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GRIT 
 

  

Mission Statement 
 

GRIT provides family-centred and inclusive early learning experiences to support the meaningful 
participation of children with disabilities in home, community and school. 
 

 

Vision Statement 
 

Communities embrace diversity, and uphold the value and rights of all children and their families. 
 

Values and Beliefs  
 

Family Centred Practice  
GRIT values the uniqueness of families. Through collaboration, a flexible partnership is created. The family 
is the constant in a child’s life; they hold a central role in informed decision making and choices for the well-
being of their child and family. Meaningful opportunities for active participation, learning, and strengthening 
of advocacy skills for the entire family are an integral aspect of our program. The family gains confidence in 
their abilities to positively influence their future.  
 

Community Inclusion  
Inclusion is rooted in the belief that “we all belong”. All children have the right to participate in natural 
settings, regardless of their diverse abilities. When children are included, they are active and valued 
participants in typical family life, community, and in their neighbourhood school. An inclusive community is 
a welcoming community where each member experiences the feeling and reality of belonging. 
 

Learning Through Play  
Young children learn through play. Guided play forms a strong foundation for ongoing social, physical, 
emotional, and cognitive development. Through play, children learn to make sense of their world, to practice 
skills, to imagine, and to create a valued role for themselves. Play builds experience and confidence; it is the 
real work of children. 
 

Learning Organization  
The most valuable asset of an organization is its people. GRIT families and staff are involved and passionate. 
They learn together, seek knowledge, and discover innovative practices for their work.  Through constant 
dialogue, respect, and trust, people and ideas evolve and grow. 
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PERSONNEL  
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PS100 – Recruitment and Selection 

Purpose 
 

GRIT’s employment practices do not discriminate against any person because of race, 
nationality or ethnic origin, color, religion, gender or sexual preference, age, or 
physical or developmental ability. Employment is conditional upon the employee’s 
appropriate qualifications for and the continuing ability to fulfill the duties of the 
position, and willingness to abide by the Personnel policies and procedures. 
 
 

Policy 
 

It is the policy of the Program to conduct a search for the best candidate in accordance 
with the Mission of the Program and the requirements of that position. 
 
It is the policy to recruit from within the organization whenever possible if deemed 
appropriate for positions that become available. In all cases, attempts will be made to 
hire professional personnel with the highest qualifications appropriate to the job 
description of each position, with “professionally qualified” being a combination of 
appropriate academic training, personal qualities, skills, and experience. 
 

Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS100 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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PS101 – Terms and Conditions of Employment 

Purpose 
  

Policy 
 

All employees are entitled to have a clear description of the terms and conditions of 
their employment.   
 
Conditions may include: 

• Orientation  
• Probationary period 
• Hours of work 
• Place(s) of work 
• Annual reassignment 
• Benefits 
• Performance monitoring 
• Professional development and training 
• Salary 
• Job description  
• Vacation 

 
Procedures  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS101 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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PS102 – Security Clearance 

Purpose 
 

To ensure a safe work environment it is the policy of GRIT that a security clearance 
check will be conducted on all new employees and at three year intervals as a 
condition of employment. Fees associated with the security clearance at the time of 
hiring are the responsibility of the employee. This will include: 
 

• Criminal record check 
• Child welfare check 
• Driving abstract required when transporting children 

 
Policy 
  

Procedures In the event that any of the above checks reveal a history, the prospective staff will 
be given an opportunity to explain and the agency will apply the following criteria:  
 

• Prospective employees explanation 
• Number of offenses 
• Nature of offense 
• Circumstances surrounding the offense 
• Length of time since offense 
• If any of the offenses were specific towards children (i.e. Child Welfare 

Check) 
 
In situations where a check has revealed a history, any and all discussions to 
determine satisfactory or unsatisfactory clearance must include the Executive 
Director.  The Executive Director will make the final determination.  
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS102 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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PS103 – Cardiopulmonary Resuscitation (CPR) and First Aid Training 

Purpose 
  

Policy 
 

All developmental assistants are required to have current first aid and 
cardiopulmonary resuscitation training. GRIT provides annual training opportunities 
to all staff. Training costs at the expense of the Agency. Staff in their probationary 
period will not be paid for their training time.    
 

Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS103 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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PS104 – Confidentiality 

Purpose 
 

To protect the privacy of the children and families we serve as well as our employees.  
To ensure all employees, practicum students and volunteers understand the proper 
process for respecting confidential information. 
 

Policy 
 

Personal information (both written and verbal) about children, families and staff will 
be treated with respect and confidentiality. Information shared that is personal in 
nature should not be disclosed unless it is necessary and only following the 
appropriate guidelines. 
 

Procedures GRIT staff will 
• Ensure that all employees, practicum students and volunteers sign an oath of 

confidentiality.  The oath of confidentiality will be signed yearly by 
employees during orientation. The oath of confidentiality extends to:  
- All information about children and families, verbal and written 
- Families no longer in the program 
- Any information regarding personnel, compensation, finances, and 

operations of the Program. 
• Ensure employees feel comfortable to discuss personal or professional issues 

or concerns in confidence with their appropriate supervisor and feel assured 
that these discussions will remain confidential. 

• Ensure personal information about families will be treated with respect and 
confidentiality 

• Obtain informed parent/guardian consent in writing to release any 
information in any form to other sources.   

• Keep confidential information about child and family for a period of time as 
required by law in a safe and secure location. Information will be shredded 
when outdated. 

Take disciplinary action against individuals who violate the oath of confidentiality.  
A breach of confidentiality may be just cause for termination of employment or 
affiliation with the program. 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS104 

Date of Board Approval January 2013 
 

Date Last Amended March 2012 
 

Replacing Version Dated:  
March 2005 
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PS105 – New Staff Orientation 

Purpose 
 

GRIT believes that all new staff is entitled to an orientation. The purpose of this 
orientation is to acquaint employees with GRIT, its philosophy, policies, and 
procedures. 
 

Policy 
  

Procedures The orientation period will vary in length depending upon the position.  
 
New employees are encouraged to review the agency’s Policy and Procedures 
Manual, and meet program personnel. 
 
The Program will ensure all steps on the orientation checklist are completed within 
the 3-month probationary period. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS105 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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PS106 – Probationary Period 

Purpose 
  

Policy 
 

It is the policy of GRIT to provide all employees with a probationary period to 
evaluate the employee’s performance and to determine that the performance warrants 
continued employment. 
 

Procedures All personnel will serve an initial probationary period of at least 3 months, during 
which time either the employee or the employer for any reason may terminate 
employment.   
 
The probationary period may be extended, but shall not exceed 6 months. 
 
During the probationary period the employment may be terminated without written 
notice or payment in lieu of notice. 
 
A probationary performance appraisal will be carried out within the first three months 
of employment.   
 
Areas for future growth and learning identified within the employee's performance in 
the probationary appraisal shall result in an action plan for remediation to be 
developed by the supervisor and the employee. Timelines for remediation shall also 
be set.  
 
The supervisor shall recommend continuation of employment until the end of the 
contract term or continuation of the probationary period or termination of 
employment. 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS106 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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PS107 – Treatment of Personnel 

Purpose 
  

Policy 
 

The Program believes in speaking and treating others with respect and consideration 
at all times and in all interactions. This means interactions will at all times be 
professional, non - judgmental, calm and compassionate. 
 

Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS107 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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PS108 – Benefits 

Purpose 
  

Policy 
 

Mandatory employer contributions are made to Employment Insurance and Canada 
Pension Plan. 
 

Procedures When a minimum of 16.25 hours per week is worked, a group benefit package is in 
effect including life insurance, accidental death and dismemberment (AD&D), 
extended medical care and basic dental care.  Staff working 20.0 hours or more per 
week will be required to access long-term disability (LTD). 
 
When the employee has mandatory coverage of life, LTD and AD&D, the LTD 
premium is paid 100% by the employee and LTD benefits received are not taxable 
income. Life and AD&D premiums are paid 100% by the employee. The life 
insurance is considered a taxable benefit.   
 
Health and dental coverage premiums are shared equally between the employer and 
employee.  
 
The Employee may waive health and dental coverage if covered through their 
spouse’s plan.  
 
Registered Retirement Savings Plan contributions may be deducted and remitted on 
behalf of the employee to a plan set up by the Program. The contributions are made 
100% by the employee. 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS108 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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PS109 – Personnel Files 

Purpose 
  

Policy 
 

The Program shall maintain a permanent personnel record for employees. 
Employees’ personnel files will contain the following: 
 

• Name, address and date of birth 
• Social insurance number 
• Personal Tax Credits Return: TD1 
• Emergency contact information 
• Oath of confidentiality 
• Security clearance 
• Insurance documentation  
• Employment start date 
• Wage rate 
• Hours of work 
• Authorized leaves  
• Performance appraisals  
• Copies of documentation relating to maternity or adoption leave 
• Copies of termination notice 
• Copies of any written correspondence which includes but not limited to, 

letters of reference from the Program, requests for leave of absence, and 
compassionate leave 

 
Confidentiality of Personnel Files 
The content of the employee personnel files shall be considered confidential. Any 
employee may examine the contents of their personnel file under the direct 
supervision of the human resource coordinator. The contents of an employee’s 
personnel file shall not be removed. Confidential information contained in a 
personnel file shall be released to others only with the written authorization of the 
employee. Personnel files will be kept for at least 3 years following an employee’s 
termination at which time they will be shredded.   
The program protects personnel according to the Personal Information Protection 
Act.   

