Society work locations.

 Workplaces Covered
For purposes of this Policy, the conception of workplace is to be construed broadly as 
encompassing any location in which the Law Society employees are likely to encounter 
stressors or sources of psychological harm while conducting their duties: 

• Within the Law Society facilities, premises, and work locations;
• Inside the Law Society; and
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• At off-site locations where employees are required to perform their duties, including
but not limited to client offices, sites of business conferences, and the Law Society
sponsored retreats, affairs, and social events.

Roles & Responsibilities 
 Management
The Law Society management is responsible for creating a psychologically healthy and safe 
workplace by: 

• Fostering an organizational culture that promotes psychological health and safety;
• Ensuring that a psychological health and safety management system is in place to

provide a work environment that is free from psychological harm;
• Ensuring compliance with occupational health and safety, human rights, and other

applicable laws;
• Ensuring that employees are trained to recognize and respond to situations involving

psychological harm; i.e., provision of Mental Health First Aid Basic training as well
as through “Respect in the Workplace” and “Supporting Respect in the Workplace”
training via Homewood Health and our Personal Leadership Development Program
(PLDP)

• Ensuring that every reported incident of psychological harm is investigated in a fair,
objective and timely manner;

• Ensuring that problems, mistakes and potential areas of improvement are identified;
• Ensuring that employees who report psychological injuries or adverse symptoms

from psychological harm are advised to consult a health professional;
• Maintaining the confidentiality of the individuals concerned, except where disclosure

is necessary to investigate the complaint or take disciplinary measures in responding
to the complaint;

• Providing appropriate support for affected employees.
 Supervisors
Supervisors and line managers are responsible for implementing the psychological health 
and safety management system and creating a psychologically healthy and safe workplace 
by: 

• Exhibiting leadership behaviours to support employees’ psychological wellbeing;
• Helping to identify workplace stressors and conduct workplace psychological harm

risk assessments; i.e., via Mental Health First Aid Basic training, as well as
through “Respect in the Workplace” and “Supporting Respect in the Workplace”
training via Homewood Health and our Personal Leadership Development
Program (PLDP)

• Looking out for and responding to signs and symptoms of psychological harms
exhibited by their employees;

• Promoting a culture in which employees who exhibit or report psychological harms
are met with support rather than stigma;

• Offering immediate and ongoing support to staff involved in traumatic or stressful
incidents, complaints or claims;

• Providing additional support to employees experiencing stress outside work, e.g.,
due to bereavement or separation;
o Working with the Law Society to ensure the provision of confidential counselling

for workers experiencing psychological harms at work;
o Assisting in the evaluation of the psychological health and safety management

system.
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 Employees
Employees are responsible for creating a psychologically healthy and safe workplace by:

• Treating one another with dignity, courtesy and respect at all times;
• Being familiar with and following the Law Society policies and procedures in place to

protect their psychological health;
• Receiving and apply training and instruction on psychological hazards provided by

the Law Society; i.e., via Mental Health First Aid Basic training, as well as through
“Respect in the Workplace” and “Supporting Respect in the Workplace” training
via Homewood Health and our Personal Leadership Development Program
(PLDP)

• Immediately reporting violations of this Policy to their supervisor;
• Co-operating in the investigation of complaints;
• Participating in work location hazard assessments and implementing controls and

procedures to eliminate or control the associated hazards.

Complaints & Reports of Violations 
 Notification
Employees who feel that they or a co-worker have been subject to workplace harassment, 
bullying, violence or other stressors or behaviours that can inflict psychological harms in 
violation of this Policy must immediately notify their supervisors. Exception: If the supervisor 
is the source of the alleged behaviour, the worker will instead notify the Law Society HR 
director. 
 Non-Retaliation Assurance
No employee will suffer any discipline or retaliation of any kind for reporting a violation of 
this Policy. This protection against retaliation also applies if the Law Society determines that 
the complaint is unfounded if it was reasonable and not made maliciously or in bad faith. 
 Complaint Not Workers’ Only Legal Recourse
Giving employees the right to file complaints under this Policy is not intended to discourage 
them from pursuing their rights under other laws, including but not limited to filing a 
discrimination complaint with the Saskatchewan Human Rights Commission if they believe 
they have been subjected to harassment or bullying on the basis of a grounds protected 
from discrimination under human rights laws. 

Confidentiality 
The Law Society will not disclose the name of an individual who files a complaint under this 
Policy nor the name of the alleged source of psychologically harmful behaviour unless 
disclosure is necessary to: 
 Investigate the complaint;
 Take corrective action; or
 Required by law.

Investigation 
All complaints will be investigated by the Law Society supervisors or managers who are 
qualified to conduct such investigations and who are not directly involved in the alleged 
violation or otherwise in a position where their objectivity is suspect. After the investigation, 
a supervisor or manager will notify the worker and accused of the results of the 
investigation. 
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Disciplinary Action 
If the investigation determines that a violation occurred, appropriate steps will be taken to 
discipline the person who engaged in the conduct in accordance with the terms of the Law 
Society progressive discipline policy and any applicable employment contracts. 

Instruction & Training 
The Law Society will provide workplace psychological safety training to the workers it 
employs covering: 
 Minimizing the risk of psychological harms in the workplace;
 Recognition of potential sources of workplace psychological harms;
 Responding to workplace harassment, bullying, violence or other stressors or

behaviours that can inflict psychological harms;
 How to report complaints; and
 How complaints are investigated and resolved.

Contractors & Subcontractors 
The Law Society commitment to provide a psychologically safe workplace extends not 
just to its own employees but to the workers of contractors and subcontractors hired to 
perform work at The Law Society of Saskatchewan work locations. By the same token, 
the Law Society of Saskatchewan also recognizes that providing a psychologically safe 
workplace for its own employees requires that measures be taken to ensure that such 
outside workers be aware of and obliged to comply with the terms of this Policy.  
Contractors hired to control work at the Law Society offices will be required to respect 
the rights of all workers engaged in the work to a psychologically safe workplace either 
by: 
 Directly following the employer requirements set out in this Policy; or
 Implementing alternative measures and controls that are consistent with this Policy,

suitable for the workplace, and provide workers at least the equivalent protection as this
Policy provides.

Evaluation 
The Law Society will review this Policy with employees at the workplace at least once a year 
or more often in response to changes and developments affecting employees’ health and 
safety. 

2.2 WORK-RELATED STRESS POLICY (New: 12.01.2018) 
The Law Society and its management is committed to protecting the health, safety and 
welfare of our employees. We recognize that workplace stress is a health and safety issue 
and acknowledge the importance of preventing stress by identifying and reducing workplace 
stressors. 
Scope of Policy 
The Law Society recognizes that work related stress can affect anyone regardless of their 
position in the organization or where they work. Accordingly, this Policy applies equally to all 
managers and employees, whether they work onsite or at home. 
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For purposes of this Policy: 
 Stress means the adverse reaction people experience in response to excessive

pressure or other types of demands placed on them. This definition makes an important
distinction between pressure, which can be a positive state if managed correctly, and
stress which can be detrimental to health.

 Stressors include any events, circumstances or demands (external or internal to the
individual) which places pressure on the individual and may result in stress.

Stress Prevention Policy 
In furtherance of its commitment to protect employees from stress, the Law Society will: 
 Identify all workplace stressors and conduct risk assessments to eliminate stress or

control the risks from stress;
 Regularly review these risk assessments and implement the necessary corrective

actions and improvements;
 Provide training necessary to help employees handle and manage stress;
 Provide support to employees affected by stress caused by either work or external

factors, including referrals for confidential counselling;
 Provide adequate resources enabling managers to implement this Policy;
 Consult with the Law Society workplace health & safety committee (HSC) in developing,

implementing, monitoring and adjusting this Policy in accordance with the Law Society
HSC Policy and Procedures.

Responsibilities of Different Personnel 
 Managers

• Conduct and implement recommendations of stress-related risks assessments;
• Ensure good communication between management and employees;
• Ensure employees under their charge are fully trained to perform their duties;
• Provide and/or attend stress-related training; i.e., via Mental Health First Aid Basic

training, as well as through “Leading the Human Side of Change” and “Embracing
Workplace Change” training via Homewood Health and our Personal Leadership
Development Program (PLDP)

• Ensure employees are provided with meaningful development opportunities;
• Monitor workloads to ensure that employees are not overworked;
• Monitor working hours and overtime to ensure that employees are not overworking;
• Monitor holidays to ensure that employees are taking their full entitlement;
• Ensure that bullying and harassment is not tolerated;
• Be vigilant and offer additional support to an employee who is experiencing stress

outside work e.g. bereavement or separation.
 HR director

• Provide specialist stress-related advice and/or awareness training; i.e., via
Homewood Health’s online programs

• Train and support managers in implementing stress risk assessments;
• Support individuals who have been off sick with stress and advise them and their

management on a planned return to work;
• Refer to workplace counsellors or specialist agencies as required;
• Monitor and review the effectiveness of measures to reduce stress;
• Inform the Law Society and HSC of any changes and developments in the field of

work-related stress at work.

9
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 Employees
• Cooperate with managers, HR director and other Law Society personnel in

implementing this Policy;
• Report concerns to the HSC and the Law Society officials;
• Neither engage in nor tolerate harassment or bullying of any type;
• Attend and apply work-related stress training; i.e., via Mental Health First Aid

Basic training, as well as through “Embracing Workplace Change” training via
Homewood Health and our Personal Leadership Development Program (PLDP)

• Be aware of and make use of the support resources provided under this Policy,
including opportunities for confidential counselling when referred.

 HSC
• Cooperate with managers, HR director and other Law Society personnel in

implementing this Policy;
• Participate in or attend risk assessments if requested;
• Consult with employees and others covered by this Policy;
• Recommend appropriate improvements and revisions to this Policy as experience

dictates.

Process for Managing Stress 
If a manager or HR director becomes aware that an employee may be experiencing work- 
related stress, he/she should talk to the employee and try to address the concerns. Often 
advice and reassurance from line managers and colleagues can be the simplest and most 
effective way of helping employees who may be experiencing stress. 

The manager or HR director should consider encouraging any individual who is 
experiencing serious and immediate problems to seek further help from their doctor or a 
counselling service. 
In addition to responding to individual cases, managers and the HR director should also 
take a long-range view and consider whether the way the work is organized and managed is 
leading to work-related stress. 

2.3 SCENT-FREE WORKPLACE POLICY 

In Canada today more than one in four individuals suffers from respiratory disease. A full 40 
percent of these individuals have allergic triggers to their disease. Medical evidence clearly 
shows that scented products are harmful to the health of sensitive individuals. In sufficient 
concentrations, scented products may be harmful to those with allergies, environmental 
sensitivity or chronic heart or lung disease. 

The Law Society is dedicated to providing a healthy, comfortable and productive work 
environment for our employees. We can achieve this goal only through ongoing efforts to 
protect sensitive individuals and to help employees adjust to restrictions on scented 
products. Effective January 1, 2019, you are asked to refrain from wearing scented products 
while working on our office locations. 
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2.4 SUBSTANCE USE POLICY 
The Law Society desires to provide a work environment that is safe, healthy and 
comfortable for all its employees. It is recognized that the use of alcohol or drugs may have 
serious adverse effects on an employee’s health, safety, and job performance. 
Alcohol and illegal or prescription drugs 
 All employees are expected to be fit for duty when reporting to work and remain fit for

the duration of the day. This implies that employees must not be impaired by alcohol,
illegal drugs, or prescription drugs. If an employee is required to take prescription drugs,
these drugs should not inhibit their ability to proficiently perform their job functions.
• Employees are not to have illegal drugs, or related paraphernalia in their

possession while in the workplace.
• Possession, use, or selling of alcohol, drugs, or drug paraphernalia on the Law

Society’s property or in organizational vehicles is prohibited.
• Use of alcohol for social functions or any circumstances related to organizational

business may be permitted when approved by the Law Society. Approval must be
obtained to ensure the use of alcohol does not contravene the intent of this policy.
Refer to policy on Organization Social Events under the Code of Conduct.

Smoking 
 There must be no use of smokable tobacco or marijuana products in the Law Society

offices. Employees who desire to smoke or use tobacco or marijuana products must do
so during rest or lunch breaks only and in the designated areas.

 Proper clean up and disposal of tobacco or marijuana products is required.

Policy violations 
 Should there be reason to believe that an employee’s job performance is being

negatively affected by alcohol, illegal or prescription drugs, or that this policy is being
violated in anyway, the Law Society is entitled to inquire as to the nature of the problem
and to take appropriate action; which may include disciplinary action.

 The Law Society will differentiate between behavior that is properly characterized as an
illness or disability, and behavior that is not.

 Should an illness or disability be present, the Law Society deems to work with the
employee towards a goal of rehabilitation and the duty to accommodate under the
Human Rights Code.

Any questions related to the content of this policy or its interpretation should be directed to 
the HR director. 

2.5 MEDICAL MARIJUANA USE POLICY 

As with the substance use policy, the Law Society desires to provide a work environment 
that is safe, healthy and comfortable for all its employees. It is recognized that the use of 
medical marijuana may have impair an employee’s job performance. With this, legalized 
cannabis does not change the workplace as employees and employers already have a 
shared duty to take reasonable care to protect the health and safety of themselves and 
others. There will continue to be a zero tolerance for any worker who puts colleagues or the 
public at risk because of impairment. 
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However, the Law Society also acknowledges that: 

 It is legal for individuals to possess and use marijuana to treat specific medical
conditions, provided that they obtain a valid prescription; and

 Punishing or adversely treating employees or job applicants for their lawful marijuana
use may constitute disability discrimination under human rights laws.

Given the above, the Law Society will continue to accommodate workers with a prescription 
from a doctor. As well, workers are expected to speak up if something is impairing their 
judgment. 

Accordingly, the Law Society will not discriminate against any person in hiring, termination, 
discipline, conditions of employment or otherwise penalize a person simply because that 
person: 
 Has or is seeking a legally valid prescription for medical marijuana; or
 Tests positive for marijuana or metabolites, unless the person used, possessed or was

impaired by marijuana without a prescription at the workplace or during work hours.

2.6 HEALTH & SAFETY COMMITTEE POLICY 

Health and Safety is a serious matter, and it should be viewed as such. The Law Society is 
committed to providing its employees with a safe and enjoyable working environment. A 
Health and Safety Committee (HSC) has been established in accordance with the 
Saskatchewan Occupational Health & Safety legislation in order to create and maintain 
active interest in health and safety, reduce accidents, and to stimulate an awareness of 
health and safety issues organization wide. 

The HSC is committed to regular monitoring of safety and health programs (as indicated in 
the above five policies), establishing and promoting health and safety programs for 
employee education, ensuring adequate records are maintained on incidents, regularly 
monitoring health and safety-related data, maintaining records pertaining to the disposition 
of complaints, and conducting regular meetings. 

In the event of an incident, you must report the incident to the HR director or Office 
Administrator so that appropriate follow-up action can be taken to: 
 ensure that you are alright, and
 to ensure that a similar incident will not occur in the future.

To ensure everyone’s physical safety, please do your part to maintain the following 
conditions: 
Floors: 
 Clean, orderly, sanitary conditions.
 Free of slip, trip, or fall hazards.
 Free of protrusions.
Workstations, Aisles and Passageways:
 Clean and organized.
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3. Leaves Policies
Several job-protected employment leaves are available,
including:
 Family Leaves (Updated)
 Service Leaves
 Medical Leaves

3.1  FAMILY LEAVES (Revised 01.01.2020) 
Maternity, Parental and Adoption Leaves 
For the purpose of this policy, employees can receive maternity, parental and adoption 
leaves. Either parent would be eligible. 

An employee’s progression along the salary scale shall not be deferred, prorated or otherwise 
affected because of time away from work while on a parental leave. A parental leave does not 
constitute a break in service for the purposes of calculating seniority and length of service in 
relation to holiday entitlements and career advancements. 

During the term of the leave, the employee will not suffer any loss of benefits other than 
no paid holidays or holiday pay. 

These leaves will not reduce the employee’s accumulated sick leave, vacation leave, 
severance pay or any other benefits from employment that accrued up to the date of the 
commencement of the leave. When an employee’s parental leave carries over into the next 
calendar year, the employee’s holidays will be paid out prior to the commencement of the 
leave if they are not taken in conjunction with the leave. In accordance with the existing policy 
on the holiday carryover, the employee taking the parental leave may choose to carry up to 
one week of holidays into the next calendar year. In such cases, the payout of holiday pay 
prior to the parental leave will be reduced by the amount of holiday time to be carried over. 
An employee who takes a family leave is entitled to be reinstated into the position the 
employee occupied at the time the leave commenced or into a comparable position with no 
loss of accrued seniority or benefits and no reduction in salary. 

To qualify for leave and payment under this policy, an employee must: 
 Be a permanent, full-time or part-time staff member, working at least 17.5 hours per week

who has completed one year of continuous service with the Law Society of Saskatchewan.
 Provide proof, if required, that he or she has applied for Employment Insurance Benefits

and that Human Resources Development Canada has agreed that the employee is entitled
to receive benefits. Thereafter, the employee must submit to the Society, as proof of
receipt of Employment Insurance Benefits, his or her Benefit Statement.

 Return to work with the Law Society at his or her pre-leave full-time equivalency within
twelve months of the commencement of the leave, or such longer time as may be agreed
to by the Society or be required by law and must remain in the employ of the Society for a
period of not less than twelve months following return from leave.

Should an employee who receives supplementary benefits under this policy: 
 Not return to work, the employee will be required to pay back to the Society all

supplementary benefits paid to him or her during the period of leave;
 Not remain in the employ of the Society for the specified period, the employee will be

required to pay back to the Society a pro rata portion of the supplementary benefits paid
to him or her (for example, if an employee returns to work for only 6 months, then the
supplementary benefits paid for the remaining 6 months, or 50% of all benefits paid, must
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be repaid by the employee to the Society); or 
 Request to return to work on a reduced work schedule that is agreeable to the Society,

then the period for which the employee remains employed by the Society will be  increased
(for example, if an employee decreases from full-time to half-time, (i.e. halves the work-
week), this will result in doubling the length of time the employee must remain in the
employ of the Society upon returning from leave – from 12 to 24 months.)

In calculating all employment related benefits, for example, pension entitlements, all periods 
of approved maternity or parental leave  shall  be  considered  to  be  full-time  employment. 
Vacation days are based on active employment and therefore are not accrued during this 
leave and calculated on a prorated basis. However, length of service is not reduced due to 
this leave. 

Applications for maternity and parental leave accompanied by  a  signed Acknowledgement 
Form must be made in writing to the Office Administrator at least four weeks prior to the 
intended start date of the leave. See Appendix A: Maternity/Parental/Adoption Leave 
Acknowledgement Form. 

Benefits 
Employees are entitled to take a total of 78 weeks of maternity (19 weeks)/parental (58 weeks) 
leave. 

The Law Society provides a Supplementary Benefit Plan which is payable for a total of 27 
weeks. Specifically, an employee who has completed twelve months of continuous service 
will receive seventy-five percent (75%) of his or her normal weekly salary for a period of 27 
weeks. This will be paid in full by the Law Society for the two-week waiting period before E.I. 
benefits are received, and the Law Society will thereafter top up or contribute an additional 
amount over and above the gross E.I. benefit received by the employee to bring the gross 
earnings of the employee to 75% of his or her regular weekly salary and earnings. This amount 
shall be paid for a maximum of twenty-five weeks, after the initial two-week period. 

Maternity Leave (Updated: 01.01.2020) 
 Length of Leave
Pregnant employees can get 19 weeks of maternity leave. An employee whose pregnancy
terminates up to 13 weeks before the estimated date of birth due to a miscarriage or a
stillbirth may also take 19 weeks of leave.

 Giving Notice of Leave
An employee must give four weeks’ written notice before the day her leave begins. This
notice must include a medical certificate that states the estimated date of birth. The note
should also provide the estimated date of return to work.

 Accommodating a Pregnant Employee (see more under 7.3)
If a pregnancy unreasonably interferes with the performance of an employee’s job, the
employer can modify the employee’s job or reassign the employee. If so, the employee’s
wages and benefits cannot be reduced. If it is not possible to accommodate the employee,
she can be required to commence maternity leave up to 13 weeks before the estimated date
of birth.
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 Leaving Work Early Due to Illness
A pregnant employee who can provide a medical certificate saying she must stop work for
medical reasons may leave work immediately. She is not required to start her maternity
leave at this time and can delay the start of her 19-week maternity leave up to the estimated
date of birth. Sick leave benefits may also be available through Employment Insurance.

 Starting Maternity Leave
Maternity leave can start at any time during the 13 weeks before the estimated date of
birth. If the employee does not give the employer at least four weeks’ written notice before
starting leave, the 19-week maternity leave is reduced to 15 weeks. The 15-week leave can
start at any time during the nine weeks before the estimated date of birth.

 If Birth is Delayed
If the actual date of birth is later than the estimated date of birth, the employee is entitled to
not less than six weeks’ leave after the actual date of birth.

 Extending Maternity Leave for Medical Reasons
Maternity leave can be extended six weeks (for a total of 25 weeks) if there is a medical
reason for not returning to work. A medical certificate is needed for this extension.
Employers and employees can agree to a longer leave. To prevent misunderstanding, such 
agreements should be in writing. 

Parental Leave (Updated: 01.01.2020) 
 Length of Leave
The parent taking maternity or adoption leave can also take up to 59 consecutive weeks of
parental leave. The parent or caregiver who does not take maternity or adoption leave can
take up to 63 consecutive weeks of parental leave.

 Giving Notice of Leave
If the employee is on maternity or adoption leave and is requesting parental leave, the
written notice must be submitted at least four weeks before the employee was to return
to work. The new estimated date of return to work should be included in the notice. The
parental leave notice can be included with the maternity or adoption leave notice.

 Starting Leave
Parental leave taken with maternity or adoption leave must start immediately after the
maternity or adoption leave ends and completed within 78 weeks after the date the child
was born or came into the employee’s care.
Parental leave taken by the parent or caregiver who does not take maternity or adoption
leave can be taken any time between 13 weeks before the estimated date of birth or the
day the child will come into the employee’s care and 78 weeks after the date the child was
born or came into the employee’s care.

Adoptive Leave (Updated: 01.01.2020) 
 Length of Leave
The primary caregiver of an adopted child can take 19 weeks of adoption leave. Only the
primary caregiver of an adopted child can get adoption leave. The adopting family decides
who the primary caregiver will be.
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 Giving Notice of Leave
The employee’s written notice four weeks before the day leave begins should state what
date the child is expected to come into the employee’s care. If this date is not known, if
requested by the employer, the notice should include whatever notice has been given by
Social Services, the adoption agency, or the birth parent.

 Starting Leave
Adoption leave starts on the day the child becomes available for adoption. There will be no
approved leave or benefits as a result of an employee’s adoption of a child of his or her
spouse.

An employee adopting or taking over permanent guardianship with a view to an adoption of a 
child under six years of age will receive the benefits as set out for maternity and parental leave 
(the guardianship leave will only apply if the child has not previously been living with the 
employee). 

Any employee who meets the eligibility criteria, adopting or taking over permanent 
guardianship with a view to adopting a child over six years of age and under sixteen years of 
age, will receive parental benefits for up to four weeks calculated at the rates set out for 
maternity and parental leave. 

In addition to the benefit periods mentioned herein, any employee adopting or taking over 
permanent guardianship with a view to adopting a child over six years of age and under 
sixteen years of age who suffers from a physical, psychological or emotional condition shall 
be entitled to receive up to five additional weeks of benefits calculated as set out for maternity 
and parental leave. 

Crime-Related Death & Crime-Related Child Disappearance Leave 
 Eligibility
As an employee with more than 13 weeks of employment service, you are eligible for this
unpaid leave your child has disappeared or died due to a crime-related accident.

This leave is in addition to other mandatory leaves such as the compassionate care leave. 
If you have been employed for at least 13 weeks and have a child who dies, and the death 
was the result of a crime, you are eligible for up to 104 weeks of leave. In addition, where it 
is probable that an employee’s child has disappeared as a result of a crime, you would be 
eligible to a leave of up to 52 weeks. 

 Providing Notice
The Law Society expects to be given reasonable notice. Employees should provide notice to
as soon as possible before the leave begins to their manager and the HR director and must
be in writing. If reasonable notice cannot be given, the employee must notify the
organization as soon as possible. The Law Society may require relevant evidence from the
employee.

 While on Leave
While on leave, be assured that their pension will continue to accumulate at the same rate
as before their absence, as well as their seniority and length of service credits. You are
allowed to continue participating in benefits while absent; if they choose not to, please
submit a written letter stating so to the HR director or Office Administrator.

Employees will also continue to earn vacation as per normal and be allowed to take it/defer 
it/be paid for it upon their return. 
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 Reinstatement
Once your leave is concluded, as an employee, you are guaranteed reinstatement in your
old job, or, if the job no longer exists, a comparable one of equal or greater responsibility,
pay, etc.

Interpersonal Violence Leave (New: 01.01.2020) 
Interpersonal violence leave is a job-protected leave of up to 10 days for survivors of 
interpersonal or sexual violence to access supports or relocate to a new home. The 10-day 
leave can be taken as five employer paid days and five unpaid days. The leave can be 
broken down into days or hours as required. Only time spent away from work would be 
considered leave time.  

 Rights and Responsibilities
Eligibility applies to an employee who is a victim of interpersonal or sexual violence or an
employee who is a parent of a child who is a victim or an employee who is a caregiver of
a victim of interpersonal or sexual violence and the employee requires time off work to:

• seek medical attention for a victim with respect to a physical or psychological injury
or disability caused by interpersonal or sexual violence;

• obtain services from a victim services organization;
• obtain psychological or other professional counselling;
• relocate temporarily or permanently; or
• seek legal or law enforcement assistance, including preparing for or participating in

any civil or criminal legal proceeding related to or resulting from the interpersonal
or sexual violence.

 Eligibility
Employees must have worked for an employer for a minimum of 13 weeks and will be
required to provide evidence of the services being received if the employer requests it. This
could be written confirmation from:

• a social worker;
• a member of the College of Psychologists;
• a duly qualified medical practitioner;
• a practicing member of the Saskatchewan Registered Nurses Association or the

Registered Psychiatric Nurses Association of Saskatchewan;
• a member of the Royal Canadian Mounted Police or another police service; or
• another person approved by the employer who is employed by an agency or

organization that provides emergency or transitional shelter or support for victims
of interpersonal violence.
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3.2 SERVICE LEAVES 
This includes Reserve Force, Nomination/Election and Candidate/Public Office, and 
Citizenship Ceremony leaves. 

Reserve Force Service Leave 
Reserve force service leave is an unpaid, job-protected leave for the required period of 
service. Employees with more than 13 consecutive weeks of service with the Law Society, 
who are military reservists and are deployed to an international operation or an operation 
within Canada, that is or will be providing assistance in dealing with an emergency or its 
aftermath, training, and regular deployment are eligible for reserve force service leave. 

 Regular Deployment
Written notice must be provided to the Law Society at least four weeks before leave will
begin. The notice should state when leave will begin and when the employee expects to
return to work. The Law Society requires that you to provide confirmation from a reserve
force official of your reserve force status, and the anticipated period of service.

 Emergency Deployment
If it is not possible to give four weeks’ written notice due to the emergent nature of the
leave, then an employee must give notice as soon as possible. The employee must also
notify the employer as soon as possible of his or her anticipated period of service.

 Reinstatement
Upon returning, an employee is entitled to return to the same job if the employment leave
is for 60 days or less. If the leave is longer than 60 days, the employee can be reinstated to
a comparable job. The employee must receive at least the same wages and benefits as
before the leave.

Nomination/Election and Candidate/Public Office Leave 
Nomination/election and candidate/public office leaves are unpaid, job-protected leaves for 
as many days as required. An employee seeking or holding public office may be eligible for 
nomination/election and candidate/public office leave. An employee must have worked with 
the employer for more than 13 consecutive weeks to be eligible for this leave. Written notice 
must be provided to the employer at least four weeks before the leave begins. The 
employee must also notify the employer four weeks before their return date on when they 
will be returning. Upon returning, an employee is entitled to return to the same job if the 
employment leave is for 60 days or less. If the leave is longer than 60 days, the employee 
can be reinstated to a comparable job. The employee must receive the same wages and 
benefits as before the leave. 

Citizenship Ceremony Leave 
Employees who have worked with the Law Society for more than 13 consecutive weeks and 
who are new Canadian citizens are eligible for one day of unpaid Citizenship Ceremony 
Leave. Employees must provide notice to the Law Society as soon as possible before the 
leave. 
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3.3 MEDICAL LEAVES 
This includes Organ Donation Leave, Critically Ill Child Care Leave, and Compassionate 
Care Leave. 

Organ Donation Leave 
Organ donation leave is unpaid, job-protected leave of up to 26 weeks for the purpose of 
undergoing surgery to donate all or part of an organ. An employee must have worked with 
the employer for more than 13 weeks to be eligible for this leave. Written notice must be 
provided to the employer as soon as possible before the leave begins. The employee must 
also notify the employer as soon as possible about their return date. An employer may ask 
for a medical certificate with the notice. Upon return, an employee is entitled to return to the 
same job if the employment leave is for 60 days or less. If the leave is longer than 60 days, 
the employee can be reinstated to a comparable job. The employee must receive at least 
the same wage and benefits as before the leave. 

Critically Ill Child Care Leave 
Critically Ill Child Care Leave is an unpaid, job-protected leave of up to 37 weeks. 
Parents are eligible for this leave to provide care or support to a critically ill or injured child. 
Eligible parents who take this leave from work may be eligible for Employment Insurance 
Special Benefits for Parents of Critically Ill Children. An employee must have worked with 
the employer for more than 13 consecutive weeks to be eligible for this leave. Written notice 
must be provided to the employer as soon as possible before the leave begins. The 
employee must also notify the employer as soon as possible on their return date. Upon 
returning, an employee is entitled to return to the same job if the employment leave is for 60 
days or less. If the leave is longer than 60 days, the employee can be reinstated to a 
comparable job. The employee must receive at least the same wage and benefits as before 
the leave. 

Unpaid Compassionate Care Leave (Title Change 01.01.2020) 
Compassionate Care leave is an unpaid, job-protected leave of up to 28 weeks. This can 
be taken in single or multiple blocks of time within a 52-week period providing no block 
is shorter than one week in duration. The leave is intended to provide employees the 
opportunity to provide care and support to a family member who is gravely ill and who has 
a significant risk of death within 26 weeks. 