 
Procedures  

Other Related Policies: 
 
Forms: 
 
References: 
 

Policy Type / Number 
 

Personnel / PS109 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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PS110 – Time Sheets 

Purpose 
  

Policy 
 

Accurately recording time worked is the responsibility of every employee. Time 
worked is the time actually spent on the job(s) performing assigned duties. 
 

Procedures Time sheets are to be signed by the employee and by the family or approved alternate, 
and submitted on a monthly basis, within 5 working days after the end of the month. 
 
Authorized personnel will review time sheets each month. 
 
The program pays travel time to Developmental assistants in addition to the daily 
contracted hours.  Consultant daily contracted hours will include travel. 
 
The Program will reimburse travel, to any approved individual, at a determined set 
rate each year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS110 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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PS111 – Performance Appraisals 

Purpose 
 

To provide all employees an opportunity to receive feedback, set goals, continue to build 
upon knowledge and skills and celebrate success.  

 
Policy 
 

GRIT believes in the importance of regular performance appraisals for staff members. 
Appraisals give the employee constructive feedback, which allows them to be more 
effective in the performance of their duties, enhance their skills and address areas of 
growth. As well, the performance evaluation enables program administration to 
ensure employee responsibilities are being carried out appropriately and determine 
where more support or training are required 
 

Procedures Performance appraisals are completed during the first year of employment and every 
second year thereafter.  
 
The performance appraisal consists of the Supervisor utilizing core competencies 
from the employee’s job duties to evaluate and observe employee practices.  The 
Performance Review Form is used to provide specific comments, examples and 
strategies to achieve practices or enhance practices that are already in place.   
 
The Supervisor will share written feedback in a meeting between the employee and 
their Supervisor.  
 
One copy of the competed Performance Review Form shall be given to the employee, 
and the original shall be placed in the employee's personnel file. 
 
The employee shall be given an opportunity to respond to feedback on the 
performance appraisal verbally, as well as to provide written comments on the 
Performance Review summary. 
 
The employee's signature on the report does not indicate agreement with the report 
nor preclude the employee from filing an appeal of the appraisal. 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS111 

Date of Board Approval March 2010 
 

Date Last Amended December 2020 
 

Replacing Version Dated: March 
2008 
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PS111.1 - Teacher Growth, Supervision and Evaluation 

 
Purpose 
 

 
All certificated teachers, and school authorities, in the Province of Alberta are 
required to follow the Alberta Education Teacher Growth, Supervision and 
Evaluation (TGSE) Policy requirements which states: 
 

The Teacher Growth, Supervision and Evaluation Policy aims to ensure 
that each teacher’s actions, judgments and decisions are in the best 
educational interests of students (children) and support optimum 
learning. School authorities, Early Childhood Services (ECS) operators, 
superintendents, principals and teachers are responsible for facilitating 
quality improvement through each teacher’s career-long professional 
growth. 

 
Policy 
 
 

 
The Administration of The GRIT Program and teachers will work together to 
develop and implement policy to ensure that all teachers practice 
consistently in keeping with the Teaching Quality Standard. 

 
Procedures 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
Teacher Growth 
A certificated teacher employed by The GRIT Program is responsible for 
completing, during each program year, an annual teacher professional 
growth plan (using the GRIT Goal Setting Plan form). The plan should: 
 

a. Reflects goals and objectives based on assessment of learning needs 
by the individual teacher. 
 

b. Show a demonstrable relationship to the teacher quality standard. 
 

c. Takes into consideration the GRIT Program Philosophical Framework 
including beliefs, values, professional practices and outcomes. 

 
Teachers shall submit, by December 18th of each year, their annual plan to 
the Early Childhood Services (ECS) Manager for review, feedback, guidance 
and support. 
 
Copies of teacher professional growth plans are placed on their personnel file 
for reference. Unless the teacher agrees the content of the annual teacher 
growth plan must not be part of the evaluation process (as defined below).  
 
Once completed, the teacher may request past teacher growth plans be 
removed from their personnel file. 
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Supervision 
A fundamental component of this policy is the ongoing supervision of 
teachers by the Early Childhood Service (ECS) Manager, including: 

a. providing support and guidance to teachers; 
 

b. observing and receiving information from any source about the quality 
of teaching a teacher provides to children; and 
 

c. identifying the behaviors or practices of a teacher that for any reason 
may require evaluation. 

 
Evaluation 
Teacher growth plans are not specifically designed as tools for teacher 
evaluation. The information from an annual growth plan shall not be used for 
the purposes of evaluation.  
 
Written performance reviews are conducted in compliance with The GRIT 
Program performance appraisal (PS111) policy and the Educational Lead 
Performance Review Process and serve a broader function than the self-
directed goals and objectives identified within teacher growth plans. 
 
With that said some circumstances may require teacher evaluation to be 
conducted by another certificated teacher.  
 
Circumstances which may require this provision are: 

a. upon written request of the teacher 
 

b. for purposes of assessing the growth or development of the teacher in 
a specific area of practice; 
 

c. when, on the basis of information received through supervision, the 
Early Childhood Service (ECS) Manager has reason to believe that the 
teaching of the teacher may not meet the teaching quality standard; 
 

d. the teacher is seeking permanent professional certification and a 
current evaluation is requested. 

 
Upon completion of an evaluation, the ECS Manager must provide a copy of 
the completed evaluation to the teacher. 
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This policy does not restrict the GRIT Program from taking disciplinary or 
other action, as appropriate, where there is reasonable grounds for believing 
that the actions or practices of a teacher endangers children safety, constitutes 
a neglect of duty, a breach of trust or other grounds for which disciplinary 
action is necessary. 
 
Other Related Policies:  

- PS111 Performance Appraisals  
 
Forms:  

- Education Lead Performance Review 
- GRIT Goal Setting Plan 

 
References: 

- Alberta Teacher Growth, Supervision and Evaluation Policy  
- Alberta Teacher Quality Standard 

 
Policy Type / Number 
 

Personnel (PS) 

Date of Board Approval 
  

February 22, 2021 

Date Last Amended 
  

N/A Replacing Version Dated: N/A 

https://open.alberta.ca/dataset/92318229-5d7e-400c-95c4-f2fba9a9a5ec/resource/ed049795-c235-4436-8d9c-56e8a5a6aa57/download/2015-teacher-growth-supervision-and-evaluation-policy.pdf
https://open.alberta.ca/dataset/4596e0e5-bcad-4e93-a1fb-dad8e2b800d6/resource/75e96af5-8fad-4807-b99a-f12e26d15d9f/download/edc-alberta-education-teaching-quality-standard-2018-01-17.pdf
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PS112 – Long-Term Service Recognition 

Purpose 
 

To celebrate and recognize staff for their ongoing commitment to GRIT. 
 

Policy 
 

GRIT will recognize staff through monetary awards at 3, 5, and every 5 years 
thereafter, for their long-term service with GRIT. 
 

Procedures • Each year in June, staff will be reviewed for eligibility for Long Term Service 
Awards. 

• An employee hired up to and including November 30th of the year to receive 
the long-term award will be honored. An employee hired after that date, will 
received their award in June of the following year. 

• GRIT will honor long term service if a staff member has a break in service 
within the same program year and returns by the start of the next program 
year. This will only be granted one time.  

• If the employee leaves for greater than this period, the only standard that 
would be met is for Employment Standards – An employee’s length of 
service is the time that the employee has worked for the employer, which can 
include more than one period of employment, if the breaks between periods 
are not longer than 3 months. 

• Breaks in service do not include entitled leaves of absences. These leaves 
will be carved out for length of service, but are not a break in service. 

 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS112 

Date of Board Approval November 2010 
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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PS113 – Termination 

Purpose 
  

Policy 
 

Notice of termination of any employee shall be given in writing in accordance with 
the Alberta Employment Standards Code.   
 
Terminations are to be treated in a confidential and professional manner. The 
Program will ensure thorough, consistent termination procedures.   
 
During the probationary period of employment, an employee may be terminated by 
the supervisor without written notice of termination or payment of money in place of 
notice of termination.   
 
The Agency cannot guarantee on-going employment in the event of unforeseen 
circumstances that may interrupt employment.  This may include: a family leaving 
the program; unsuccessful match between staff and the placement to meet the 
individual and unique needs of child, family, or employee.   Every attempt will be 
made to reassign the Developmental assistant.  If this is not possible notice as required 
by Alberta Employment Standards or pay in lieu thereof shall be given.  This 
provision does not apply during the probationary period.    
 

Procedures At the termination of employment, by dismissal, any outstanding entitlements for 
salary, wages, holiday pay and benefits owing the staff shall be paid in full following 
receipt of the employee’s timesheet. The timesheet needs to be received at the 
Program office within two working days following the final day of work.     
 
At the termination of employment, by dismissal, the employee shall immediately pay 
in full any outstanding amounts owing to the Program. The employee authorizes the 
Program to deduct any outstanding amounts from the final pay.    
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS113 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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PS114 – Staff Resignations 

Purpose 
  

Policy 
 

Resignations by any employee shall be given in writing to their direct supervisor with 
a notice period corresponding to the Alberta Employment Standards Code. 
 
If an employee resigns mid-year, the Program may require the employee to directly 
communicate this information to those individuals affected by the resignation (i.e. 
parents, kindergarten teacher, etc.). 
 

Procedures At the termination of employment, by resignation, any outstanding entitlements for 
salary, wages, holiday pay and benefits owing the staff shall be paid in full following 
receipt of the employee’s timesheet. The timesheet needs to be received at the 
Program office within two working days following the final day of work.     
 
At the termination of employment, by resignation, the employee shall immediately 
pay in full any outstanding amounts owing to the Program. The employee authorizes 
the Program to deduct any outstanding amounts from the final pay.    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS114 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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PS115 – Exit Interviews 

Purpose 
 

Exit interviews provide an opportunity to gain valuable information on services, job 
descriptions, priorities, staff satisfaction and other matters.   
 

Policy 
 

GRIT, where possible, conducts an exit interview for each person who leaves 
employment from the program. Where an interview is not possible, the employee will 
be provided with a questionnaire for written feedback.   

 
Procedures  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Personnel / PS115 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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PS116 - Performance Management 

Purpose 
 
Policy 
 
 
 
 
Procedures 

To outline performance management expectations and processes for all staff. 
 
To ensure an effective and clear performance management process is in place 
for all staff to enhance performance, competence and job satisfaction. 
 
 
 

• Performance management reflects a collaborative, on-going 
communication process between the supervisor and employee that 
provides opportunities for planning work, developing job skills and 
knowledge, and assessing performance.  

• GRIT encourages open communication that identifies strengths and 
accomplishments as well as opportunities for improvement.  

• Elements of the performance management process includes:  
- Reviewing job description and revising as appropriate;   
- Developing performance indicators, outcomes, or expectations;  
- Setting goals collaboratively, including professional development 

goals; 
- Providing regular coaching and feedback;  
- Providing an opportunity for self-assessment, a written performance 

evaluation and a face-to-face performance conversation at the time of 
the written evaluation. 

- Addressing performance concerns (i.e. poor performance, problematic 
behaviors etc.) as they arise in accordance with the Performance 
Management process. 

 
Other related policies: 
Performance Appraisals  
Termination 
 
Forms: 
 
References:  
Performance Management Process 
 
 
 

Policy Type 
 

Personnel / PS116 

Date of Board Approval  
September 2019 

Date Last Amended  
 

Replacing Version Dated: NEW 
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HR100 – Hiring 

Purpose 
  

Policy 
 

The Program is sensitive to ensuring there is no conflict of interest or perceived 
conflict of interest in all aspects of business.   
 
Employment of Relatives  
The Program will not consider members of the same immediate family for 
employment when there is either a direct or indirect supervisor subordinate 
relationship.   
 
Employment of Board Directors  
The program will not consider Board Directors or their immediate family for 
employment until 12 consecutive months have passed following their resignation 
from the Board. 
 
Employment of Family Members Receiving Program Services 
The program will not consider parents, guardians or immediate family members of 
children receiving program services for employment until 12 consecutive months 
have passed from the time the child received service.  When alumni parents are hired 
we will match them with a child on a different consulting team than their child’s past 
team in order to ensure healthy boundaries and working relationships.   
 

Procedures 
 
 

 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Human Resources / HR100 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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HR101 – Developmental Assistant Hours of Work 

Purpose 
 

To ensure developmental assistants are supported to work their contracted hours 
following Alberta Employment Standards. 
 

Policy 
 

GRIT will support developmental assistant to work their contracted hours either at 
the child’s home and community settings, the GRIT office or another child’s program 
as needed.  
 

Procedures • The developmental assistant is expected to arrive on time and leave on time 
each day. Any discrepancy in hours worked, over or under, should be 
indicated on time sheet and balanced to zero at the end of each month. 

• The workday shall consist of contracted program time; paid travel time 
between families and a half hour unpaid break if working more than five 
hours per day. 

• If the parent requests the developmental assistant not work with their child 
that day, the developmental assistant will work their regular scheduled hours 
at the office.  The developmental assistant may be asked to sub for another 
program if needed 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Human Resources / HR101 

Date of Board Approval March 2010 
 

Date Last Amended April 2013 
 

Replacing Version Dated:  
March 2008 
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HR102 - Flexible Work Schedule 

Purpose 
 
 
 
Policy 
 
 
Procedures 

To allow staff to respond to fluctuations in workload to fulfill job responsibilities, 
while encouraging a healthy work life balance. This policy does not apply to 
Developmental Assistants. 
 
GRIT will adopt a flexible work schedule. 
 
  

• Staff are strongly encouraged to work their contracted, regular daily hours. 
• Employees will verify they have worked their contracted hours via timesheet 

for every pay period, signed by Supervisor, and handed into the Finance 
Manager. 

• Staff are not approved to work over 8.0 hours per day/44 hours per week. 
• Staff are not approved to bank or accumulate hours outside of the 2-week 

period. 
• A flexible work schedule allows staff to accommodate occasional needs (e.g. 

an evening IPP, meeting with family, prep for workshop etc.). In these 
examples, staff would flex hours of the day (i.e. 1:00-8:00). 

• Application of flex hours will occur within the 2 week pay period.  
• If individual staff member is experiencing an unexpected period of higher 

workload demand (i.e. asked to lead full day training/ prep, covering for 
absent team member etc.), it is the employees’ responsibility to address their 
work schedule with their Supervisor. 

• This policy does not change regular reporting of applicable absences (e.g.; 
sick time and medical appointments to the staff Healthline).  

 
 
 
 
 
 
 
 
 
 
 
 

Policy Type 
 

Human Resources / HR102 

Date of Board Approval  
March 2018 

Date Last Amended  
December 2018 

Replacing Version Dated: Sep 2017 
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HR103 – Automobile Insurance 

Purpose 
  

Policy 
 

The program will reimburse the staff member to a maximum of $300.00 for the 
following automobile insurance coverage. Written proof of coverage for the 
following is required for reimbursement: 
 

• Consultants are required to submit written confirmation of business 
insurance.  

 
Each consultant will be responsible for ensuring the insurance agent has a written 
understanding of the circumstances. The consultant is responsible for any cost above 
the $300.00 maximum allowed: 
 

• Developmental assistants are required to submit written confirmation of the 
$2,000,000.00 Liability Coverage. 

 
Each developmental assistant will be responsible for ensuring the insurance agent has 
a written understanding of the circumstances. The developmental assistant is 
responsible for any cost above the $300.00 maximum allowed. 
 

Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Human Resources / HR103 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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HR104 – General Holidays 

Purpose 
  

Policy 
 

The following general holidays are observed: 
 

 New Year's Day   Labor Day 
 Family Day   Thanksgiving Day 
 Good Friday   Remembrance Day 
 Easter Monday   Christmas Day 
 Victoria Day    Boxing Day 

 
An employee is eligible for general holiday pay according to employment standards. 
When an employee observes religious holidays other than those included above and 
requests time off in writing, arrangements shall be made whenever possible to enable 
the employee to observe such days. These are in addition to the general holidays listed 
above and will be unpaid. 
 

Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Human Resources / HR104 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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HR105 – Vacation and Vacation Pay 

Purpose 
  

Policy 
 

The Program follows the Edmonton Public Schools’ calendar and is closed during 
the month of July. The Program determines operational days and individual hours of 
work.  August hours of work are decided on an annual basis dependent on the first 
operational school day of the program.  
 
Employees shall receive paid vacation attached to Christmas and New Year’s Day 
making a vacation of 10 work days. Employees also receive 5 work days of paid 
vacation during Spring Break. Good Friday and Easter Monday sometimes fall within 
the Spring Break vacation and no additional vacation pay or time is provided. 
(Vacation for employees beginning employment after the first day of programming 
will be pro-rated). 
 

It is very important to the Program to deliver a consistent program to families. 
Therefore, staff will plan personal vacations during program breaks.    
 
In the event the employee resigns during the program year, any vacation time not 
taken will be included in the final pay period.  
 

Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Human Resources / HR105 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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HR106 – Work Away from Office / Remote Working 

Purpose 
 

To support effective time management and achieve a better work and home balance, while 
maintaining accountability and confidentiality of information when working remotely. 
 

Policy 
 

Due to the itinerant nature of our work, GRIT supports the option for staff to work remotely, 
away from the GRIT office. 
 

Procedures Liability and tax exceptions 
• Staff will not hold GRIT liable for any injury or accidents occurred by working at home. 
• All staff approved will sign the work away from office policy affirming adherence to the 

policy upon hire. 
• GRIT is unable to support any tax exemption for staff in the Edmonton Region that are 

working from home. 
 

Working from home guidelines 
• Whenever possible, staff are encouraged to use GRIT as their primary work place. 
• Staff may elect to work from home occasionally to complete a specific task more 

efficiently (i.e. report writing) or as a precaution when exhibiting mild flu like symptoms 
(i.e. sore throat, cough etc.) but still able to manage work related tasks from home. 

• Staff are encouraged to use remote platforms (i.e. Microsoft Teams, Zoom etc.), regardless 
of work location (home or office), as a viable option for meetings, appointments etc. 

• Staff are responsible for ensuring team members, their supervisor and front reception are 
informed as needed related to their availability and when they are intending to work from 
home. 
 