Under Canada’s Employment Insurance Act, employees can receive leave to care for their 
family members or a family member of a spouse or common-law partner. Should you have 
questions regarding the definition of a family member, please reach out to your manager or 
the HR director. 

3.4 OTHER UNPAID EXTENDED LEAVE OF ABSENCE (Revised: 01.01.2020) 

To qualify for a leave of absence other than those previously discussed, an employee 
must submit a formal request through to their manager.  Management requires a 
minimum of 3 months’ notice. Leaves are to be scheduled so as not to interfere with 
heavy work periods (i.e. accounting at year end). Maximum leave of absence – 6 months. 
This type of leave will only be considered once every 5 years. Management retains the 
sole and complete discretion to grant leaves of absence. All leaves will be negotiated on 
an individual basis.  Employees returning from extended leaves of absence are eligible for 
the same or comparable job. 

19



Law Society Office Policy Manual – Updated April 15, 2020 

3.5 PAID LEAVE OF ABSENCES 

Jury or Witness Duty 
Any regular full-time or regular part-time employee who is required to perform jury duty on a 
regular working day will be released to serve. The employee will be reimbursed by the Law 
Society for the difference between the pay received for jury duty and the employee’s regular 
salary for the same period of time. The employee will be required to furnish proof of jury 
duty service and Jury Pay received. 

Any regular full-time or regular part-time employee who is required to act as a witness in a 
non-work-related legal proceeding will be required to use vacation leave or leave without 
pay to attend court. 

If you receive a proposed juror questionnaire or are called as a witness in a legal 
proceeding, please notify your supervisor as soon as possible. If you are called as a juror 
during a particularly busy time, we may ask you to request the court to postpone your jury 
duty to a more convenient time. 

Please keep your supervisor informed of your jury duty or witness status. On days when you 
serve less than a full day at court, contact your manager to determine whether you should 
return to work. When you return from serving as a juror or witness, you may be required to 
furnish your supervisor with appropriate documentation. 

Time off for Voting 
The Law Society encourages all employees to participate in the electoral process, including 
voting in all municipal, territorial and federal elections. To ensure that employees have 
adequate time to exercise their franchise to vote the Law Society will not prevent employees 
from having four consecutive hours free to vote during the hours the polls are open. The 
Law Society reserves the right to schedule this leave and will endeavour to minimize the 
time away from work (e.g. if the polls are open from 9 a.m. to 8 p.m. and the employee 
works until 4 p.m. no time from work will be given, as there are four free hours to vote 
between 4 p.m. and 8 p.m.) 

Bereavement and Compassionate Leave 
When a member of an employee’s family dies or is critically ill, an employee with more than 
13 weeks of employment with the Law Society is eligible for four days of paid leave each 
year. Bereavement leave is not cumulative. Should employees require more time off, they 
can utilize days off or vacation time. Please also refer to the unpaid compassionate care 
leave policy. See Appendix B: Definition of a Member of an Employee's Family. 

4. Rewards and Recognition
• SALARY POLICY
Base salary structure
The Law Society is committed to establishing and maintaining competitive salaries, reflective
of current market conditions. The Law Society salary ranges are set at the midpoint of salary
ranges for similar positions in the marketplace, as determined through survey data. A
comprehensive market-based compensation review with be conducted every three years to
ensure the organization’s pay practices are competitive.
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Job classifications 
Positions with similar impact and scope are grouped together on the Law Society salary 
ranges according to a ‘job classification’ system. This ensures that the principles of pay 
equity are applied and that salaries are transportable if employees move cross functionally. 

Individual salary decisions 
Individual employee salaries are set within the job salary range, based on their job 
performance and competency and the salary budget available. On hire into the job, salary is 
determined based on skills, knowledge and experience in relation to the job requirements 
and the anticipated level of performance. The Law Society aims to move employees to the 
midpoint of salary ranges as they become fully functional in their role. Annual adjustments 
are assigned based on performance and competence relative to the position and assigned 
objectives, and as budget allows. 

• RRSP CONTRIBUTION POLICY
The Law Society will contribute five percent (5%) of an employee’s earnings to an approved
RRSP plan. Information required is as follows:
• Name, address and contact at the bank or financial institution that the cheque is

payable to; and
• RRSP plan number.

The deadline to provide the information to the Office Administrator is December 1st of each 
year. All benefits are taxable and will be included on your T4 as income. 

• BENEFITS
The Law Society provides benefits including health and dental plans, group life,
accidental death or dismemberment plans, critical illness insurance, as well as short- 
term and long-term disability insurance. Employees who work for 15 hours or more
per week are eligible to participate fully in the plan. Please refer to the Law Society
Benefits Booklet located in BambooHR for more detail.

• VACATION POLICY  (Revised: 01.01.2020)
Vacation is a key element in helping us achieve balance between our personal life and the 
demands put on us by the business. It is important for each of us to carefully plan our work 
schedules every year so that we can take advantage of this employee benefit. The amount 
of vacation time given to each employee depends on the number of active full-time (or 
equivalent) years of employment with the Law Society or, in specific cases, recognized 
prior and/or industry experience. The reference period for calculating your vacation time is 
based on your active employment during the calendar year (from January to December). 
For your first year of employment at the Law Society your vacation time will be pro-rated. 

Support Staff 
 Employees are entitled to three (3) weeks’ vacation per calendar year.
 In the 6th year of employment, an extra day is added each year, to ten (10) year when

the employee receives four (4) weeks’ vacation.
 In the 11th year of employment, one-half (1/2) day is added each year to twenty (20)

years when the employee receives five (5) weeks’ vacation.
 Employees must notify and have the consent of their immediate supervisor prior to

taking vacation time.
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Part-time Staff 
Part time staff will accumulate vacation days as described in Part A, according to the 
percentage of hours worked in a regular work week. To be more specific, half time 
employees shall accumulate one-half (1/2) of the vacation time or 80% employees shall 
accumulate 80% of the vacation time. 

Professional Staff 
 Each person is entitled to three (3) weeks’ vacation per calendar year.
 In the 5th year of employment, each person is entitled to four (4) weeks’ vacation.
 In the sixth year of employment, one-half (1/2) day per year is added to a maximum of

thirty (30) days after twenty-five (25) years.

Vacation accrual chart: 
1-5 years 6 years 10 years 15 years 20 years 25 years 

Support 
Staff 

15 days 16 days 20 days 22.5 days 25 days 25 days 

1-4 years 5 years 10 years 15 years 20 years 25 years 
Professional 
Staff 

15 days 20 days 22.5 days 25 days 27.5 days 30 days 

Procedures 
 Management has the discretion to vary the holidays for new employees if prior related

experience requires recognition.
 Staff who commenced employment prior to this policy must negotiate changes to

vacation with management.
 All vacation must be approved. Management reserves the right to determine vacation

schedules so as not to impair the operations of the Society.
 Employees who provide back-up for each other are expected to co-ordinate their

holidays to ensure coverage at all times.
 Ten (10) days’ vacation may be carried forward to the next year. The carry forward

can be increased under special circumstances with management approval.
 Payment for vacation not taken may be approved at the discretion of management under

special circumstances.
 Employees will be allowed to borrow up to five (5) days from next year’s vacation, again,

with management approval.
 Employees will be able to check their vacation time throughout the year via

BambooHR.
 Managers are responsible for asking their employees to schedule vacations for

the year.  The desired time for booking vacations is by the end of March.
 Employees are not entitled to accumulate vacation days while on leave for any reason,

including short-term or long-term disability, maternity, etc.
 Should an employee leave part way through the year, their vacation will be pro-rated to

the number of months they worked during the year.
 Newly hired employees will be authorized to take vacation time only once their probation

period is over, unless otherwise agreed upon by their Manager.
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• PUBLIC HOLIDAYS
The calendar year includes eleven (11) statutory holidays and one floating day:
New Year's Day Heritage Day 
Family Day (February) Labor Day 
Good Friday Thanksgiving 
Victoria Day Remembrance Day 
Canada Day Christmas Day 

Boxing Day 

The floating holiday that can be taken is either Easter Monday or the day before or after the 
August long weekend. When a statutory holiday falls on a Saturday or Sunday, another 
weekday is granted instead. By the end of December of every year, all employees will 
receive notification of the dates of the public holidays for the coming year via BambooHR. 

• DAYS OFF
The term “earned day off,” as commonly used, means an agreement whereby employees
work extra time each day and thereby earn an extra day off each month. Law Society staff
are currently provided extra days off without increasing the length of the workday.
The current policy is that support staff have an additional ten (10) days off per year, over and 
above the holidays. The purpose of these days off are for scheduling appointments such as 
medical/dental/optometrist examinations, attending to childcare, etc. 

In recognition of overtime and travel, professional staff have an additional 5 days each year. 
The purpose of these days off are for scheduling appointments such as medical, dental, or 
optometrist examinations; attending to childcare, etc. 

All days off will be subject to the following: 
 employees must notify and have the consent of their immediate supervisor prior to 

taking the day off; and
 employees cannot take more than one day each month or accumulate days without the 

consent of management.

• SICK LEAVE POLICY (Revised 01.01.2020)

Sick leave may be used for the following:
 an immediate and unexpected medical condition of an employee's family;
 a scheduled medical procedure and necessary recovery time experienced by a staff

member or a child or spouse of the staff member;
 to attend to sick children.

The minimum claim for sick time is one-half day. 

At the beginning of a calendar year, all full-time staff, including probationary employees with 
three or more months’ continuous service, shall be credited with fifteen working days sick 
leave with pay for that year. Those working less than full-time hours will have their sick 
leave days pro-rated based on their hours of work. The leave is earned based on one and 
one-quarter days for each completed calendar month of service. 

Employees are not entitled to accumulate sick days while on leave for any reason, including 
long-term disability, maternity, etc. An employee is not entitled to payout of unused or 
accumulated sick days on termination of employment. 
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At the discretion of management, a medical report may be required after 5 consecutive days 
of absence. 

In the event of the death or critical illness of a family pet, you may access your sick leave. 

• SHORT-TERM AND LONG-TERM DISABILITY POLICIES
Employees who are off work for the elimination period in any group medical policy and who
qualify for short-term or long-term disability will be required to use the disability plan provided
by the employer instead of using sick days.

Qualification for short-term and long-term disability rests with the Insurer and will be 
assessed on a case-by-case basis. Please refer to the Benefits Booklet. The office 
administrator will prepare any applications for consideration by the Insurer. 

• WELLNESS/FLEXIBLE BENEFIT ACCOUNT (Revised 01.01.2020)

An individual’s health/fitness positively influences their health and well-being. The Law Society 
understands the importance of workplace health and wellness as being critical to the success 
of its organization. To enhance our workplace wellness, the Law Society will provide 
employees with $1,500 per year to be applied towards reimbursement for eligible health care 
expenses or other benefits that are not covered under provincial health insurance plans or 
through our benefits program.   

Flexible Benefits:  You and your covered dependents can use this part of the account to pay 
for benefits to be reimbursed  for additional health benefits over and above the coverage of 
the organization’s or your spouse’s benefit program such as massage therapy, vision care, 
dental care. 

Wellness Benefits: You, as an individual, can use this part of the account to pay for the cost 
of participating in physical fitness activities that promotes a healthy lifestyle such as: 
 membership in a fitness or running club
 dance, yoga or other fitness classes
 swim, hockey, racquetball, or ball teams
 nutrition/ weight management program or similar activity
 fitness tracking devices such as Fitbit, Apple Watch, Garmin etc.
 purchase of fitness equipment such as a home gym, a tennis racquet or a bicycle

The following criteria will be followed regarding the fitness benefit: 
 A proof of purchase or medical receipt must be presented when requesting the benefit.
 Student and casual employees are not eligible.
 Management has complete discretion as to the approval of applications.
 All benefits are taxable and will be included on your T4 as income.
 The following is excluded from reimbursement:

• clothing
• single events, such as tournament entry fees, bonspiels, green fees

Please note that the increase from $500/year to $1500/year is to replace the discontinued policy of 
paying out of half your unused sick days over 60 days.  See Appendix C: Wellness/Flexible Benefit 
Claim Form. 
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• PARKING AND BUS PASSES POLICY
The Law Society will either provide paid for parking spot, based on availability, or a paid bus
pass for all employees. This is a taxable benefit. The factors considered in granting
preferred location parking spots include: level of position, seniority and physical need.

• ADMINISTRATIVE PAY POLICY
All employees are paid two times per month by direct deposit into the bank of their choice.
You will be asked to provide a blank voided check to get you set up on our payroll system.
Due to the impact of some holidays on our payroll services, it may be necessary for the
payroll office to forecast salaries to still meet payroll entry deadlines. If this occurs, you will
be notified of any impact this may have on your payroll, and any corrections would be
processed on the following check.

Please inform the either the HR director or Office Administrator via BambooHR 
immediately of any change in personal information such as address, phone, name, marital 
status, etc. 

• WAGE GARNISHMENTS POLICY
To ensure that the Law Society responds to orders garnishing the wages of its employees in
a manner that is orderly, efficient and compliant as well as fair to employees whose wages
are garnished.

Definitions 

For purposes of this Policy: 

 “Garnishment” means an order from a court, tribunal or other government body
submitted to the Law Society naming the Law Society as garnishee that directs the Law
Society to withhold wages from a Law Society employee and remit the moneys to satisfy
an unpaid debt to a garnishor;

 “Garnishee” means the employer required by the garnishment order to withhold wages
from an employee to pay an uncollected debt— to wit, the Law Society;

 “Garnishor” means a creditor that obtains a judgment against an employee for an
uncollected debt and obtains a garnishment order to enforce the judgment and make the
employee pay;

 “Debtor” means the individual named in the garnishment order as owing the debt to the
garnishor—the Law Society employee.

Policy 

As part of its general commitment to comply with all laws, the Law Society’s policy is to 
ensure that the organization and all personnel respect and obey all garnishment and other 
court orders affecting Law Society employees as well as garnishment, debt collection and 
other payment laws used to enforce those court orders. At the same time, the Law Society 
recognizes that garnishment is a part of commerce and law enforcement that in no way 
represents a stigma to employees whose wages are garnished. 

Procedure 

 Receipt of Garnishments: Any Law Society employee or official who receives a
garnishment order naming a Law Society employee as debtor will immediately, i.e., by
the end of the business day on which the order is received, forward the order to the Law
Society HR director and/or Office Administrator for processing.

 Processing of Garnishments: The Law Society HR Director and /or Office
Administrator will process the garnishment order within five business days or by the time
employee’s next paycheck must be processed, whichever is sooner, by:
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• Verifying that the garnishment order is valid; and
• Having verified that the garnishment order is valid, calculating how much of the

employee’s wages to withhold to satisfy the order; and
 Remitting the garnished portion of wages to the garnishor in accordance with the

instructions in the garnishment order.
No Reprisals 

Employees will not be terminated, demoted, transferred or reassigned, have their pay or 
benefits cut, or suffer any other adverse consequences because their wages have been 
garnished. 

However, the Law Society may advise employees who have received 2 or more 
garnishments in the previous 18 months to seek credit counseling via Lawyers 
Concerned for Lawyers (where applicable) or Homewood Health. Such referral will be 
made not to punish but to help the employee. 