File management and security   
• All contents of the student file will be transferred to and from the GRIT office in a locked 

file box. Initial locked file box will be purchased through GRIT. 
• When storing files at home, all GRIT information must be stored in a locked 

drawer/cabinet at all times. 
• Files should never be abandoned (i.e. community settings, in a car outside of a locked box). 
• Staff will be held accountable to their Professional Code of Ethics for the confidentiality, 

maintenance and management of client records including returning all client 
documentation held, upon termination of employment with GRIT. 

• Computer access will utilize the GRIT network for shared files at all times.  No 
information will be stored on memory sticks or personal computer. 

 
Other Related Policies:  
 
Forms: Work Away from Office Employee Agreement 
 

Policy Type / 
Number 

Human Resources / HR106 

Date of Board 
Approval 

January 2015 
 

Date Last 
Amended 

August 2021 
 

Replacing Version Dated: February 2015 
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HR107 – Mileage Reimbursement 
Purpose 
 

To provide mileage reimbursement for employee’s travel to support children’s 
programming. This policy does not apply to Developmental Assistants or staff 
receiving a car allowance. 
 

Policy 
 

Mileage for visits to family homes and community educational settings will be 
reimbursed based on established distance from GRIT office. 
 

Procedures • Mileage will not be reimbursed to drive to the GRIT office from employee’s 
home or from GRIT office to home.  

• Daily km’s are tracked starting from the GRIT office and ending at the GRIT 
office to calculate mileage to the first program setting and last program 
setting only, using the least km’s (shortest route), according to Google Maps. 

• Mileage between program settings will be reimbursed as actual km’s. 

• Mileage will be reimbursed for transportation of a child to/from programs 
(for substitution purposes). 

• Mileage will be reimbursed at a per km rate set by the agency.  

• Claims for mileage reimbursement will be submitted electronically every 2 
weeks as per the GRIT online mileage system. 

• Employee’s mileage claims must be kept for 1 year and provided to the 
Finance Manager, if selected for an audit. 

 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 

Policy Type / Number 
 

Human Resources / HR107 

Date of Board Approval  
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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HR 108 – Travel Expense Reimbursement 

Purpose 
 

To ensure consistent and equitable guidelines for out of town travel expenses for employment 
purposes.  
 

Policy 
 

GRIT will reimburse staff travel expenses incurred while traveling for work purposes.  
 

Procedures • Staff are responsible to ensure travel arrangements take into consideration the most 
economical means of transportation and accommodation.  

• Travel mileage will be reimbursed up to a maximum of 200 km’s per day, applying 
the current agency rate. 

• When traveling more than 200 km’s, either a car rental will be utilized, or mileage 
will be reimbursed to the 200 km maximum.  

• Both start and end location will be the GRIT office or another pre-approved location 
for calculating mileage for out of town travel. Mileage will be reimbursed in 
accordance with Google maps.  

• Travel expenses for meals must be pre-approved. 
• For all travel expense claims, a GRIT expense form must be submitted with receipts.  
• Flights must be booked a minimum of 2 weeks in advance. If a later booking is made, 

a lower rate of reimbursement will apply.  
• If travel expenses are related to employee professional development courses and/or 

conferences, pre-approval of travel expenses is required at the time professional 
development request is submitted. 

 
Expenses not reimbursed, include:  

• If a free or prepaid alternative is available.  
• Alcoholic beverages.  
• Snacks, in addition to meals. 

 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Human Resources/HR108 

Date of Board Approval September 2016 
 

Date Last Amended October 2017 
 

Replacing Version Dated:  
June 2017 
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ST100 – Maternity/Paternity Leave 
Purpose 
  

Policy 
 

When an employee, who has been employed 52 consecutive weeks or more, leaves 
the program because of pregnancy or adoption and has indicated her desire to return, 
the employee shall be granted leave without pay for period of 15 weeks maternity 
leave and 37 weeks parental leave. During this time the employee shall be entitled to 
retain any credit for sick leave that has been accumulated. 
 

Procedures An employee must provide 6 weeks written notice of the date maternity leave will 
start as per Employment Standards. 
 
If during the 12 weeks immediately before the estimated date of delivery the 
pregnancy interferes with the performance of employee’s duties, the Program will 
determine with the employee and as guided by human rights legislation when a 
health- related leave would begin.  
 
Prior to the date of return, the employee must give the Program four weeks written 
notice of their intention to return to work at the end of the leave, change their return 
date, or not return after the leave. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Staff Leaves / ST100 

Date of Board Approval March 2010 
 

Date Last Amended December 2009 
 

Replacing Version Dated: NEW 
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ST101 – Cumulative Sick Leave with Pay 
Purpose 
  

Policy 
 

Cumulative sick leave with pay is allowed to the employee. The employee will 
receive credit for their regular workday for every completed month of service after 
successful completion of the probationary period cumulative to a maximum of 120 
hours. This may be used in the event of personal illness. A maximum of six days per 
year of personal sick leave may be used for illness of a dependent child. No claims 
shall be made at termination of employment. A doctor’s note is required after sick 
leave of two working days. 
 

Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Staff Leaves / ST101 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 



39 

  

 

ST102 – Leave Without Pay 
Purpose 
  

Policy 
 

To provide continuity of children’s programs, employees will plan personal leaves 
during the scheduled program breaks. Personal leaves will be considered only under 
exceptional and extenuating circumstances.   
 

Procedures Leave without pay requires a written submission. The written request must be 
received at least 30 days in advance. The employee must identify how continuity and 
quality of program delivery will be assured. Decisions will be made by the 
appropriate supervisor and may involve the human resource coordinator and 
executive director.     
 
An employee shall not discuss this leave with the family unless it has been approved. 
 
A copy of the submission form will be placed in the employee’s personnel file 
regardless of the decision.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Staff Leave / ST102 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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ST103 – Compassionate Leave with Pay 
Purpose 
  

Policy 
 

Up to five (5) days leave with pay may be granted at the discretion of the executive 
director for emergencies such as death or serious illness in the immediate family, 
(e.g., children, parents, brothers, sisters, grandparents).  
 
This leave may be granted on more than one occasion in a year. 
 

Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Staff leaves / ST103 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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ST104 - Bereavement Leave 

Purpose 
 
Policy 
 
 
Procedures 

To provide employees with time away from work when a death occurs. 
 
In the event of a death, an employee can take approved time off for bereavement 
leave. 
 

• To be eligible, an employee must have worked at GRIT for a minimum of 90 
days. 

• When a death occurs in an employee’s immediate family, all employees may 
take up to three (3) days off with pay to attend the funeral or make funeral 
arrangements. 

• Immediate family members are defined as Spouse, adult interdependent 
partner or common-law partner, children (and their partner/spouse), current 
or former foster children (and their partner/spouse), current or former wards, 
Parents, step-parents and/or current or former guardians (and their 
partner/spouse), Current or former foster parents, Siblings, half-siblings, 
step-siblings (and their partner/spouse), Grandchildren, step-grandchildren 
(and their partner/spouse), Grandparents, step-grandparents, Aunts, Uncles, 
step-aunts, step-uncles (and their partner/spouse), Nieces, Nephews (and 
their partner/spouse), A person the employee isn’t related to but considers to 
be like a close relative. Family members of employee’s spouse, common-law 
or adult interdependent partner. 

• GRIT understands the deep impact that death can have on an individual or a 
family. The employee may request additional days off without pay. 

• All employees may take up to one (1) day off with pay to attend the funeral 
of a close, non-immediate, non-family member. This time off will be 
considered by the employee’s Supervisor on a case-by-case basis.  

• Employee’s must contact the staff health line to report absence from work. 
 
Other related policies: 
Forms: 
References: 
Bill 17: The Fair and Family-friendly Workplaces Act:  
https://www.alberta.ca/bereavement-leave.aspx 
 

Policy Type 
 

Staff Leaves / ST104 

Date of Board Approval November 2015 
 

Date Last Amended September 2019 Replacing Version Dated: 
November 2015 

https://www.alberta.ca/bereavement-leave.aspx
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ST105 – Jury Duty 
Purpose 
  

Policy 
 

Employees will be excused from work without pay due to call for jury duty as 
required. When employees receive their initial summons and prior to jury selection 
employees are required to notify the human resources coordinator. 
 

Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Staff Leaves / ST105 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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ST106 – Long Term Disability 
Purpose 
  

Policy 
 

When a staff member works a minimum of twenty hours per week, Long-Term 
Disability (LTD) is in effect along with the Group Benefit Package including Life 
Insurance, Accidental Death and Dismemberment (AD&D), Extended Medical Care, 
and Basic Dental Care. 

 
The LTD premium is paid 100% by the employee and LTD benefits received are not 
taxable income. 

 
Short term Leave is not available through the Group Benefit Package however 
employees may access their sick time bank or sickness benefits through Employment 
Insurance. 
 

Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Staff Leaves / ST106 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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ST107 – Death of a Child 
Purpose 
 

To support staff and respond to the family in a caring and professional manner. 
 

Policy 
 

GRIT will respond in a respectful and timely manner when notifying staff of the death 
of a child.  
 

Procedures 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• When a staff member is notified of a child’s death, they will notify a member 
of the leadership team (Executive Director, Program Manager, Educational 
Manager, Family Support Social Worker). 

• The leadership staff will notify the Primary Service Provider, who will then 
notify all staff involved with the child and family (team members, current 
DA, past DA’s). 