5. Performance Management

• PROGRESSIVE DISCIPLINE POLICY
In the event of misconduct or breach of the policies outlined in this manual, it may be
necessary to discipline an employee. The intent of our disciplinary process is to ensure
adequate understanding of our policies, and to provide an opportunity for the employee to
modify his or her behavior before it is necessary to institute punitive measures. Therefore,
the following disciplinary guidelines have been established to facilitate fair and consistent
treatment of workplace issues:
 Supervisors/Managers will discipline in a constructive manner when needed in order to

correct an employee’s unacceptable behavior or work conduct.
 The initial notification will be in the form of a verbal warning.
 Written warnings will follow if the behavior or conduct is not desirably altered. Multiple

written warnings (up to three) may result in suspension or termination of employment.
 A warning will outline the nature of the infraction and the implications of said infraction as

it pertains to you, as well as a follow-up course of action.
 All incidents of disciplinary action will be properly documented and will be added to an

employee’s file. The employee will receive a copy of this documentation.

The Law Society will follow this process past the initial notification: 
 Formal Meeting 1: In the event the employee’s behaviour fails to improve within the

deadlines stated in the initial meeting, the Law Society will hold a formal meeting with
and issue a formal letter to the employee to:
• Notify the employee of its concerns;
• Explain how his/her actions impact the workplace;
• Set expectations and deadlines for improvement;
• Offer the employee an opportunity to explain their behaviour;
• Identify resources available to help the employee; and
• Set a course of action to help the employee meet the improvement goals established

in the initial meeting.
Lack of improvement due to disability or family responsibility will be treated as a mitigating 
factor and appropriate accommodations will be made, including but not limited to regarding 
improvement expectations and deadlines. 
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 Formal Meeting 2: In the event the employee’s behavior fails to improve within the
deadlines stated in the first formal meeting, the Law Society will hold a formal
meeting with and issue a formal letter to the employee to:
• Notify the employee of its performance concerns and that his/her poor performance

is causing a problem and is unacceptable;
• Explain how his/her performance impact work operations;
• Set expectations and deadlines for improved performance;
• Offer the employee an opportunity to explain the lapse in performance;
• Identify resources available to help the employee; and
• Set a course of action to help the employee meet the performance improvement

goals established.
Lack of performance due to disability or family responsibility will be treated as a mitigating 
factor and appropriate accommodations will be made, including but not limited to regarding 
improvement expectations and deadlines. 
 Formal Meeting 3: In the event the employee’s performance fails to improve within the

deadlines stated in the second formal meeting, the Law Society will hold a third and final
formal meeting with and issue a third and final formal letter to the employee to:
• Reiterate its performance concerns and the expectations and deadlines for improved

performance;
• Make it clear that the employee has failed to meet the agreed to improvement

expectations and deadlines; and
• State a new deadline by which you expect the employee to meet the performance

improvement goals; and Indicate that failure to meet the new deadline may result in
discipline up to and including termination.

In the event of serious or malicious breaches of conduct, or if deemed necessary, it is 
possible that the warning process will be bypassed, resulting directly in termination. 

The Law Society requires all employees to have read and signed the employee declaration 
form regarding the following policies: 
 Attendance Expectations (5 policies)
 Workplace Wellness (6 policies)
 Leaves (5 policies)
 Rewards & Recognition (12 policies)
 Performance Management (4 policies)
 Leaving the Law Society (3 policies)
 Equity/Diversity (5 policies)
 Use of Office Resources (3 policies)
 Purchasing and Expense (4 policies)
 Privacy
 Code of Conduct (6 policies)

• PERFORMANCE DEVELOPMENT AND REVIEW POLICY
All employees will be evaluated on a regular basis on their performance, productivity,
demonstrated organizational values and the quality of their work. Leaders will also discuss
the ongoing development of their employees for their current role as well as other
opportunities to which their employees aspire.
In the event of a concern about your performance, a process of verbal and written
documentation will be followed to:
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• note that there is a concern,
• agree upon strategies to address the performance concern, and
• define a timeline for expected improvement.

This process is intended to provide an opportunity to improve performance, and to supply 
you with the tools and time needed to demonstrate such an improvement. 

 Orientation
The Law Society recognizes the importance of providing essential information to newly hired
persons. The Law Society will provide all new employees with an orientation session during
the first week after the commencement of employment with the organization.

The leader and/or HR director will conduct the orientation, which will include: 

• Brief the new employee on the role, purpose, history and organization of the agency.
• Review relevant policy and procedure manuals along with pertinent details of the work

area (i.e. washrooms, parking, etc.) for the program area with the new employee.
• Review the Office Policy Manual with the new employee.
• Inform the new employee of expected responsibilities and review the job description.
• Introduce the new employee to their colleagues.
• Inform the new employee of the Performance Evaluation process.
• Conduct orientation of administrative and financial procedures in the Law Society as

related to their position. (See Purchasing and Expense policies.)
• Ensure:

o the employee signed the employee declaration form;
o it is witnessed and
o a copy is provided to the HR director.

• Answer questions as required and advise new employee as to the location of the Office
Policy Manual.

 Probationary Period
To establish clear, fair and effective guidelines for the hiring, oversight and, where
necessary, the termination of probationary employees. The purpose of probationary
employment is to give the Law Society the opportunity and time to adequately assess a new
employee's performance and suitability to the job and to allow employees an opportunity to
prove their suitability and adjust to the demands of the position.

Policy 
Unless specifically provided for otherwise, all new employees hired by the Law Society will 
be employed on probationary basis the time period dependent on the position held in 
accordance with this Policy. 

Procedure 
The length of the probationary period will be stated in the written offer of employment and 
written employment contract. During the probationary period, both the supervisor and 
employee will devote special attention and effort to ensure that the employee is learning the 
responsibilities of the position and making satisfactory progress. 

The probationary period will include at least one interim performance review meeting 
between the Law Society HR director and the employee to discuss and document the 
employee's progress and performance based on of the following criteria: 
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o Quality of work;
o Completeness;
o Accuracy;
o Productivity;
o Attendance;
o Character;
o Judgment;
o Conduct;
o Attitude; and
o Professionalism.

If problems or concerns arise during the probationary period, the Law Society will make 
every effort to discuss and resolve them promptly, including notifying the employee as soon 
as possible of the problem to ensure that the employee clearly understands the concern. 
The employee will then be given an adequate amount of time to address the concerns and 
achieve the necessary improvement. 

It is the responsibility of the HR director to document any problems and whether and how 
they were resolved and to ensure that the employee is provided with a copy of the 
documentation. 

During the probationary period, the employee will have all the rights and privileges of 
permanent employees (other than the right to notice). Reasonable effort will be made to help 
probationary employees meet performance expectations. 

However, if the probationary employee is deemed unsuitable at any time during the 
probationary period, he/she may be terminated. Probationary employees terminated for 
unsuitability during the probationary period will not be entitled to notice of termination or 
wages in lieu of notice, other than what is required by Saskatchewan Employment 
Standards. 

Final review will be held at the end of the probationary period to determine whether the 
probationary employee is suitable and should be offered permanent employment. 
Probationary employees offered the position on a permanent basis will sign an employment 
contract with the Law Society establishing the terms of their employment. 

 Employee Professional Development (REVISED 01.01.2020)

Policy Statement 

In alignment with our organizational values of innovation and integrity, the Law Society encourages 
the continuous learning of employees.  As such, the organization may provide financial assistance 
to employees who seek additional education and training.  The Law Society also supports 
professional memberships that are relevant and beneficial for the employee’s roles and 
responsibilities. 

Employees interested in taking seminars, training sessions and/or courses should submit a Training 
Request Form (Appendix D). All training, seminars and/or courses taken must be pre-approved by 
the employee's direct manager. 
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Guidelines - Seminars and Training Sessions 

1. The Law Society will pay for tuition fees when the training session or seminar is deemed
necessary for the employee to fulfill the requirements of his/her position or the training is required
for the employee to perform new duties which are a requirement of the position.

2. An employee will receive no more than their regular daily wage on each day that they attend a
training session.  Should seminars or training occur over a weekend, the employee may be
eligible for time in lieu as per the Law Society overtime policy.

3. The Law Society will also pay for training materials, and all reasonable associated travel costs,
including transportation, food, and lodging.

4. If an employee resigns within 1 year of the completion of a Law Society-paid training course or
seminar, the employee will be required to reimburse the Law Society for the cost of the training
and any related expenses, if the training was originally requested by the employee.

Guidelines - Continuing Education 

1. Employees who wish to continue their formal education may also be supported by the Law
Society, if the course(s) taken are of a Certificate, Diploma or Degree nature, have direct benefit
to the Law Society and are approved by the employee’s direct manager.

2. Upon approval by the employee’s direct manager, successful completion of the course(s) and
submission of a copy of the mark attained by the employee, the Law Society will pay 50% of the
cost of the course(s) and course materials.

3. An employee commits to remain with the organization for 1 year per year of course(s) for which
they received reimbursement.  If an employee resigns prior to fulfilling this commitment, the
employee will be required to reimburse the Law Society for the amount paid to the employee for
the course(s) and any related expenses if the course(s) was/were originally requested by the
employee.

Guidelines - Professional Memberships 

Subject to the direct manager’s approval, for employees who are working on, or have received a 
professional designation, that is required to do their work, the Law Society may support: 

1. the professional development that is required to maintain the designation in good standing; and
2. annual dues and/or membership fees.

Guidelines for Administrative Staff Retreat 

The Law Society Staff Retreat allows staff to plan an event that is intended to improve the 
working environment by providing a mixture of education and socializing. Some guidelines 
for planning future staff retreats are as follows: 

• Attendance for all staff members at the “education/staff development” portion is
mandatory, not optional. Thus, a date must be found to accommodate everyone. It is
considered to be a “work” function for “staff development & education” and is budgeted
as such. If something unforeseen occurs, such as an illness, the Executive Director will
be advised in order to make an exception. If more than 20% of the staff members are
unable to attend, the entire function may have to be rescheduled to accommodate
everyone.
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• Staff are encouraged to research and submit ideas, as well as a budget, for a staff
development/educational session that are substantive and relevant to the work
environment. Suggestions must be submitted to the Executive Director for approval at
least 6 weeks prior to the event.

• An evening “fun event,” such as a dinner and/or recreational event, may be planned and
funded by the Law Society at the discretion of the Executive Director. Again, an event
should be planned which accommodates the greatest number of staff in order to obtain
approval of the Executive Director. If more than 20% of the staff members are unable to
attend the “fun event,” it may have to be rescheduled to accommodate everyone, at the
discretion of the Executive Director.

• If a staff member is unable to attend the education/staff development portion, it would
follow that they do not attend the “fun event,” either. (Similar to showing up for the
party after taking a sick day).

• Reasonable travel may be authorized if it is consistent with the goals of the retreat and
all staff are able to attend as in item 1.

• The staff retreat is restricted to administrative staff members only.

 Performance Discussions
This policy is also meant to aid with the professional development of all the Law Society
employees and provide them with positive and constructive feedback based on the general
evaluation criteria regarding demonstrated behaviors reflecting the Law Society’s values as
well as productivity regarding criteria for each position.

In terms of communication, the Law Society understands that our staff that cares and feels 
ownership over their work and the overall success of the organization in terms of achieving 
its mission. In order to maximize each person’s potential for contribution (and ultimately our 
ability to share success), the Law Society provides structured and regular communications 
to ensure that each person has access to the information they require in order to be “in the 
know” about the happenings both within the organization and the world around us. Each 
person will have regular opportunities for discussions with leadership within their own 
department. These meetings are proposed to happen monthly and are meant as ‘touch 
bases’ to find out: how you are doing, what you need and to address any issues that may 
arise from time to time so they do not fester and are not forgotten. They will also serve as 
opportunities to discuss performance throughout the year and to serve as spaces for the 
flow of information throughout the organization. 

• DEALING WITH THE MEDIA (under development)

• WHISTLEBLOWER POLICY
The Society is committed to lawful and ethical behavior in all its activities and requires
Benchers, volunteers, and employees to act in accordance with all applicable laws, regulations
and policies and to observe high standards of business and personal ethics in the conduct of
their duties and responsibilities. Accordingly, it is the policy of the Society to ensure that when
an employee, volunteer or Bencher has reasonable grounds to believe that another Society
employee, volunteer or Bencher has committed, or is about to commit, a financial or other
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wrongdoing, they have an avenue to raise any concerns they may have and to be assured 
that in making complaints they will be protected from reprisal or victimization for raising their 
concerns in good faith. 

Purpose 
The objectives of the Society’s Whistleblower Policy are to establish policies and procedures 
to: 
 prevent or detect and correct improper activities;
 encourage each Bencher, employee and volunteer (“Reporting Individual”) to report what

he or she in good faith believes to be a material violation of law or policy or a material
questionable accounting, auditing or operational matter by the Society; and

 ensure the receipt, documentation, retention of records, and resolution of reports received
under this policy, and protect Reporting Individuals from retaliatory action.

Reporting Responsibility 
This policy covers instances where an employee, Bencher or other volunteer has evidence of 
activity (“Reportable Activity”) by any Society Bencher, employee, volunteer or retained 
consultant (including external auditors) that to his/her knowledge constitutes: 
 accounting, auditing, or other financial reporting fraud or misrepresentation;
 providing false information to or withholding material information from the Society’s

auditors, accountants, lawyers, Benchers or other representatives responsible for
ensuring Society compliance with fiscal and legal responsibilities;

 embezzlement, private benefit, or misappropriation of funds;
 violations of federal or provincial laws that could result in fines or civil damages payable

by the Society, or that could otherwise significantly harm the Society’s reputation or public
image;

 unethical business conduct in violation of any Society policy;
 danger to the health, safety, or well-being of employees, volunteers and/or the general

public (including any real or perceived threat of workplace violence, discrimination or
harassment);

 a gross mismanagement or omission or neglect of duty;
 an abuse of authority;
 serious breach of the Society’s Code of Professional Conduct;
 breach of fiduciary duty and/or abuse of trust;
 inappropriate occurrences at a Society event;
 knowingly directing a person to commit a wrongdoing set out above; or
 concealment of any of the above or any other breach of this policy.

A Bencher, employee or volunteer of the Society must communicate a Reportable Activity or 
concern immediately upon becoming aware of such situations. 

Procedure 
Dependent on the individual involved in the financial or other wrongdoing, a written statement 
must be submitted to the following individuals: 
 If the Reportable Activity is with respect to any Society employee or volunteer or party

acting on behalf of the Society, the statement must be submitted to the Executive Director
with a copy sent to the Deputy Director.

 If the Reportable Activity is with respect to the Executive Director or the Deputy Director,
the statement must be submitted to the President with a copy sent to the Vice President.

 If the Reportable Activity is with respect to one or more of the other Benchers, the
statement is to be submitted to the President with a copy sent to the Vice President.
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 If the Reportable Activity is with respect to the President, the statement must be
submitted to the Vice President and a copy sent to the Governance Committee.

 Notwithstanding the foregoing, if any Reportable Activity involves:
o questionable accounting, internal control, auditing or other matters which, if true,

has, or even could have the potential to have, a material effect on the Society’s
financial position or its future prospects; or

o an alleged impropriety involving an Officer or employee of the Society
 the statement must also be submitted to the Chair of the Audit Committee.

Reporting Individuals should give as much information as possible on the subject matter of 
the complaint so that the information is sufficient to enable a full investigation. Such 
information should include details as to where and when the incident(s) occurred, the names 
and titles of the individuals involved and as much other relevant detail as the Reporting 
Individual can provide. 