• After key staff have been informed, a member of the leadership team will 
notify all staff so they are aware and are able to provide support to the team 
and DA’s. Notification will include the names of current and past DA’s. 

• The current DA will be encouraged to come to the office for support from 
team and/or Family Support Social Worker (FSSW).  

• The current DA will be offered the day off with pay, as well as the day of the 
funeral/memorial. 

• The team will identify a key contact, which has a strong connection with the 
family; to contact the family to extend condolences, request permission to 
attend the funeral or memorial, and clarify if the family would want anyone 
else notified (ie. Preschool, daycare, etc.) 

• Key contact will share information about the funeral/memorial with staff. 

• Administrative staff will arrange for a memory keepsake (book, angel, 
flowers) to be given to the family on the day of the funeral. 

• Flowers will also be sent to the current DA, as appropriate.  

• Any staff members may attend the service, with pay, if scheduled on a regular 
work day. 

• If GRIT is the recipient of donations, The Finance Manager will coordinate 
and acknowledge receipt including how the funds will be utilized. 

• GRIT will offer staff additional support and information about benefits 
through FSSW and HR. 

• Team members may wish to check in with the family once or twice after the 
service if the family wishes and collect any equipment and toys the family 
may have. 
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Other Related Policies: 
 
Forms: 
 
References: 
 
 
 

Policy Type / Number 
 

Staff Leaves / ST107 

Date of Board Approval November 2015 
 

Date Last Amended  Replacing Version Dated: NEW 
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ST108 - Compassionate Care Leave 

Purpose 
 
 
Policy 
 
 
Procedures 

To provide time away from work for employees who are caring for a gravely ill 
family member. 
 
GRIT will provide up to 27 weeks unpaid job protection for employees who are caring 
for a gravely ill family member. 
 

• Employees are eligible for compassionate care leave if they have been 
employed at least 90 days, they give care or provide support to a gravely ill 
family member or spouses’ family member (for a full definition of 
eligibility please refer to Bill 17) and their family member is at significant 
risk of dying within 26 weeks, as established by a medical certificate. 

• The medical certificate: may be issued by a nurse practitioner or physician. 
The certificate must include: a statement that the family member has a 
serious medical condition and a significant risk of dying within 26 weeks 
and a statement that the family member needs the care or support of one or 
more family members. 

• If the employee cannot provide the medical certificate prior to starting the 
leave, they must provide it as soon as it is requested. 

• Employees must give their employer written notice at least 2 weeks before 
the start date of their leave.  Notice must include the estimated date of the 
employee’s return to work. 

• The 26 weeks is calculated by the earlier of: the day the certificate was 
issued by the physician, or the day the leave began, if it began before the 
certificate was issued. 

• The leave can be split into multiple instalments, but each period must be at 
least one week in length. 

• Compassionate care leave ends when the earliest of one of the following 
occurs: the last day of the work week in which the family member dies, the 
27 weeks of compassionate care leave ends, or the last day of the work 
week in which the employee ceases to provide care or support to the 
seriously ill family member. 

• Employees must give one week’s written notice to return to work unless the 
employee and employer agree otherwise. 

• Employees who return from compassionate care leave are eligible to return 
to their same, or equivalent, job after they return to work. 

• After the leave is completed, and if the family member is still gravely ill 
and care is required, the employee may request the leave again. However, a 
new medical certificate must be provided. 

• Employees on compassionate care leave are continuously employed, for the 
purposes of calculating years of service. 
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Other related policies 
 
Reference 
Bill 17: The Fair and Family-friendly Workplaces Act:  
https://www.alberta.ca/compassionate-care-leave.aspx 
 
 

Policy Type 
 

Staff Leaves / ST108 

Date of Board Approval March 2010 
 

Date Last Amended January 2020 
 

Replacing Version Dated: March 
2008 

https://www.alberta.ca/compassionate-care-leave.aspx
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ST109 - Death or Disappearance of a Child 

Purpose 
 
 
Policy 
 
 
 
 
Procedures 

To support time away from work for employees whose child disappeared or died as 
a probable result of a crime. 
 
GRIT will provide up to 52 weeks unpaid job protection for employees whose child 
has disappeared where it is probable that the disappearance is a result of a crime, or 
up to 104 weeks if a child died as a result of a crime. 
 
 

• To be eligible, an employee must have worked at GRIT for a minimum of 90 
days. 

• The employee will endeavor to give as much reasonable notice as possible, 
before taking a leave. . 

• Time off does not need to be consecutive. Leave can be broken-up. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other related policies 
 
 
References 
Bill 17: The Fair and Family-friendly Workplaces Act:  
https://www.alberta.ca/death-disappearance-of-child-leave.aspx 
 
 
 
 
 
 
 
 

Policy Type 
 

Staff Leaves / ST109 

Date of Board Approval November 2019 
 

Date Last Amended  
 

Replacing Version Dated: NEW 

https://www.alberta.ca/death-disappearance-of-child-leave.aspx
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ST110 - Personal and Family Responsibility Leave 

Purpose 
 
 
Policy 
 
 
 
 
Procedures 

To provide job protection for personal sickness or short-term care of a family 
member. 
 
GRIT will provide up to 5 days of unpaid leave per calendar year for personal 
sickness or short-term care of an immediate family member. This includes attending 
to personal emergencies and caregiving responsibilities related to education of a 
child. 
 

• To be eligible, an employee must have worked at GRIT for a minimum of 90 
days. 

• When not an emergency, the employee will endeavor to give as much 
reasonable notice as possible, before taking a leave.  

• A medical certificate or other documentation is not required by legislation in 
order to take personal and family responsibility leave.  

• The job protected leave days are inclusive of any paid days of utilizing sick 
time that was accrued by staff for personal illness or time off to care for 
dependent children who are sick or attending medical appointments. 

• Personal emergencies and caregiving responsibilities (i.e.: related to 
education of a child), are unpaid leaves. 

• Employer may agree that the employee may take the leave in half day 
increments, if required 

• Family members are defined as partner (spouse, adult interdependent or 
common-law), parents, foster parents, guardians, children, foster children, 
wards, partner’s children, siblings, grandchildren, grandparents, any other 
person living with the employee as a member of their family. 

 
Other related policies 
Sick Leave 
 
Reference 
Bill 17: The Fair and Family-friendly Workplaces Act:  
https://www.alberta.ca/personal-family-responsibility-leave.aspx  
 
 
 
 

Policy Type 
 

Staff Leaves / ST110 

Date of Board Approval November 5, 2019 
 

Date Last Amended  
 

Replacing Version Dated: NEW 

https://www.alberta.ca/personal-family-responsibility-leave.aspx
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ST111 - Citizenship Ceremony Leave 

Purpose 
 
 
Policy 
 
 
 
 
Procedures 

To provide eligible staff the opportunity to attend a Citizenship ceremony. 
 
 
GRIT will provide up to a half-day, unpaid leave of absence for employees to attend their 
citizenship ceremony. 
 
 
 

• To be eligible, an employee must have worked at GRIT for a minimum of 90 days. 
• Eligible employees can take up to one half-day, unpaid leave to attend their 

citizenship ceremony. 
• The employee will endeavor to give as much reasonable notice as possible, before 

taking a leave.  
• A citizenship ceremony is when a certificate of citizenship is received, as provided 

for under the Citizenship Act. 
• Employee’s are only eligible for this leave once, upon acquiring Canadian 

citizenship. 
 
 
 
 
 
 
 
 
 
Other related policies 
 
 
References 
Bill 17: The Fair and Family-friendly Workplaces Act:  
https://www.alberta.ca//citizenship-ceremony-leave.aspx 
 
 
 
 
 
 

Policy Type 
 

Staff Leaves / ST111 

Date of Board 
Approval 

November 2019 
 

Date Last Amended  
 

Replacing Version Dated: NEW 

https://www.alberta.ca/citizenship-ceremony-leave.aspx
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SR100 – Grievance Process 
Purpose 
  

Policy 
 

The Program promotes good communication between employees at all levels to 
ensure complaints are handled through a fair and structured process.  
 

Procedures • If an employee has a conflict or misunderstanding, the issue must first be 
discussed with the person directly involved. 

• If the issue cannot be resolved, the employee must immediately inform and 
discuss the issue with their supervisor. 

• Where the employee is not satisfied with the outcome a request can be made 
to pursue the issue with the next appropriate level. 

• If this doesn’t resolve the issue the employee can submit their concerns in 
writing to the executive director. A joint meeting of the employee, their 
supervisor and the executive director will be scheduled within five working 
days to respond and mediate the concern(s) identified.   

• If the issue is not resolved the executive director will contact the President of 
the Board of Directors to strike an ad hoc appeal committee. The executive 
director will forward the written submission from the employee to the 
committee. The appeal committee will respond to the employee within 3 
working days in accordance with the Board Grievance Policy.    

• The decision of the Board is binding on all parties. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Staff Relations / SR100 

Date of Board Approval  
 

Date Last Amended December 2008 
 

Replacing Version Dated: NEW 
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SR101 – Use of Technology/Cell phone 
Purpose 
 

To ensure that family confidentiality is maintained and GRIT staff use technology to 
support quality program delivery. 
 

Policy 
 

GRIT will utilize technology appropriately to support service delivery to children and 
families. 
 

Procedures • Internet access is available to staff only for research purposes necessary to 
assist with job responsibilities.   