Upon receiving notice in writing or via email of a Reportable Activity the action taken will 
depend on the nature of the Reportable Activity. Complaints will be handled in one of the 
following ways: 
 Internal investigation by the Executive Director
 Investigation by the Audit Committee
 Investigation by the President

Confidentiality 
The substance of the complaint will be treated with utmost confidence and not discussed with 
others except to the minimum extent necessary to conduct a complete and fair investigation. 

The Reporting Individual shall be provided the opportunity to remain anonymous, save and 
except in those circumstances where the nature of the disclosure or the resultant investigation 
make it necessary to disclose identity (for example, legal investigations or proceedings). In 
such cases, all reasonable steps shall be taken to protect the Reporting Individual from harm 
as a result of having made a disclosure. 

In all cases, the person who is alleged to have committed the infraction will be made aware of 
the complaint at an appropriate point during the investigation. The results of the investigation 
will be shared with the Reporting Individual. This will not include details of any disciplinary 
action, which will remain confidential to the individual concerned. 

Investigation 
Once a Reportable Activity or concern is brought forward to the appropriate individual an 
investigation will commence. The investigator shall promptly (generally within ten business 
days) acknowledge receipt of the complaint to the Reporting Individual if the identity of the 
Reporting Individual is known. The investigator may enlist the assistance of one or more 
employees and outside legal, accounting or other advisors, as may be appropriate to conduct 
the investigation. However, under no circumstances will a matter be referred to an employee 
of the Society who is the subject of any Reportable Activity or is otherwise an inappropriate 
person to assist with the investigation. All parties to an investigation will be treated fairly and 
equitability. 

A report will be prepared by the investigator and, if wrongdoing is found, appropriate remedial, 
or legal action will be taken as appropriate. 
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 Internal Investigation
The Executive Director is responsible for investigating and resolving complaints made against
employees under this Policy. The Executive Director shall notify the President of any such
investigation.

After the conclusion of the investigation, the Executive Director will issue a full report of all 
financial matters raised under this policy to the Audit Committee and all non-financial matters 
to the Governance Committee. In situations involving both financial and non-financial matters 
a complete report of all matters may be provided to both committees. The Audit Committee 
and/or Governance Committee may conduct a further investigation upon receiving the report 
from the Executive Director. Upon the conclusion of any investigation or decision not to further 
investigate, the Audit or Governance Committee shall promptly report its findings to the 
Executive Committee. 

The Society shall retain any reports of Reportable Activity and any resulting investigations for 
a period of not less than seven (7) years, or in an acceptable manner at the discretion of the 
Benchers. Such preservation obligation shall include the making of written summaries of any 
oral complaints of a Reportable Activity. 

 Bencher Investigation
The President is responsible for investigating and resolving complaints made against other
Benchers, the Executive Director or the Deputy Director under this Policy. However, the
President may assign investigations into financial matters to the Audit Committee and
investigations into non-financial matters to the Governance Committee.

In any situation where a complaint containing both financial and non-financial information is 
referred to both the Governance Committee and the Audit Committee, the chairs of the two 
committees may determine whether the Governance Committee will investigate only the non- 
financial complaints and the Audit Committee will investigate only the financial complaints or 
whether one committee will investigate all issues. In the case where both committees 
investigate, information and resources may be shared between the committees. The 
investigating committee(s) may enlist the assistance of one or more employees and outside 
legal, accounting or other advisors, as may be appropriate to conduct the investigation. 

Upon the conclusion of any investigation, the Audit or Governance Committee shall promptly 
report its findings to the President. 

 Acting in Good Faith
A Reporting Individual is not required to prove the truth of an allegation, but he or she is
required to act in good faith. Complaints that are not made in good faith will be viewed as a
serious offence and may be subject to discipline up to and including discharge in the case of
employees, or the severing of the relationship with the Society in the case of Benchers or
other volunteers.

 No Retaliation
This Policy is intended to encourage and enable persons to raise serious concerns within the
Society prior to seeking resolution outside the Society. The Society will not permit any person
to harass, retaliate or discriminate against a Reporting Individual who, in good faith, reports a
Reportable Activity. The Reporting Individual will not be discharged, demoted, suspended,
threatened, harassed, or in any other manner discriminated against as a result of
communicating a genuine Reportable Activity or concern. An employee who retaliates against
someone who has reported a violation in good faith is subject to discipline up to and including
termination of employment. Similarly, any volunteer or Bencher found to be in violation of this
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Policy may have their relationship with the Society terminated. 

 Report to the Benchers
The Executive Director shall provide an annual report to the Governance Committee and the
Benchers about whistle blower incidents that have occurred over the course of the year and
any action taken in response. Any incidents involving Bencher misconduct, dismissal of an
employee, or other circumstances which affect the reputation of the Society as a whole shall
be reported to the Benchers at the time of occurrence.

6. Leaving the Law Society

• RESIGNATION
If you plan to resign your position, please notify your Supervisor/Manager at the earliest
possible time so that we can process your exit papers. This advance notice lets us make
sure that any outstanding pay is calculated and that your separation papers and final pay are
available within five (5) days of leaving the Law Society.

• RETIREMENT
The Law Society does not discriminate against any employee due to age and as such does
not have a mandatory age limit for retirement of its employees.

The normal retirement age of sixty-five (65) is consistent with general business practice and 
with the normal eligibility date for pension benefits from the Canadian Pension Plan (CPP). 
However, all employees of the Law Society upon reaching the age of sixty-five (65) will be 
allowed to continue working for the Law Society provided: 
 They desire to continue their employment with the Law Society
 Are fit and able to do so
 Meet the agreed job requirements
 Conform to the Discipline and Termination of Employment Policies as detailed in this

manual

• TERMINATION
If your employment is terminated for any reason, your record of employment
and final pay, including outstanding vacation, will be available within ten (10)
days.

Discipline and termination of employment 
Notice of termination by and to an employee shall be in accordance with the Employment 
Standards Code of Saskatchewan. 

Termination for convenience 
An employee may terminate their employment with The Law Society by providing a minimum 
of two (2) weeks’ notice to their supervisor. Although not mandatory, employees are requested 
to provide as much notice of termination as possible. 

If an employee wishes to terminate their employment at the end of their commitment, two (2) 
weeks’ notice shall be required. 

Should there be a need to reduce the number of staff currently employed by the Law Society, 
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a minimum of two (2) weeks’ notice of termination of employment shall be given to those 
employees affected. Severance packages will be offered based on the position and years of 
service with the Law Society. 

Discipline and termination of employees (see also Progressive Discipline Policy) 
Employees shall perform their assignments within the specifics of the position description. 
Employees who consistently fail to conform to the specifics of their position description or 
exhibit inappropriate behavior or poor performance shall be required to meet with their 
supervisor and one other impartial supervisor. This meeting will attempt to identify the 
problems, find ways to improve the situation and suggest adequate solutions, concluding with 
a recommended course of action and an appropriate time frame in which the employee will 
be expected to improve to the satisfaction of the Law Society. Details of the meeting will be 
documented, signed by all parties as a correct representation of points discussed and placed 
in the employee’s personal file. 

If the situation persists, a verbal warning will be given to the employee by the supervisor and 
will be supported by written documentation distributed to both the employee and the executive 
director of the Law Society, with a copy signed by both parties put in the employee’s file. 

If the employee’s inappropriate behavior or performance continues, the employee shall be 
dismissed. Dismissal shall only occur when all other efforts to correct the problem have failed. 
Dismissal shall take place only after consultation with executive director and HR director. 

Termination for cause 
Employment may be terminated for just cause and without notice after consultation between 
the supervisor, the human resources manager and the executive director of the Law Society 
for the following breaches in Law Society’s Code of Conduct and/or Guiding Principles: 
 Gross misconduct or insubordination
 Workplace harassment
 Performance of assignment(s) while under the influence of alcohol or mind-altering drugs
 Theft
 Misappropriation of the Law Society’s funds
 Abuse of the Law Society’s equipment or materials
 Falsification of the Law Society’s records
 Misrepresentation of personal information

If an employee is terminated for willful misconduct, such as violence, fraud, theft, or 
vandalism, he or she can be terminated without notice, and without payment in lieu of notice. 
If an employee is terminated for reasons other than willful misconduct, he or she may be 
entitled to notice or equivalent wages, which vary with the amount of time spent as a Law 
Society employee. 

7. Equity and Diversity Policies

The Law Society provides leadership for the legal profession and the public on 
equity/diversity matters, which also applies to its own internal operations. The Law Society 
carries out its mandate by: 
 Developing and overseeing the effective implementation of equity/diversity programs for

the legal profession;
 Reviewing and revising all policies/practices of the Law Society to ensure all systemic

barriers are removed and the vision of an equitable, diversified legal profession free of
disadvantages is realized;
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 Reviewing and revising policies to ensure all forms of harassment and discrimination are
addressed;

 Developing and implementing effective incentives for firms who implement
equity/diversity programs;

 Providing information/education to members of the legal profession on issues pertaining
to equity and diversity;

 Researching this issue and determining best equity/diversity practices in other
industries/professions; and

 Reporting to the membership regularly, raising awareness and providing ongoing
information.

• HIRING POLICY
Purpose
A recruitment and selection policy has been developed to ensure the organization fills
vacancies with the most suitable candidate.

Philosophy 
The Law Society believes in equal opportunity in employment practices without 
discrimination on the grounds of religion; creed; marital status; family status; sex; sexual 
orientation; disability; age; colour; ancestry; nationality; place of origin; race or perceived 
race; receipt of public assistance; gender identity. 

Responsibility 
Human Resources is responsible to ensure employment practices conform to legislation 
and personnel policies. Department Management approve employee selection decisions. 
Supervisors make employee selection decisions. 

Guidelines 
 Internal applicants who apply in writing for vacancies will receive an interview
 Recruitment activities may be conducted externally
 An employment interview will be conducted before making an offer of employment
 All candidates participating in an interview will be notified of the results
 One or preferably two reference checks will be conducted before making an offer of
 employment
 Employment tests may be conducted before making an offer of employment
 A copy of the job description will be provided to new employees

Employment offers 
Offers will be written and include all terms of employment including: job title, start date, rate 
of pay, pay period information and eligibility for benefits. All employees and contractors of 
the Law Society will sign a confidentiality agreement. Information about hours of work and 
overtime compensation will be included for eligible employees. 
Permanent employees 
Will be asked to review and conform to all personnel policies. The letter will be signed by 
Human Resources. The employee will sign the letter indicating acceptance of the terms and 
conditions of the offer. 

Temporary employees 
Employment letters will include the termination date and/or terms for termination. Changes 
to the employment conditions, i.e. position or end date will be in writing. 
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Filling of Temporarily Vacant Positions Policy 
All employees will be given the opportunity to apply for temporarily vacant positions as they 
arise. The Law Society’s recruitment and selection policies shall apply. Temporarily vacant 
positions are defined as those arising from leaves of absence greater than a period of ten 
(10) weeks, i.e. maternity leave and parental leave.

• JOB ADVERTISEMENT NON-DISCRIMINATION POLICY

Policy Statement 
The Law Society is an equal opportunity employer committed to diversity in which the 
inherent worth and dignity of every person is recognized, respected and value and where 
hiring decisions are made on the basis of individual merit without regard to a person’s race, 
colour, sex, gender identity or expression, pregnancy, sexual orientation, civil status, age 
(except as provided by law), religion, political convictions, language, ethnic or national 
origin, social condition, handicap or use of any means to palliate a handicap, in accordance 
with the Québec Charter of Human Rights & Freedoms. 

Purpose 
The Law Society recognizes that advertising of available job openings is a key element in 
achieving these values. Accordingly, we have adopted the following Policy to ensure that 
the creation and posting of job ads implements and reflects the organization’s commitment 
to diversity and non-discrimination. 

Guidelines for Job Advertisements 
Job advertisements must: 
 Clearly describe the available position and application process;
 Use language that is inclusive and unbiased including but not limited to use of gender- 

neutral rather than gender-specific terms
 Describe the essential responsibilities and qualifications of the job;
 List the criteria that the Law Society will use to evaluate applicants;
 Specify a salary or include the statement “Salary is commensurate with experience and

qualifications;”
 Provide specific application instructions or requests for accompanying documents and

materials; and
 List the following statement: “This position is open to all qualified applicants, including

men, women, persons with disabilities, members of visible minorities, Aboriginal persons
and other groups protected by human rights laws. The Law Society is an equal
opportunity employer that hires on the basis of merit.”

Pre-Posting Review 
All job advertisements must be reviewed by the Law Society HR director before they are 
placed or posted to ensure they meet the guidelines set forth above. 

Placing & Posting Job Advertisements 
Best efforts will be made to publish job advertisements as widely as possible to attract the 
most qualified and diverse pool of candidates, which may include utilizing both conventional 
and alternative media of interest to minority groups. 
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• ACCOMMODATING PREGNANT EMPLOYEES POLICY

Organization Commitment 
The Law Society is fully committed to accommodating the needs of employees who are 
pregnant, attempting to become pregnant, or returning to work following a pregnancy-related 
absence. We want to ensure our employees’ good health and well-being through all these 
circumstances. 

Employees with pregnancy-related needs have the legal right to be free from discrimination 
and treated with equality, dignity and respect by their employers and colleagues. 
Workplace procedures and activities may affect pregnant employees differently than other 
employees. Adjustments to working conditions will be made as necessary to meet needs and 
eliminate discrimination. All parties must cooperate to arrive at reasonable solutions. 

What Is Pregnancy-Related Discrimination? 
Under the Section 2-8 of the Saskatchewan Employment Act, it is prohibited to discriminate 
against someone because of a pregnancy-related condition. Because only people with female 
bodies can become pregnant, discrimination related to pregnancy is a form of sex 
discrimination. Women in the workplace have the right to be free from negative 
consequences simply because they are pregnant, trying to become pregnant, or returning 
from pregnancy-related leave. 

Pregnancy-related discrimination refers to any action, decision or policy that negatively 
impacts someone because they are pregnant. Discriminatory workplace behaviour related to 
pregnancy may include: 
 negative differential treatment in the workplace;
 harassment;
 refusal to hire or promote;
 termination of employment;
 institution of or engagement in discriminatory policies or practices; or
 failure to provide reasonable accommodation of employee needs.

Who Does This Policy Apply To? 
Protection from pregnancy-related discrimination applies to full-time, part-time, temporary, 
probationary and contract workers, as well as volunteers and job applicants. 

This policy also applies to employees who may face discrimination on the grounds of family 
status. Family status rights entitle people to be free from discrimination because of someone 
they are related to. In the context of pregnancy and the workplace, employees related to 
someone who is pregnant – such as a spouse or partner – must also be treated with equality 
and have their needs accommodated. For instance, an employee whose spouse is pregnant 
may need time off work to accompany their spouse to a medical appointment. 

Pregnancy-Related Conditions and Circumstances 
The Law Society will protect employees from discrimination and ensure their needs are 
accommodated throughout all pregnancy-related conditions and circumstances. This includes 
the entire process of pregnancy: fertility treatment(s), pregnancy, childbirth, and the post- 
delivery and breastfeeding period – as well as any associated conditions and circumstances. 

Pregnancy-related conditions include, but are not limited to: 
 fertility treatment(s)
 family planning
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 health conditions or complications that may impact or be impacted by pregnancy and/or
childbirth (e.g. diabetes, high blood pressure, etc.)

 miscarriage and/or conditions resulting directly or indirectly from miscarriage
 stillbirth and/or conditions resulting directly or indirectly from stillbirth
 abortion and/or conditions resulting directly or indirectly from abortion

Pregnancy-related circumstances include: 
 planning or trying to conceive
 childbirth
 reasonable recovery time following childbirth, miscarriage, stillbirth or abortion
 pregnancy as a surrogate
 placing a newborn baby for adoption
 parental leave following childbirth
 breastfeeding

Connection with Other Forms of Discrimination 
Pregnancy itself is not a form of disability according to the Canadian Human Rights Act. 
However, pregnancy may impact or be impacted by other health issues which constitute 
disability. These issues may arise before, during or after pregnancy, and can result in 
additional or alternative needs that the Law Society will make every effort to accommodate. 
For example, if an employee – either male or female – has an underlying health condition that 
complicates fertility, conception or pregnancy, they may require time off for specialized 
medical care. 

Some groups of women may be especially vulnerable to discrimination or harassment during 
the process of pregnancy due to unfair negative stereotypical perceptions of these groups as 
pregnant women or as mothers. Women who are – for instance – disabled, single, young, 
lesbian, Aboriginal, transgendered, Muslim, Jewish, Catholic, or atheist have the right to be 
free from discrimination and to be treated with equal respect. The Law Society will take 
action to eliminate such discrimination. 

Pregnant employees who believe they are being discriminated against or harassed for 
multiple reasons may make a complaint on more than one ground. For instance, if a pregnant 
woman feels she is being harassed at work because she is pregnant and single, she could 
make a complaint on the grounds of sex and marital status. Complaints should be addressed 
to the human resources director. 

Accommodation of Pregnant Employees’ Needs 
Pregnancy-related needs, conditions and circumstances may mean that employees need to 
make changes in the way they work so that they may work to the best of their ability without 
discrimination, penalty or unnecessary discomfort. For example, if a pregnant employee 
needs to take extra time for additional bathroom breaks, the Law Society must allow these 
breaks without cutting the employee’s existing break time. 

The Law Society employers have a duty to reasonably work to meet pregnant employees’ 
needs, although employees also have a responsibility to communicate their individual 
needs to their employers. Employer and employee will work together to find a solution that 
ensures the employee’s equality, dignity and respect, even if it is not the employee’s ideal 
solution. 
Every pregnant employee will have unique circumstances and needs, so accommodation for 
every situation will be addressed on an individual basis. 
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While employee health, safety and well-being are very important, they should be balanced 
with the right of a pregnant employee to participate fully in the workplace. Doctor-ordered 
instructions should be followed, but in their absence, employers will not assume a pregnant 
employee is unable to perform their duties simply because of pregnancy. 

Pregnant employees should raise any health or safety concerns with their supervisor or 
human resources manager as early as they can. If an employer believes that a pregnant 
employee faces significant health or safety risks because of workplace conditions, this should 
be discussed with the pregnant employee. Employee and employer will work together to find 
ways to reduce potential risk in the work environment. If temporary changes to the job are 
possible to increase a pregnant employee’s safety, the employer should attempt to make 
these changes. These changes could include: 
 temporary adaptations to the job environment or job duties
 temporary reassignment to another position or other duties
 temporary leave

Undue Hardship 
The employer may need to make adjustments to accommodate pregnant employees, even if 
they result in some cost and hardship to the employer. However, undue hardship occurs 
when factors such as safety, health or cost place too heavy a burden on the employer. Once 
accommodation reaches undue hardship, an employer may not be required to accommodate 
an employee’s needs further. 

Maternity and Parental Leave (see policy under leaves) 

Questions or Concerns 
If you require any clarification or would like to discuss any part of the Law Society’s policy 
regarding the treatment of pregnant employees, please contact the HR director. 

• EMPLOYMENT EQUITY POLICY
The Law Society is the body legislated by the Government of Saskatchewan to regulate the 
legal profession. Its mission is: To govern the legal profession by upholding high standards 
of competence and integrity; ensuring the independence of the profession; advancing the 
administration of justice, the profession and the rule of law; all in the public interest. 
The Law Society, through its Equity/Diversity Committee is mandated to provide leadership 
and act as a role model for the legal profession and the public on equity/diversity matters. 
The Committee has determined a number of strategies to achieve this goal, one of which is 
to develop and oversee the effective implementation of an equity/diversity program for the 
Law Society employees. 

Statement of Commitment 
The Benchers of the Law Society of Saskatchewan are committed to developing an 
employment equity program designed to achieve a representative workforce. The Law 
Society intends to achieve this goal by eliminating employment barriers and adopting policies 
that will improve the representation of the following designated groups: women, aboriginal 
people, persons with disabilities, and persons from visible minorities. 

Goals 
The Law Society’s long-range goal is: to employ a workforce that is representative of the 
Saskatchewan population as a whole in accordance with the figures published by the 
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Saskatchewan Human Rights Commission; and to incorporate equity/diversity principles in all 
aspects of its business. 

Positive Measures 
 Hiring Process (See Hiring Policy)
The Law Society will incorporate equity/diversity principles in its hiring process by:
• seeking applications from people in the designated groups when vacancies arise;
• developing job specifications that ensure the hiring process is devoid of artificial barriers to

employment;
• developing policies on interviewing candidates;
• developing policies on probation periods and performance management processes

designed to assist employees to meet the standards of their job.
The Law Society will continue its practice of hiring the best applicant for each position. 

 Reasonable Accommodation (see Workplace Accommodation Policy)
The Law Society will take reasonable steps to accommodate the special needs of its
employees. Where an employee has a physical disability, the Law Society will provide
reasonable modifications to the office to make the office accessible to that specific individual’s
requirements.

On an ongoing basis, the Law Society will take all reasonable steps to make the office 
accessible to people with disabilities. 

 Education
The Law Society will undertake to provide education to its employees respecting harassment
in the workplace, cultural sensitivity and accommodating people with disabilities.

 Policy Development
The Law Society will develop administrative policies, subject to the approval of the Benchers,
to complement this plan. Policies will include:
• anti-harassment or discrimination; (see psychological safety policy)
• recruitment, interview and hiring processes; (see hiring policy)
• probation and performance management processes;
• policy on contracting out legal work;
• process of identifying and resolving workplace conflict. (see psychological safety policy)

 Monitoring
Workplace statistics will be evaluated in or about October of each year. Reports will be made
to the Commission as required.

• WORKPLACE ACCOMMODATION POLICY

Statement of Commitment 
The Law Society recognizes the diversity of its workforce and is committed to ensuring that all 
employees are able to effectively and efficiently use their skills and experience to contribute 
to the organization’s performance and service delivery. The Law Society is committed to 
assessing and addressing legitimate accommodation needs on an individual basis. It will 
consider all options to provide accommodation for individuals, subject to bona fide 
occupational requirements, up to the point of undue hardship. 
The Saskatchewan Human Rights Code identifies the following protected grounds: 
 Religion
 Creed
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 Marital status
 Family status
 Sex
 Sexual orientation
 Disability
 Age
 Colour
 Ancestry
 Nationality
 Place of origin
 Race or perceived race; and
 Receipt of public assistance

Policy Objectives 
The objectives of this policy are to ensure equality rights in the workplace and establish 
effective mechanisms for responding to the individual accommodation needs of existing and 
potential employees. Accommodation issues can be successfully identified, assessed and 
addressed only where all parties are meeting the expectations and responsibilities outlined in 
this policy. Successfully accommodating initiatives require the co-operation of and a 
consultative approach by management, the employee seeking accommodation, the 
workplace community and attending medical practitioners where required. 

The ability of the Law Society to identify, properly assess and implement appropriate 
accommodation initiatives is dependent on the support and input of all the stakeholders. The 
Law Society will respond in a timely and confidential manner to requests for individual 
workplace accommodation.   

Responsibilities 
The Law Society recognizes a shared responsibility for ensuring that an individual 
accommodation is identified. The responsibilities are outlines below: 

 Employee Responsibilities
• Obligation to Communicate Need

Employees have an obligation to promptly advise management of any condition of
disability that conflicts with the employee’s abilities to either provide regular work
attendance, perform regular duties or comply with other terms and conditions of
employment.

• Obligation to Provide Information (Medical or Other)
Where a potential accommodation issue has been identified, the employee seeking
accommodation is responsible for promptly responding to all reasonable and relevant
requests for information in order to assess or pursue accommodation initiatives. This
may involve providing consent to a medical practitioner to release to the Law Society
relevant medical information regarding the required accommodation. Further, the
attending medical advisor of an employee facing an accommodation issue in the
workplace must provide full co-operation and support.

• Obligation to Facilitate Accommodation Initiative
Any employee requiring accommodation is expected to conduct himself or herself
reasonably and to provide his or her full co-operation and support to the
implementation of accommodation initiatives. Employees should recognize that a
failure to:
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o communicate an accommodation need;
o provide all relevant information in a timely manner, and
o co-operate with the implementation of accommodation measures;

may limit the Law Society’s ability and obligations to successfully address the 
employee’s accommodation needs. 

 Management’s Responsibilities
• Upon an accommodation issue being raised or communicated by an employee,

management will:
o assess and verify the existence of an accommodation need; and
o assess and identify appropriate accommodation options.

• Management will monitor the progress of employees who are being accommodated.
Such monitoring will include requests for updated information from employees and/or
attending medical advisors from time to time. Monitoring and current information will
enable the employer to respond to changing needs and/or to identify when the need for
accommodation ends.

 Workplace Member’s Responsibilities
Successful accommodation requires the support and commitment of everyone in the
workplace. All employees are expected to provide their assistance and support where
required to facilitate accommodation initiatives. All members of the workplace have an
obligation to respect the right to accommodation of any employee with a qualifying need.

Undue Hardship 
The Law Society is not required to make changes to workplace policies, rules, practices and 
operations or provide accommodation that will result in undue hardship. 

Before refusing to provide accommodation, the Law Society will ensure that all effective 
options to accommodate, short of undue hardship, are considered. 

Where a particular means of accommodation is requested, and it has been found that it 
cannot be met without incurring undue hardship, every effort will be made to provide 
alternative accommodation up to the point of undue hardship. 

The accompanying procedure document provides guidance on the issues that may be 
considered in relation to whether the provision of a particular accommodation will result in 
undue hardship. 

Privacy 
All documents relating to specific requests for accommodation will be kept confidential and 
will only be disclosed with the consent of the employee. The Law Society will comply with all 
requirements of Privacy legislation to protect personal information. 

Responsibility for Interpretation 
The responsibility for interpretation of this policy and these procedures rests with the 
Executive Director and Human Resources Director. 

Procedure for Workplace Accommodation 
These procedures outline the process to be followed to address the need for a workplace 
accommodation. 
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Communication of Accommodation Needs 
The employee in need of accommodation shall communicate the need to his or her supervisor. 
The Supervisor/Manager is responsible for ensuring that the request is recorded (use 
Accommodation Request Form). Supervisors are to be sensitive to requests that are not framed 
in the specific language of “workplace accommodation”, and to situations where no request is 
made, but a problem is apparent which may require some form of accommodation. 

Assessment of Disability 
The Law Society will assess whether the employee has a disability that may entitle her or him 
to accommodation subject to undue hardship. In order to undertake this assessment, the Law 
Society requires a complete understanding of the employee’s relevant medical status, 
restriction or precautions to properly determine appropriate accommodation options. 

The Law Society will take the necessary steps to communicate with family physicians, 
specialists or any other health care professionals and experts with a view to securing timely, 
relevant and any changing information regarding the employee’s medical status, limitations and 
prognosis. With this obligation of the Law Society comes the duty of the employee desiring 
accommodation to cooperate in facilitating whatever sharing of information is necessary 
between the Law Society and the family physicians, specialists or any other health care 
professionals and experts in order to assist the Law Society in its assessment, including 
providing a consent to release of medical information. 

Review of Medical Information Relevant to Job Function Evaluation 
The Law Society will assess the employee’s employment history, including: 
 the essential (or core) duties of the current job performed by the employee;
 the physical demands of the entire job; and
 the physical demands of the essential duties.

Assessment of Feasibility of Accommodation in Employee’s Current Position or Last Job 
In determining how to accommodate an employee with a disability, the first step is to determine 
essential duties of the employee’s position and any bona fide occupational requirements of the 
position. The Law Society will identify any conflict(s) between the essential job duties or 
occupational requirements and the specific restriction of the employee and assess the steps 
required to facilitate the employee’s ability to perform the essential duties of his or her job. 

Flexibility in considering the way functions can be performed is necessary in order that the 
person being accommodated can achieve outcomes in a way which may be different from 
traditional methods. Accommodation of nonessential duties may be accomplished by using an 
alternate method for fulfilling these functions. 
Where the Law Society, assisted by the medical and other information reviewed, concludes 
that the essential duties of the employee’s current position cannot be performed with 
accommodation, the Law Society will assess accommodation alternatives other than the 
employee’s own job, which will be shared with the employee to consider his or her comments 
and input. 

Identifying and Assessing Other Accommodation Options 
When the employee cannot be accommodated in their own position, it may be reasonable to 
accommodate the individual in another position, and in such cases the Law Society will attempt 
to place the employee in another available position. 
The factors which will be considered in determining whether the individual will be placed in an 
alternate position include: 
 Whether the individual can perform the bona fide occupational requirements or essential

duties of the alternate position
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 Assessing whether any inability to perform essential duties due to the disability can be
resolved by modifying or adjusting the job, working conditions, work expectations or
workplace so as to enable the employee to perform the essential duties of other available
work;

 Whether the individual is currently qualified for the alternate position or can be trained to
perform it within a reasonable time;

 Whether placing the individual in the alternate position would result in undue hardship;
 Whether the alternate position is acceptable to the individual seeking accommodation.
Seeking Input into Recommendations
The Law Society will meet with the employee with the accommodation need to review the
accommodation options and receive the employee’s input. The Law Society will consider the
employee’s concerns and suggestions, if any, prior to finalizing its recommendation for
reasonable accommodation.

Implementation of Selected Accommodation 
After finalizing an accommodation, the Law Society will proceed to take all the necessary steps 
to implement and facilitate the accommodation initiative, including: 

 Meet with the employee to be accommodated to communicate the details of
the accommodation initiative.

 Confirm in writing to the employee to be accommodated the details of the
accommodation initiative, including:
• identification of position;
• outline of the specifics of accommodation (specific duration, details of any

modification of duties, working conditions, etc.)
• identify timing for and specifics of any review or reassessment of the

accommodation initiative.
 Pursue relevant communications with appropriate supervisors or

managers and other employees (for employees affected by
accommodation) regarding the details of the accommodation initiative
(bearing in mind privacy of medical information). The purpose of such
communications is to facilitate co- operation and support and prepare
the supervisor or manager to manage within the accommodation initiative.

 The Executive Director or HR director will monitor the
selected accommodation to ensure it has been implemented in
accordance with this policy. Accommodation plans will be reviewed from
time to time to determine whether any adjustments to the plans are
necessary.

Maintenance of Documentation 
The Law Society will maintain accommodation assessment files for any employee identified 
with a need triggering the duty to accommodate. The Law Society will ensure that all 
correspondence, notes and documentation generated in the course of pursuing 
accommodation assessments and initiatives is retained in the employee’s accommodation file. Such 
documentation will include, but is not limited to, all correspondence, medical information, written 
confirmation of restrictions, physical demands analysis, notes of accommodation 
assessments, summaries of accommodation options, written confirmations of terms of 
accommodation initiatives implemented, and employee input. 