• Personal use of technology such as email, Facebook or internet is 
unacceptable during working hours. 

• E-mail access is available to staff for business purposes and work-related 
communications. All efforts will be made to protect the confidentiality of 
correspondence i.e., first name and last initial, email and facsimile 
correspondence will be tagged with a confidentiality statement.    

• Cell phones will be turned off or set to vibrate during meetings, consultant 
visits and any direct time working with children and families. Cell phone 
messages will be retrieved during scheduled breaks. 

• GRIT will not tolerate any cell phone use while operating a vehicle.  
• All staff is responsible to ensure multiple contacts are provided as emergency 

contacts i.e. community school, GRIT office, GRIT family home with 
consent.   

• When contacting a staff member for work purposes, all efforts will be made 
to connect via land line, email or staff voice mail boxes prior to use of cell 
phone. 

• GRIT recognizes Social Networking, specifically Facebook, is a means of 
connecting with others. However, given the personal nature of Facebook and 
our commitment to protect professional working relationships between staff 
and families, GRIT strongly discourages current families and staff of GRIT 
to request or accept one another as individual Facebook friends. Alternately, 
GRIT currently has an agency Facebook page as a means for communication 
and information sharing and this page will be enhanced to support such 
connection. 

 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Staff Relations / SR101 

Date of Board Approval May 2011 
 

Date Last Amended May 2011 
 

Replacing Version Dated:  
March 2010 
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SR102 – Dress Code 
Purpose 
 

GRIT is committed to providing a professional image to families and the community 
of professionals with whom we work.   
 

Policy 
 

Clothing worn within GRIT work environments of home, community, school and 
office will reflect a professional standard.  
 

Procedures A professional standard includes: 
• Dress pants, cotton or khaki pants. Gently worn jeans - no holes, frays or rips 

or low rise jeans that expose mid-rift area 
• Skirts or shorts mid-thigh or longer.  
• Blouses or shirts will have a minimum of two inch strap over the shoulder 

with a modest neckline. 
• Exercise wear including yoga or sweat pants are not acceptable. 
• Foot wear will be appropriate to the setting and activities i.e. high heels will 

not be worn at early childhood settings. 
• In addition, GRIT staff must learn and adhere to the dress code of the schools 

and community settings in which they are working. 
• Extra sensitivity will be used to respect individual family’s culture and 

values. 
• On first meeting of families (intake visits, RBI’s) extra consideration for 

professional attire will be shown, i.e. socks or nylons, tops with sleeves etc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Staff Relations / SR102 

Date of Board Approval March 2010 
 

Date Last Amended August 2010 
 

Replacing Version Dated: NEW 
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SR103 – Social Fund 
Purpose 
  

Policy 
 

The Agency has approved a nominal monthly social fund deduction from all staff 
payroll.    
 
The social fund will include but not be limited to the following areas: 

• Coffee and tea (in-office) 
• Two annual staff wellness luncheons 

 
Procedures  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Staff Relations / SR103 

Date of Board Approval March 2010 
 

Date Last Amended December 2008 
 

Replacing Version Dated: NEW 
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SR104 – Practicum Students and Volunteers 
Purpose 
 

The Agency believes that the involvement of people in a voluntary or learning 
capacity is a significant asset to the success of our service.   
 

Policy 
 

The Agency is committed to ensure that students/volunteers are screened in 
partnership with community associations (i.e. University and College) to ensure a 
high degree of safety, protection and quality of care to service users.  This may 
include but not limited to: child welfare check, criminal record check, first aid and 
cardiopulmonary resuscitation.   
 
Prior to placement of students, consent will be received from all involved parties.   
 
A designated employee will be responsible for the orientation and on-going 
supervision of the student or volunteer.   
 

Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Staff Relations / SR104 

Date of Board Approval March 2010 
 

Date Last Amended December 2008 
 

Replacing Version Dated: NEW 



57 

 

 

SR105 – Employee Requests to Present at Conferences 
Purpose 
 

To promote public awareness of GRIT’s programs and supports. 
 

Policy 
 

GRIT will consider the proposal of staff to present on behalf of GRIT at selected 
conferences to promote inclusive early learning practices and provide learning and 
growth opportunities for community partners. 
 

Procedures • Employees must gain approval from their direct supervisor prior to 
proceeding with submitting a proposal.  

• All proposals are to be submitted to the Executive Director for approval 
consideration. 

• If proposal is approved, presentation content and format will be reviewed by 
the Program Manager or Executive Director to uphold professional 
standards. 

• All requests for reimbursement of (i.e. out of town) expenses will be 
approved at the time of submission and will be based on the priority for GRIT 
funding available, and/or cost sharing.  

• Maximum allocated prep time for staff will be compensated as double the 
presentation time (i.e. 1.5 hour presentation = 3 hours of paid prep time). 

• All prep time, travel time and time attended at the conference outside of 
regular days of work, will be flex time, taken back as per Flextime Policy.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Staff Relations / SR105 

Date of Board Approval September 2017 
 

Date Last Amended March 2018 
 

Replacing Version Dated:  
September 2017 
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HEALTH & SAFETY 
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HS100 – Workplace Safety 
Purpose 
 

The Program is committed to protecting the well-being of its employees while 
engaging in program activities.  
 

Policy 
 

The Program will use its best efforts to make provision for the protection from 
workplace hazards, for the prevention of accidents and injury, for the promotion of 
workplace health and safety and to comply with legislated health and safety 
requirements.   
 
The Program will partner with employees and community professionals to jointly 
manage every aspect of workplace health and safety i.e. Worker’s Compensation 
Board, health units, etc.   
 

Procedures Universal Precautions 
All staff and volunteers must exercise universal precautions in the handling and 
management of bodily fluids. All staff and volunteers must require that service users 
follow the same practice. The Program provides a safe and healthy working 
environment. Part of that is orienting employees to the prevention of the spreading of 
infections and the necessity for hand washing and use of gloves. Therefore, all staff 
members shall wear disposable latex gloves, provided by the Program, when handling 
or when in contact with body fluids.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Health and Safety / HS100 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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HS101 – Medication Administration 
Purpose 
 

To ensure the safety and protection of the child enrolled in GRIT and staff when 
prescription medication is administered during program time. 
 

Policy 
 

GRIT will ensure that proper documentation and procedures are followed to ensure 
safety of child and legal requirements are fulfilled for administration of medication. 
 

Procedures GRIT will ensure: 
• The developmental assistant will only administer medication that has been 

prescribed by a doctor for regular use or in emergency situations such as an 
epi-pen or Ventolin. 

• The developmental assistant does not administer prescription medication 
until consent forms have been signed (forms in parent orientation folder). 

• Medication is pre-measured and poured by the parent due to liability 
insurance. 

• The parent or guardian completes the dosage information section of the 
Medication Administration Check, date and initial after measuring the 
dosage. 

• When the developmental assistant gives medication to the child, she must 
confirm that the pre-measured dosage matches the dosage information, date 
and initial the Medication Administration Check. The developmental 
assistant should confirm the seven rights of medication as outlined in Guide 
to Programming. 

 - Right Person -Right Route 
 - Right Medication -Right Documentation 
 - Right Time -Right Response 
 - Right Dose 

• If the developmental assistant has any concerns regarding the medication, 
they should not administer and contact parent or guardian immediately. 

Changes to medications/dosages are communicated to the developmental assistant 
and documented on the Medication Administration Check in the child’s program 
binder. Any medication changes must also be documented on the Physician’s 
Confirmation and submitted to GRIT.  (Forms are located in the “FORMS” binder in 
the DS Prep room or can be emailed to staff and families). 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Health and Safety / HS101 

Date of Board Approval November 2011 
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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HS102 – Working Alone Safely 
Purpose 
 

To ensure the safety and security of employees working alone in home and 
community settings.   
 

Policy 
 

GRIT is committed to implementing safe work procedures and an effective system of 
communication for employees working alone.  
 

Procedures 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• All GRIT staff will conduct an annual hazard assessment of their work 
settings (home and community placements) to identify existing or potential 
working alone hazards  

• Hazard assessments will be reviewed to identify and implement measures to 
eliminate or control hazards. 

• All GRIT staff will be informed of the hazards and methods used to control 
or eliminate them. 

• All GRIT staff should leave immediately and inform The GRIT Family 
Support Social Worker if they have a concern for their safety or have been 
confronted with verbal, emotional or physical abuse at a work site.  

• All employees will report work site incidents to their supervisor or human 
resources as required by WCB. 

• All reported incidents will be investigated and documented. 
• All employees traveling alone while working will take the following 

precautions to ensure their safety 
- Be aware of road and weather conditions prior to travelling 
- Follow a regular maintenance program for the vehicle 
- Ensure the vehicle is equipped with emergency road kit 
- Carry cell phones at all times or familiarize self with surrounding 

landmarks, homes, or places of business where she/he could seek help 
should an emergency arise.   

• At risk situations include: 
- First home visits 
- Individual situations that have deemed “at risk” by worker and/or 

supervisor 
- Staff is driving child to community settings more than 10 kms. away 

• A safe visit plan must be in place for all “at risk” situations and identify: 
- contact person(s) to call and let know safe arrival 
- address, phone number for work location(s) 
- planned driving route 
- scheduled time of arrival and departures 
- communication plan i.e. use of phone at school setting/home 

• All at risk situations require that the employee notify contact person(s) on 
arrival, and departure.   