Consideration of Undue Hardship 
The Executive Director or designate shall be responsible for any decision about the likelihood 
of undue hardship arising by considering the following:
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 The nature and cost of the accommodation as assessed in the context of the size and
financial situation of the Law Society as a whole;

 Disruption to the business of the Law Society having regard to any bona fide
occupational requirements;

 Whether the accommodation substantially interferes with the rights of other
employees;

 Relative interchangeability of the workforce and facilities;
 Safety and/or health risks, if any, and who bears them.

Where No Accommodation is Available 
In circumstances where a decision is made that an accommodation is not available because 
it will result in undue hardship to the organization the employee shall be promptly informed of 
such decision and advised of his or her right to lodge a complaint to the Saskatchewan Human 
Rights Commission. 

8. Use of Office Resources

• TELEPHONE AND LONG-DISTANCE ACCESS POLICY

The Law Society provides a telephone and long-distance access for the purposes of 
facilitating member and client communications. As such, please observe the following 
restrictions as they relate to personal use of the phone system: 

Keep your long-distance conference call sign-in information confidential. It is for your use 
only. If you need to make a personal long-distance call, please get permission from your 
Supervisor/Manager to do so. It is our expectation that you will only make such calls in an 
emergency. Making personal long-distance calls without permission, or abusing permission 
through excessive calling, will be treated as theft and will result in disciplinary action and 
required payment of charges owing. Feel free to make locals call when on break or lunch. 
Please do not call directory assistance for personal reasons as each call results in a charge 
to the organization. 

• TECHNOLOGY USE POLICY
The Law Society provides many business tools to its employees and contractors to enhance
their productivity and jobs. These tools include computers and their software, internal
networks (e-mail, intranet), external networks like the Internet, voice mail, fax, copiers, and
so on. We require that these systems be used in a responsible way, ethically, and in
compliance with all legislation and other Law Society policies and contracts. Non-compliance
could have a severe, negative impact on the Law Society, our employees and clients.

Appropriate Use 
Individuals at the Law Society are encouraged to use the corporate systems to further the 
business goals and objectives of the organization. The types of activities that are 
encouraged include: 
 Communicating with fellow employees, Law Society business partners, and Law Society

clients/members within the context of an individual’s assigned responsibilities.
 Acquiring or sharing information necessary or related to the performance of an

individual’s assigned responsibilities.
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Inappropriate Use 
Individual employee use will not interfere with other employees’ use and enjoyment of the 
systems. Use in a manner that is not consistent with the mission of the Law Society, 
misrepresents the Law Society, or violates any Law Society policy is prohibited. This 
includes, but is not limited to, the following: 
 The contents of messages, downloads, and so on must not be offensive, insulting, or

harassing for other employees, users, or non-employees, or contain comments that
could reasonably be interpreted as discriminatory.

 The systems may not be used for illegal or unlawful purposes, including copyright
infringement, obscenity, libel, slander, fraud, defamation, plagiarism, intimidation,
forgery, impersonation, illegal gambling, soliciting for illegal pyramid schemes, and
computer tampering (e.g. spreading computer viruses).

 Employees/users should not pay access fees or commit the Law Society financial
resources without formal authorization.

 The Law Society allows limited personal use for communication with family and friends,
independent learning, and public service. Systems access at the Law Society is
controlled through individual accounts and passwords. Department managers are
responsible for defining appropriate access levels/usage for the persons in their
department and conveying that information to the network administrator.

 The Law Society prohibits use for mass unsolicited mailings, access for non- employees
to Law Society resources or network facilities, competitive commercial activity unless
pre-approved by the Law Society, and the dissemination of chain letters.

 Individuals may not view, copy, alter, or destroy data, software, documentation, or data
communications belonging to the Law Society or another individual without authorized
permission.

 Employee/users will not violate the policies of any network accessed through their
account.

 To maintain network performance, employees/users should not send unreasonably large
electronic mail attachments and should limit their download of MP3 music files and
graphics.

Ownership & Privacy Issues 
The systems are Law Society’s property as well as, for access and security purposes, the 
information they contain. We respect our employee’s right to privacy; however, we grant 
access to our systems for business use. Employees must not expect that information 
contained in these systems is private. The Law Society reserves the right, from time to time, 
for commercial, legal or otherwise valid reasons, to read, monitor, control and access user 
files and messages created, saved, transmitted, or received. In the event of intercepted 
illegal activity, we will bring them to the attention of the appropriate authority without prior 
notification to the sender or receiver. 

Violations of this policy will be treated like other allegations of wrongdoing at the Law 
Society. Sanctions for inappropriate use of our systems may include, but are not limited to, 
one or more of the following: 
 Temporary or permanent revocation of access to some or all computing and networking

resources and facilities.
 Disciplinary action.
 Legal action according to applicable laws and contractual agreements.
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Passwords are an important aspect of computer security. They are the front lines of 
protection for user accounts. It is critical that an appropriate password is chosen so as not to 
compromise the Law Society’s entire network. As such, all Law Society employees 
(including contractors and vendors with access to the Law Society’s systems) are 
responsible for taking the following steps to ensure a proper password is chosen and kept 
secure: 

 All system-level passwords (e.g. root, enable, NT admin, application administrative
accounts, etc.) must be changed every 45 days.

 All productive system-level passwords must be part of the Law Society’s administered
global password management database.

 All user-level passwords (e.g. e-mail, Web, desktop computer, etc.) must be changed
every 45 days.

 User accounts that have system-level privileges granted through group membership or
programs must have a unique password from all other accounts held by that user.

 Where Simple Network Management Protocol (SNMP) is used, the community strings
must be defined as something other than the standard defaults of “public,” “private,” and
system, and must be different from the passwords used to log in interactively. A keyed
hash must be used where available (e.g. SNMPv2).

 Passwords must not be inserted into e-mail messages or other forms of electronic
communications.

Password Construction Guidelines 
Passwords have various uses and purposes at the Law Society, some of which are 
common, others that are complex. Since very few systems have support for one-time tokens 
(dynamic passwords intended for a single use), all employees should be aware of how to 
select strong passwords. 
Poor/weak passwords have the following characteristics: 
 The password contains less than 8 characters.
 The password is a word found in the dictionary (English or Foreign).
 The password is a commonly used word or phrase such as a pet’s name, a birthday, a

phone number, or a letter or number pattern.

Strong passwords have the following characteristics: 
 Contain both upper- and lower-case characters.
 Have digits and punctuation characteristics as well as letters.
 Are at least 8 alphanumeric characteristics long.
 Are not based on personal information (e.g. names of family members).
 Do not use the same password for the Law Society accounts as for other non- Law

Society access, and where possible, don’t use the same password for various Law
Society access needs.

It is critical that you do not share your password with anyone. All passwords are to be 
treated as sensitive, confidential Law Society information. If someone demands a password, 
refer them to this document and have them contact the MicroAge for assistance. 

If an account or password is suspected to have been compromised, report the incident to 
the MicroAge and change all passwords. Password cracking or guessing may be 
performed on a periodic or random basis by MicroAge. If a password is guessed or cracked 
during one of these scans, the user will be required to change it.

Law Society Office Policy Manual – Updated April 15, 2020 

• PASSWORD POLICY
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Use of Passwords and Passphrases from Remote Access Users 
Access to the Law Society networks via remote access (VPN) is to be controlled using a 
one-time password authentication or public/private key system with a strong passphrase. 

A passphrase is a longer version of a password and is therefore, more secure. A 
passphrase typically is composed of multiple words. A good passphrase is relatively long 
and contains a combination of upper and lowercase letters, numeric and punctuation 
characters. 

The rules above that apply to passwords also apply to passphrases. 

Any employee found to have violated this policy may be subject to disciplinary action. 

9. PURCHASING POLICY
In order to track all purchases and adhere to budgetary guidelines, all purchasing for the
Law Society will be centralized through the Office Administrator.

Items to be purchased on a daily basis (regular office supplies) will go to Laura and special
order will go to Ruth. Orders will be placed on a timely basis.

It is recognized that there will be times when special orders items are needed. In this case,
please notify the Office Administrator of your purchase.

The purchase of computer equipment and furniture is centralized through Tim Huber.

10. EXPENSE POLICY
It is the intent of the Law Society Expense Policy to reimburse employees for necessary,
reasonable, and actual business expenses. Employees are to follow all policies. Any
exceptions must be clearly documented and detailed on the expense statement.

Any expenses that are not pre-approved may not be accepted by the Law Society.
Expenses will be allowed for the following items:

 Organization Managed Expenses
Organization expenses must be pre-approved at the beginning of the year in a formal
budget process. This includes all meals, entertainment, driving, and any other form of
expense.

Generally, meals and expenses incurred while entertaining members, benchers, 
consultants, and those involved in the support to the governance, admissions and/or 
education process may be expensed within the pre-approved budgets. Names must be 
added to the meal receipt for tracking purposes. 

Expense items, such as parking and other incidentals, will be covered by the Law Society if 
they are related to business travel or a business event. 
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The Law Society will pay for parking at the event location and mileage charges to the event 
location if the event is located outside the core area of the municipality in which the 
employee normally works. 

 Business Travel
Those required to travel for business purposes will be reimbursed based on the Government
of Saskatchewan’s current mileage rate. In the case of overnight out of town travel, please
keep copies of your receipts for meals and hotel rooms and submit to the Office Administrator
for reimbursement.

 Cell Phones
As a rule, cell phone usage will not be paid for; however, when cell phone usage facilitates
your job performance and usage has been approved, you will be reimbursed up to $40.00
per month for that usage.

11. PRIVACY POLICY
The Law Society is committed to maintaining the accuracy, confidentiality and security of all
your personal information. This Privacy Policy describes the personal information the Law
Society collects from or about you, how we use that information and who we disclose it to.

What This Policy Does & Doesn’t Cover
This Privacy Policy applies to the personal information of all individuals who apply to be, are,
or were employed by the Law Society (collectively, "employees").

For purposes of this Privacy Policy, “personal information” means any information about an
identifiable individual, other than the person's business title or business contact information
when used or disclosed for the purpose of business communications. Personal information
does not include anonymous or non-personal information, i.e., information that can’t be
associated with or tracked back to a particular individual.

Compliance with Privacy Laws
The Law Society’s policy is to comply with the Saskatchewan Freedom of Information and
Protection of Privacy Act and with federal PIPEDA law (Personal Information Protection &
Electronic Documents Act) to the extent an operation is subject to federal regulation.

This Privacy Policy establishes a general framework. If you’re unsure or have questions
about whether and how this Privacy Policy applies to you, please ask the HR director.

Personal Information about Employees We Collect
The Law Society collects and maintains different types of personal information concerning
employees, including the personal information contained in:
 Resumes and job applications;
 References and interview notes;
 Photographs and video;
 Letters offering and accepting employment;
 Mandatory policy acknowledgement sign-off sheets;
 Payroll information; including but not limited to social insurance number, pay cheque

deposit information, and RRSP information;
 Wage and benefit information;
 Forms relating to the application for, or in respect of changes to, employee health and

welfare benefits; including, short- and long-term disability, medical and dental care; and
 Beneficiary and emergency contact information.
The Law Society also collects personal information such as names, home addresses, phone
numbers, personal email addresses, dates of birth, employee identification numbers and
marital status, and any other information necessary to Law Society’s business purposes,
which is voluntarily disclosed in the course of an employee's application for and employment
with the Law Society.

The Law Society generally collects personal information directly from you, the employee. We 
generally get your permission first before we try to collect personal information about you that 
is held by a third party either by asking you directly for permission or implying that we have 
your permission based on your actions. 

From time to time, the Law Society may receive personal information about you collected 
from third parties we do business within the course of our business interactions. In those 
circumstances, the Law Society will take reasonable steps to ensure that those third parties 
have represented to us that they have the right to disclose your personal information to us. 
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The Law Society may also collect personal information about you without your knowledge or 
consent where we’re allowed to do so by law. 

Purposes of Collecting Employee Personal Information 
The Law Society uses, collects and discloses personal information about employees for our 
business purposes, including: 
 Establishing, managing or terminating your employment;
 Deciding if you’re eligible to be offered a job, including verification of your references

and qualifications;
 Administering pay and benefits;
 Processing employee work-related claims (e.g. workers’ compensation, insurance

claims, etc.);
 Establishing training and/or development requirements;
 Conducting performance reviews and determining performance requirements;
 Assessing qualifications for a particular job or task;
 Gathering evidence for disciplinary action or termination;
 Establishing a contact point in the event of an emergency (such as next of kin);
 Complying with applicable labour or employment laws;
 Compiling directories;
 Ensuring the security of organization-held information; and
 Other purposes as are reasonably required by the Law Society.

Monitoring 
The work output of the Law Society employees, whether in paper record, computer files, or 
any other storage format belongs to us. Such work output and the tools used to generate it 
are always subject to review and monitoring by the Law Society and you should not have 
any expectation that they constitute your private information. 

The Law Society also reserves the right to monitor all employees' computer and e-mail use. 

How We use Employee Personal Information 
The Law Society may use your personal information for: 
 The purposes described in this Privacy Policy; or
 Any additional purposes that we advise you of and get your consent to where such

consent is required by law.

The Law Society may also use your personal information without your knowledge or 
consent where we’re allowed or required to do so by law. 
How & When We Disclose Employee Personal Information 
The Law Society may share your personal information with our employees, contractors, 
consultants and other parties who require the information to help us establish, manage or 
terminate your employment. In some instances, such parties may also provide certain 
information technology and data processing services to us so that we may operate our 
business. We may share personal information with such parties both in and outside of your 
home jurisdiction, and as result; your personal information may be collected, used, 
processed, stored or disclosed in Canada. 

We typically require the parties with whom we share personal information to comply with 
the terms of this Privacy Policy when using or disclosing that information.  In addition,
our personal information may be disclosed: 

I

 As permitted or required by law or regulatory requirements—in which case, the Law
Society will try not to disclose more personal information than required under the
circumstances;

 To comply with valid legal processes such as search warrants, subpoenas or court
orders;

 As part of the Law Society’s regular reporting activities;
 To protect the rights and property of the Law Society;
 During emergency situations or where necessary to protect a person’s safety;
 Where the personal information is publicly available; or
 With your consent where such consent is required by law.

Notification & Consent 
The Law Society is generally not required by privacy laws to get your consent to collect, use 
or disclose personal information for the purpose of establishing, managing or terminating 
your employment. In addition, we may collect, use or disclose your personal information 
without your knowledge or consent where allowed or required by law. 
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If we do need your consent, we will assume, unless you tell us otherwise, that you have 
consented to the Law Society’s collecting, using and disclosing your personal information for 
the purposes stated above. You may also, at any time, subject to legal or contractual 
restrictions and reasonable notice, withdraw your consent. All communications withdrawing or 
varying the terms of your consent should be in writing and addressed to the HR director. 

How We Protect Employee Personal Information 
The Law Society maintains physical, technical and procedural safeguards to protect your 
personal information and ensuring that it doesn’t get lost and secured from unauthorized 
access, copying, use, modification or disclosure. 
How Long We Retain Employee Personal Information 
Except as otherwise allowed or required by law, the Law Society tries to ensure that we retain 
your personal information only for as long as we believe is necessary to fulfill the purposes for 
which we collected it. Once we determine that retaining that information is no longer 
necessary, the Law Society will destroy or erase or make it anonymous so that it can’t be 
associated with or tracked back to you. 