• The safe visit plan is left with the contact person and GRIT office. 
• If there is a change to the safe visit plan, the employee must inform GRIT 

office and contact person(s) immediately. 
• If an off- site work location has been assessed as high risk, control measures 

may include switching the meeting place to a safer, public location or having 
two employees visit to eliminate working alone.   

• If an employee in a high-risk situation has not made contact with the contact 
person within a one hour time frame, and if GRIT is unsuccessful at 
contacting the employee, the authorities will be contacted. 



62 

 
  

 • In the case of employees who travel or conduct home visits after office hours, 
the supervisor and the employee will ensure that a travel communication 
procedure is in place and that a contact person is identified (i.e. spouse, 
roommate, supervisor). 

 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 
 
 
 
 

Policy Type / Number 
 

Health and Safety / HS102 

Date of Board Approval November 2011 
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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HS103 – Staff Health 
Purpose 
  

Policy 
 

It is the expectation of the Agency that staff will follow good health and wellness 
practices that have been provided. These would include:  use of proper body 
mechanics for lifting, consulting individual physicians regarding the personal 
appropriateness of immunizations for contagious disease such as measles and 
influenza.   
 
In the event of personal injury to staff while completing their work duties, staff will 
provide notification to the Agency’s Human Resources Coordinator and consult with 
their physician. The Agency’s practices are in accordance to Worker’s Compensation 
Board legislation.    
 

Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Health and Safety / HS103 

Date of Board Approval March 2010 
 

Date Last Amended December 2008 
 

Replacing Version Dated: NEW 
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HS104 – Safe Lifting 
Purpose 
 

To ensure the safety and prevention of injury of all children and staff. 
 

Policy 
 

All staff will utilize proper safe lifting techniques under the direction of an 
occupational therapist and/or physical therapist at all times during program hours. 
  

Procedures • Children under 35 pounds or 16 kg can be lifted by one person using proper 
back care and proper positioning.  

• Children between 35-50 pounds or 16 – 23 kg will have a written safe lifting 
plan created by the Occupational Therapist or Physical Therapist through 
consultation with staff and family. 

• The written safe lifting plan will include how to lift, number of safe lifts, and 
any equipment needed. Other factors that will be considered include: child’s 
physical status/extent of ability to help, staff’s comfort level, number of lifts 
per day, lifting of equipment, body positioning during lifting, type of lift, 
duration of lift, and repetitive motions.  

• Children over 50 pounds or 23 kg will require a 2 person lift or a mechanical 
lift which will require a written safe lifting plan by an Occupational Therapist 
or Physical Therapist.  

• A copy of all written safe lifting plans will be stored in the child’s binder on 
a separate document.  

• The recommendation for any child is to have no more than 8 lifts per 3 hour 
program day.  

• All GRIT staff working with children must attend an annual back care 
orientation session. Families are also encouraged to attend. 

• All staff must report work site injuries to their supervisor, as required by 
WCB. 

 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Health and Safety / HS104 

Date of Board Approval March 2010 
 

Date Last Amended May 2013 
 

Replacing Version Dated:  
March 2010 
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HS105 – Emergency and Fire 
Purpose 
  

Policy 
 

The safety of staff is of utmost importance to the Agency.  The Agency will ensure 
that fire extinguishers meet Code requirements and all exits are well marked.   Upon 
entering or exiting the office, all visitors must sign in and out to ensure there is a 
record of who is in the facility at all times.   
 

Procedures All staff must know:   
• No candles can be left unattended and must be placed in an appropriate 

candle holder.    
• Location of fire alarms and how to activate 
• Location of fire extinguishers and knowledge of their use 
• Location of the nearest exit and alternate evacuation routes.   
• Know how to conduct role call and location of external meeting point 
 

Guidelines for evacuation: 
• Sound the alarm  
• Staff accompanying children to the facility is responsible for the child’s 

safety and evacuation.    
• The Executive Director will be the last person out of the facility and shall 

take visitor sign-in book upon leaving.    
• Washrooms and other locations will be checked to ensure they are evacuated.   

 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Health and Safety / HS105 

Date of Board Approval March 2010 
 

Date Last Amended December 2008 
 

Replacing Version Dated: NEW 
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HS106 – Drug and Alcohol Use 
Purpose 
  

Policy 
 

The Agency has zero tolerance of any alcohol or drug use that impacts the employee’s 
ability to execute their job responsibilities.    

 
Concerns should be directed to the employee’s immediate supervisor. All concerns 
will be investigated by the Agency and may be just cause for termination of 
employment.   
 

Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Health and Safety / HS106 

Date of Board Approval March 2010 
 

Date Last Amended December 2008 
 

Replacing Version Dated: NEW 
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HS107 – Attendance and Sickness 
Purpose 
  

Policy 
 

We recognize that all employees are professionals who have high standards and work 
ethic and are committed to consistent attendance. However, absence from work from 
time to time may be unavoidable. 
 

Procedures Employees must notify the parent, Program office, and their worksite when they are 
going to be absent providing as much notice as possible. Failure to do so may result 
in termination of employment. 
 
Employees are encouraged to ensure any absence from work is arranged with as much 
notice as possible.  

 
Employees will maintain a daily record of their hours worked in accordance with 
Employment Standards. 
 
Records of employees' absenteeism shall be kept.  

 
If the employee is unable to come to work due to road and weather conditions the 
employee will inform the parent, worksite and the Program office. The employee may 
do one of the following: 
 
a) Work in the office 
b) Take as a day without pay 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Health and Safety / HS107 

Date of Board Approval March 2010 
 

Date Last Amended March 2008 
 

Replacing Version Dated: NEW 
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HS108 – Mental Well-Being in the Workplace 
Purpose 
 

Provide a supportive workplace culture that promotes and respects mental well-being 
for everyone.  
 

Policy 
 

GRIT will strive to mitigate the damaging impacts of stress, conflict and risk of 
burnout that contribute to an unhealthy work environment.  
 

Procedures A Workplace Culture Focus on Mental Well-being: 
• Engage employees to connect to the values and missions of the organization 

and have the opportunity for meaningful participation and decision making 
(i.e.: attend annual visioning day). 

• Train Supervisor’s to recognize and respond promptly to signs and symptoms 
of distress.  

• Ensure Leadership upholds the culture through modelling actions to live and 
promote positive mental well-being.   

• Employees manage their own mental well-being and support the mental well-
being of their co-workers (i.e.: practicing self-care, maintaining boundaries, 
seeking support when needed). 

• Ensure workload expectations are reasonable and managed effectively.  
• Recognize how change and transition will affect the psychological impact of 

employees. 
• Support Wellness through Spirit at Work Initiatives. 
• Recognize staff for their contributions.  

 

Ongoing Training and Development 
• Ensure designated staff members have updated Mental Health First Aide 

training. 
• Provide a Mental Health Workshop each program year. 

 

Management of Psychological Hazard 
• Maintain an environment which includes having employees who are able to 

ask questions, seek feedback, report mistakes and problems, or propose new 
ideas, all without fear of negative consequences. 

 

Accessibility of Services and Programs 
• Maintain a list of community services and a referral process to support well-

being. 
• Employee Assistance Program (EAP) is available to staff. 
• Ensure staff members are aware of and encouraged to use compassionate or 

sick leave days to support employee’s well-being as they work through 
difficult circumstances (i.e.; illness, stress). 

Other Related Policies: 
Forms: 
References: 

Policy Type / Number 
 

Health and Safety / HS108 

Date of Board Approval 
 

 

Date Last Amended  
 

Replacing Version Dated: NEW 
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HS109 - Right to Refuse Unsafe Work 

Purpose 
 
 
Policy 
 
Definitions: 
 
 
Procedures 

To ensure staff are aware of workplace hazards, workplace safety, how to report 
unsafe work, and have the support to refuse unsafe work.  
 
GRIT is committed to providing a safe workplace. 
 
Unsafe work – is if there are health and safety hazards not normal for an occupation 
that may place an employee in danger. 
 

• All employees have the right to refuse unsafe work they believe in good faith 
to be unusually dangerous and may place the employee or those in the 
vicinity’s health and/or safety in danger. 

• When an employee refuses work in good faith, the employee will not face 
any disciplinary or discriminatory action. No loss or pay or benefits will 
occur for an employee exercising their right to refuse work. 

• When an employee refuses unsafe work they must immediately report it to a 
Manager. 

• Management will inspect/investigate the claim, and immediately remedy 
unsafe conditions found. The manager may involve a member of the Health 
and Safety committee if applicable. 

• The Manager will document the refusal of dangerous work, the investigation, 
and the actions that took place, A copy of the report will be provided to the 
employee and the Health and Safety Committee. 

• If the employee is unsatisfied with the actions taken they may connect with 
the Alberta OHS Contact Centre 

• Once the workplace safety concerns have been addressed, Management may 
assign another employee to the task. The employee must be advised of the 
previous refusal, actions taken and what hazards if any that may still exist. 