Updating of Employee Personal Information 
We ask you to keep us informed if and when your personal information happens to change 
during the course of your employment so that we can ensure that the information contained 
in our records is both accurate and current. Please update this information through 
BambooHR, our HR information system. 

You may request that we change your personal information at any time. If we don’t agree to 
the requested change, we will instead append an alternative text to the record in question. 

Employee Access to their own Personal Information 
You have access to review much of the personal information that we hold about you via 
BambooHR. 

Your right to access the personal information that we hold about you at this time outside of 
BambooHR is subject to limits. The law may allow or even require us to refuse to provide 
some or all the personal information that we hold about you. In addition, the personal 
information may have been destroyed, erased or made anonymous in accordance with our 
record retention obligations and practices. 

In the event that we can’t provide you access to your personal information, we’ll try to 
explain the reasons why, subject to legal restrictions. 

Law Society’s Right to Revise this Privacy Policy 
The Law Society may make changes to this Privacy Policy in accordance with changes to 
legal requirements or internal information policies and practices. We’ll notify you of any 
changes we make and distribute to you a revised version of the Privacy Policy incorporating 
the change. 

Questions or Concerns 
If you have any questions about this Privacy Policy or concerns about how we manage your 
personal information, please contact the HR director via email. 

12. CODE OF CONDUCT
The Law Society exists to self-govern the legal profession in the best interests of the public
and is a leader in fostering public confidence through effective and innovative regulation of
legal services. Our organization seeks to regulate and uphold high standards of competence
and integrity in its members, including admission standards and education through the
Saskatchewan Legal Education Society; the Code of Professional Conduct; and the discipline
of errant law society members.
Acting in the public interest, the Law Society of Saskatchewan:
 protects the public by regulating competence and integrity in legal services;
 promotes access to legal services;
 ensures the independence of the legal profession; and
 advances the administration of justice and the rule of law.

The following Code of Conduct (“the Code”) is designed to allow the Law Society its long 
tradition of integrity and credibility with the public and within the legal services profession. 

The Code is organized into categories, as follows: 
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Service 
 Always act with fairness, honesty, integrity and openness; respect the opinions of others

and treat all with equality and dignity without regard to religion; creed; marital status;
family status; sex; sexual orientation; disability; age; colour; ancestry; nationality; place of
origin; race or perceived race; receipt of public assistance; gender identity.

 Promote the mission and objectives of the Law Society in all dealings with the public and
our members on behalf of the Law Society and within the Law Society.

 Provide a positive and valued experience for those receiving service within and outside
the Law Society.

Accountability 
 Act with honesty and integrity and in accordance with any professional standards and / or

governing laws and legislation that have application to the responsibilities you perform for
or on behalf of the Law Society. The Law Society is a provincial organization. The Law
Society’s Human Resource policies apply to all employees. Policies are reviewed every 3
years or sooner if an issue arises with its interpretation and use.

 Comply with both the letter and the spirit of any training or orientation provided to you by
the Law Society in connection with those responsibilities.

 Adhere to the policies and procedures of the Law Society and support the decisions and
directions of the Law Society benchers and its delegated authority.

 Take responsibility for your actions and decisions. Follow reporting lines to facilitate the
effective resolution of problems. Ensure that you do not exceed the authority of your
position.

The following policies are closely associated with the Law Society’s Code of Conduct. 

• CONFIDENTIAL INFORMATION POLICY
As an employee or contractor of the Law Society, you may have access to confidential
information regarding our members and affiliated organizations that is commercially
valuable. Any unauthorized use or disclosure of this information would cause serious and
irreparable injury to the Law Society.

Confidential information includes, but is not limited to:
 Operational and strategic plans;
 Compensation practices;
 The member list and all information related to our members;
 Information regarding the employees and suppliers of the employer;
 The financial affairs of the employer;
 Any other information in any form (including all memoranda, notes, records, reports,

manuals, and any other documents, both hard copy and electronic data), which is not
generally known to the public.

You agree that you will not directly or indirectly use, divulge, disclose, or communicate to 
any person, firm, or corporation any confidential information, unless it is with the written 
permission from the Law Society. 

• CONFLICT OF INTEREST POLICY

Employees have a responsibility to act in the best interests of the Law Society, and according
to our organization’s ethics and values. However, situations may arise where an employee
may face, or currently faces, a conflict of interest or the appearance of a conflict of interest
between personal/private goals and the organization. The Law Society expects our
employees to report any such conflicts. This policy outlines how to identify a conflict of
interest, examples of conflict of interest, and reporting procedures.
This policy applies to all employees of the Law Society.

Definitions
 Conflict of Interest: Any situation where an individual’s personal or private interest

influence his or her professional judgment or are at odds with his or her professional
duties or interests. This includes actual as well as apparent or potential conflict of
interest situations. A conflict of interest need not involve financial gain but can also
include private or personal benefit including direct personal benefit or indirect such as
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the benefit of another person, organization or entity with whom the employee has a 
relationship. 

 Disclosure: Notifying in writing a direct manager such as supervisor, HR director, senior
leadership or the board of directors of any direct or indirect personal/private or financial
interests, positions or relationships which could lead to a potential, apparent or actual
conflict of interest.

General Policy 
The conflict itself is not in and of itself unethical or corrupt, nor is recognizing or encountering a 
conflict of interest; it is the action taken after the fact that a conflict of interest may exist that 
dictates whether a conflict of interest becomes an issue of concern. Such conflicts of interest at 
work could arise through: 
 Access to information that is not accessible to the public
 Personal or business relationships
 Endorsements
 Financial, personal or professional interest in another organization
 Employment
 Employment relationships
 Accepting gifts above $100
 Using personnel, connections or resources for personal interest or gain
 Influencing the purchase of equipment or services that benefit the employee or an entity

with which the employee is affiliated
 Hiring, terminating, promoting, and/or transferring an employee

Conflict of Interest Reporting Procedure 
The Law Society expects that if at any time an employee recognizes they are faced with a 
conflict of interest at work, or recognize the potential for one to arise, it is their responsibility 
to advise their HR director in writing of the potential or actual conflict of interest. The 
employee’s manager along with HR director will deliberate on the next steps and advise if an 
alternative arrangement can be reached, or how the situation can be resolved, without 
negatively affecting the employee or organization. 
A notification of conflict of interest will be maintained on file during the employee’s period of 
employment or until such time as no conflict of interest had been found or remains. 

Avoidance/Withdrawal 
When an employee becomes aware of a potential conflict of interest situation the employee 
will take active steps to avoid involvement in the conflict of interest and withdraw from any 
opportunity to influence or impact decisions and actions related to the conflict of interest 
situation. This should be undertaken as soon as possible and may precede a formal written 
notification of a potential or actual conflict of interest. 
If the potential conflict of interest is declared and it is determined that a conflict of interest 
does not exist, or the conflict of interest is deemed non-significant the employee may be 
granted permission to re-engage. 

Authorization of Exception 
 The executive director (or delegate) may permit/authorize exceptions to the application

of the provisions of this policy if the interests of the Law Society are clearly well served
by the participation of the employee in the process.

 All requests for exceptions must be accompanied by reasons and be submitted in writing
to the executive director (or delegate).

 Reasons for granting, or refusing exceptions, will be made to known to the affected
parties, in writing, including the period of time for which the exception is authorized.

 Documents concerning exceptions shall be kept in the executive director’s office.

• OUTSIDE EMPLOYMENT
As a rule, full-time employees may not obtain outside employment that creates interference
with their primary job or that creates a conflict of interest.

Secondary jobs are permissible only if the employee can continue to perform their normal 
duties and work requirements within the regularly scheduled workweek. Work assignments 
and schedules will not be modified to allow the employee to perform duties or services that 
are not related to the Law Society. 
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The Law Society has no objection to an employee holding outside employment so long as 
they can meet the performance standards of their job with the Law Society.  Unless 
otherwise agreed to, employment with the Law Society is deemed to be full time. The Law 
Society recognizes that an employee may be justified under certain circumstances to 
accept casual outside employment to be performed after working hours if no conflict with 
the Law Society’s interest is involved. 

Employees shall not engage in or accept any activity, business, or employment during or 
after working hours that could be considered in conflict with the Law Society’s interests or 
diminish the ability of the employee to render to the organization the full, loyal and undivided 
service which is contemplated in his or her employment by the Law Society. 

Should an employee wish to obtain outside employment, it should be discussed with the 
employee’s supervisor/manager prior to accepting the job. 

Any questions related to the content of this policy or its interpretation should be directed to 
the HR director. 

• ORGANIZATION SOCIAL EVENTS POLICY (Revised: 01.14.2019)
The purpose of this Policy is to establish ground rules for behaviour during employee social
events and functions, including both organization-sponsored events.

SCOPE 
As used in this Policy: 
“Organization-sponsored social events” refers to holiday parties, picnics, receptions, 
dinners, outings and other social or recreational events that the Law Society holds for 
employees during the year to express its appreciation for their contribution and foster 
organization-wide collegiality and morale, including events that are: 

• Held on- and off-organization premises;
• Held during regular business hours and on nights and weekends;
• Limited to employees and/or to which employees’ families and guests, organization’s

members and other associates are also invited.

Planning of Organization-Sponsored Social Events 
Responsibility for creating, proposing, planning and staging organization-sponsored social 
events will be exercised by the Law Society Social Events Planning Committee which will be 
provided with an approved budget by the Executive Director on an annual basis. 

Employee Conduct at Social Events 
Organization-sponsored social events are held for social and recreational purposes. 
Attendance and participation are strictly voluntary. 
Employees must behave appropriately and professionally at all social events, whether 
sponsored or unsponsored, on-site or off-site, during or after regular business hours. 
Employees are reminded that the Law Society Code of Employee Conduct and Policies 
apply at all such events, including but not limited to policies banning workplace sexual 
harassment, violence and bullying. 

Drinking & Driving 
Employees must obey the law and not drink and drive. They are also encouraged to take 
steps to look out for their co-workers and guests and ensure that they do not drink and drive. 
If an employee knows or suspects that a person is intoxicated, he or she should confront the 
individual. But if the employee is not comfortable with that, he or she must notify the monitor 
or manager in charge. The individual who is impaired should be asked to leave the event. If 
necessary, the Law Society will make arrangements for the individual’s safe transportation. If 
the individual refuses to leave in such transportation, the monitor or manager in charge 
should immediately notify the authorities. In no event should the individual be permitted to 
drive himself/herself from the event. 

Violations 
Employees who violate any of the above rules will be subject to discipline under the Law 
Society’s disciplinary procedure. 
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• OFFICE RELATIONSHIP DISCLOSURE POLICY

Purpose 
The Law Society is committed to providing a workplace that is free of harassment, 
discrimination, conflicts of interest, and favoritism. The Law Society will not tolerate 
unwelcome or offensive conduct, conduct that creates a hostile work environment, or sexual 
harassment. 

The Law Society’s Office Relationship Disclosure Agreement is a tool used to provide 
employees and the organization with clarity about the sexual/romantic relationship status 
between employees working in the same organization. 
Scope 
Each employee of the Law Society is required to inform the organization if a sexual/romantic 
relationship exists between the employee and another employee, regardless of location of 
employment, position or tenure of the employee in the organization. This will include 
completing a disclosure agreement and returning it to the HR director. 

Workplace Sexual/Romantic Relationship: A personal relationship between employees 
that includes dating activities. 

• SOCIAL MEDIA POLICY (under development)
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APPENDIX A: Application for Maternity/Paternal/Adoption Leave 

LAW SOCIETY OF SASKATCHEWAN 
APPLICATION FOR LEAVE 

Name: _______________________________________ SIN: ________________________ 

Expected Date Leave to Commence: ________________________________________________ 

Duration of Leave (Weeks): ______________________________________________________ 

Expected Date of Return to Work: ________________________________________________ 

Employee Signature: __________________________________ Date: __________________ 

TO BE COMPLETED BY ADMINISTRATION: 

Application Received by:  ______________________________ Date: __________________ 

Application Approved by: ______________________________ Date: __________________ 

Actual Commencement of Leave: ________________________________________________ 

Return Date: __________________________________________________________________ 

Length of Service at Commencement of Leave:   _____________________________________ 

Eligibility for UIC Top-Up: ____________________________________________________% 
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Appendix B: Definition of Member of Employee's Family 

Under Canada's Employment Insurance Act, employees can receive leave to care for their family 
members or a family member of a spouse or common-law partner. A family member or a family member of 
a spouse or common law partner includes: 

Family Members: Family Members of Spouse or Common-Law 
Partner: 

* Children * Children
* Wife, husband, common-law partner * Father, other (married or common-law)
* Father, mother * Father's wife, mother's husband
* Father's wife, mother's husband * Common-law partner of the father or the
* Common-law partner of the father or the mother of your spouse or common-law
mother partner
* Brothers, sisters, stepbrothers, stepsisters * Brothers, sisters, stepbrothers, stepsisters
* Grandparents, step-grandparents * Grandparents
* Grandchildren, their spouses or * Grandchildren
common-law partners * Sons-in-law, daugthers-in-law (married or
* Sons-in-law, daugthers-in-law (married (common-law)
or common-law) * Uncles, aunts
* Father-in-law, mother-in-law (married * Nephews, nieces
or common-law) * Current or former foster parents
* Brothers-in-law, sisters-in-law (married * Current or former wards
or common-law)
* Uncles, aunts, their spouses or
common-law partners
*Nephews, nieces, their spouses or
common-law partners
* Current or former foster parents
* Current or former foster children, their
spouses or common-law partners
* Current or former wards
* Current or former guardians, their
spouses or common-law partners
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Appendix C: Wellness/Flexible Benefits Reimbursement Form 

Name: ______________________________________ 

What type of claim: Health or dental benefits claim not covered by GMS 
(please check one) Wellness equipment 

Health/fitness membership and/or classes 

If health or dental 
benefit claim, indicate 
specifics ________________________________________ 

If wellness equipment 
claim, indicate specifics ________________________________________ 

If health or fitness 
membership claim, 
indicate specifics ________________________________________ 

Date of Submission: ________________________________________ 

________________________________________ 
       (Signature) 

• Please submit this form as required, along with receipt to Laurie Johnson, Human Resources Director
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APPENDIX D: Training Request Form 

To be completed by employee: 

Employee Name: _______________________________ Date: ______________________ 

Position: ______________________________________ Location: ___________________ 

Manager: _________________________________________________________________ 

Course Description:       

Institution:   ______________________________________________________________     

Course Name: _____________________________________________________________ 

Cost: _____________    Start Date: ________________   End Date: ___________________ 

Class schedule(s): __________________________________________________________ 

Passing Grade: ____________ 

Add additional information or comments to the back of this form if necessary. 

Business Benefit: (please describe the benefit this course will provide in your position and to the 
organization)  

Long Term Educational Objective: (please advise if you will continue education or will pursue a 
designation or certification) 

I understand and agree that if I resign prior to fulfilling my commitment as set out in the employee 
professional development policy, I will be required to reimburse the Law Society for $XXX.XX which 
represents 50% of the cost of the training and any related expenses.  I authorize the Law Society to deduct 
this amount from my final pay. 

Employee’s Name/Signature: ______________________________ Date: ________________ 

Manager’s Name/Signature: _______________________________ Date: ________________ 
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