 
 
 
Other related policies 

- Workplace Safety 
- Work Alone Safety 
- Safe Lifting 

Forms: 
 
References:  

- Alberta Government – Refuse Dangerous Work 
https://www.alberta.ca/refuse-dangerous-work.aspx 

 
Policy Type 
 

Health and Safety / HS109 

Date of Board Approval September 2019 
 

Date Last Amended  
 

Replacing Version Dated: NEW 

https://www.alberta.ca/refuse-dangerous-work.aspx
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HS110 - Harassment and Violence in the Workplace 

Purpose 
 
 
 
 
Policy 
 
 
Definitions 
 
 
 
 
 
 
 
 
Procedure 

To ensure GRIT maintains a workplace that is in accordance with the Alberta Human 
Rights Act and Alberta Human Rights Commission, that does not condone or tolerate 
acts of harassment or violence against or by any employee, client or third party. 
 
GRIT is committed to providing an open, inclusive, mutually respectful and healthy 
working environment that is free from harassment and/or violence.  
 
Harassment is defined as unwelcome and inappropriate verbal/physical/sexual 
conduct or unacceptable behavior.  
 
Workplace Violence – is any action, conduct, threat or gesture of a person towards 
an employee in their workplace that can reasonably be expected to cause harm, injury 
or illness. For full definitions, please refer to the Alberta Human Rights Commission 
link. 
 
In the event that any employee feels they are being harassed or have been exposed to 
workplace violence, the following reporting procedures have been put into place: 
 
Informal Procedure:  

• Confront the individual personally, or in writing, clearly stating the 
unwelcome behavior/action and requesting that it stop immediately;  

• Discuss the situation with the individual’s supervisor, your supervisor or any 
other supervisor. 

• Any employee should, in all confidence and without fear of reprisal, 
personally report the occurrence to his/her supervisor or a manager. 

 
Formal Procedure: 

• Provide a written complaint to the Director & HR and include the following 
information: 

· The date and time of each incident you wish to report. 
· The name of the person(s) involved in the incident(s). 
· The name of any person or persons who witnessed the incident(s). 
· A full description of what occurred. 

 
Investigating Reports of Harassment/Violence: 

• Once a written complaint has been received, Director/HR will complete a 
thorough investigation. 

• Employees will not be demoted, dismissed, disciplined or denied a 
promotion, advancement or employment opportunities because they lodged 
a complaint. 

 
Investigation will include: 

• Informing the accused (“respondent) of the complaint. A copy of the 
complaint, detailing the complainant's allegations, shall be provided to 
the respondent. 

• The respondent is invited to reply in writing to the complainant's 
allegations. 

• The reply will be made known to the complainant before the case 
proceeds. 
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• Statements from all parties involved will be taken.  
• The complainant, any person(s) involved in the incident and any                    

identified witnesses will be interviewed.  
• Director/HR may employ outside assistance or request the use of legal 

counsel. 
• Where it is determined that harassment has occurred, a written report of 

the remedial action will be given to the complainant and respondent. 
 

Confidentiality 
• All records of direct and indirect harassment/violence reports filed, and 

subsequent investigations are considered confidential and will not be 
disclosed to anyone except to the extent required by law and those directly 
involved. 

 
Disciplinary Measures 

• If it is determined by the company that any employee has been 
involved in the harassment/violence of another employee, immediate 
disciplinary action will be taken, up to and including immediate 
dismissal without further notice. 

 
Fraudulent or Malicious Complaints 

• This Human Rights Policy must never be used to bring fraudulent or 
malicious complaints against employees.  

• It is important to realize that unfounded/frivolous allegations of 
personal harassment/violence may cause both the accused person and 
the company significant damage.  

• If it is determined by the company that any employee has knowingly 
made false statements regarding an allegation of personal 
harassment/violence, immediate disciplinary action will be taken. As 
with any case of dishonesty, disciplinary action may include 
immediate dismissal without further notice. 

 
Harassment and Violence in the Workplace Policy must be reviewed with 
HSC or HS Representative every 3 years. 
 
Other related policies 
Performance Management 
Termination 
 
Forms: 
 
References:  
https://www.albertahumanrights.ab.ca/employment/Pages/employment.aspx 
 
 
 

Policy Type 
 

 Health and Safety / HS110 

Date of Board Approval 
 

September 2019 
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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ACCESS TO SUPPORTS & SERVICES 
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SS100 – Identification 
Purpose 
 

To identify children who qualify for Program Unit Funding through Alberta 
Education for early education programming offered by GRIT. 
 

Policy 
 

GRIT will coordinate and interpret assessment and referral information to identify 
and determine the child’s eligibility for Program Unit Funding.  
 

Procedures GRIT will: 
• Involve parents and other agencies, as appropriate, in the screening, 

identification and referral process. 
• Ensure the educational team conducts a play visit observation. The purpose 

of the play visit is to: 

- determine the parent’s priorities for their child’s program 
- review eligibility for Program Unit Funding 
- to gather information used to prepare an Individual Program Plan for the 

child.   

• Request information from parents and community agencies that is relevant to 
planning and implementing the child’s educational programming when the 
child enters the program. 

• Ensure appropriate training is available to equip staff to identify and program 
for children with special education needs. 

• Refer families to other community programs as needed. 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 

Policy Type / Number 
 

Access to Supports and Services / SS100 

Date of Board Approval March 2010 
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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SS101 – Informed Consent 
Purpose 
 

To obtain informed written consent from child’s parent/legal guardian for all 
specialized assessments and/or interventions. 
 

Policy 
 

Informed written consent of parent/legal guardian for children in GRIT must be 
obtained for all specialized assessments, referrals and/or interventions. (Informed 
consent exists when parents are provided with and understand all information relevant 
to the activity for which consent is sought.  Consent is voluntary and may be 
withdrawn at any time.) 
 

Procedures • Upon intake of the family/child into GRIT a parent/legal guardian will be 
required to sign a parent partnership agreement which includes consent for 
photographs and/or video taping of child and family members. 

• Upon development of child’s IPP, parent(s)’ signature is required on the IPP 
to indicate agreement for interventions identified.  

• Written consent must be provided by the parent/legal guardian for Physical 
Therapy and Occupational Therapy interventions. Documented consent will 
be placed in the child’s main file. 

• In cases where parent/legal guardians have not consented to specialized 
assessments or referrals, the actions undertaken by GRIT to obtain consent 
and/or the reasons for refusal must be documented and placed in the child’s 
record.  

• If parents choose to withdraw their consent at any time, written notification 
to GRIT is required and must be placed in the child’s main file.  

 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 
 

Policy Type / Number 
 

Access to Supports and Services / SS101 

Date of Board Approval March 2010 
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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SS102 – Assessment 
Purpose 
 

To determine child’s eligibility for funding and access to appropriate supports and 
services.   
 

Policy 
 

Assessments will be completed on children when data are required for the eligibility 
for funding, or upon transition to school services.   
 

Procedures GRIT will: 
• Obtain parents’ written, informed consent for assessments or referrals.  
• Use a variety of individualized and developmentally appropriate assessment 

strategies and tools, which may include formal and informal measures.  
• Ensure results of assessments are interpreted and reported to parents and 

members of the education team and community agencies. Parents will 
receive a written copy of the final document.   

• Use assessment information to support access to funding and adequate 
support services as needed.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Access to Supports and Services / SS102 

Date of Board Approval March 2010 
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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SS103 – Coordinated Services 
Purpose 
 

To ensure coordinated services for the child’s educational programming includes 
collaboration with community agencies and professionals as required. 
 

Policy 
 

GRIT will collaborate with community professionals to provide a coordinated and 
holistic approach to enhance child’s individual program planning.  
 

Procedures GRIT will: 
• Ensure the ideas, recommendations and suggestions of parents, educators 

and other community professionals are considered in the development of 
child’s individual program plan by the team. 

• Identify in the child’s IPP the type, frequency and location of coordinated 
services to be provided. 

• Access available resources to ensure the child and family needs are met in 
the child’s individual program plan. 

• Deliver educational supports in the natural settings of home, community and 
neighborhood school.  

• Provide staff and parents with the training and support necessary to 
implement programming suggestions arising from coordinated support 
services. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
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SS104 – Referrals for Specialized Assessments 
Purpose 
 

To ensure children are referred for appropriate specialized assessments as required. 
 

Policy 
 

Qualified professionals will be engaged to conduct appropriate specialized 
assessments as needed.  
 

Procedures GRIT will:  
• Determine the need for a referral for specialized assessments to qualified 

professionals. 
• Determine the appropriate professional to receive the referral. 
• Inform the child’s parent of the purpose and process of the assessment and 

how results will be used to support educational programming. 
• Obtain informed written consent for each referral and specialized assessment. 
• Make every effort to ensure specialized assessments are completed within a 

reasonable time from the date of referral.  
• Provide copies of written reports to the family  
• Ensure assessment results and program recommendations are discussed and 

interpreted with parents by a member of GRIT educational team. 
• Place assessment results and recommendations in child’s file. 
• Cover costs associated with approved specialized referrals.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
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Access to Supports and Services / SS104 
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PR100 – Matching Process for Families and Developmental Assistants 

Purpose 
 

GRIT changes the developmental assistant (DA) working with each child/family on 
an annual basis. 
 

Policy 
 

To support parent’s role as an active member of the educational team, to provide the 
child and family with maximum experiences to benefit from the skills and knowledge 
of an individual, and to build upon family’s resources and natural supports for the 
future. 
 

Procedures Annual Procedures  
• By March 1st, teachers will identify families where they recommend the 

current DS continue with the same position for the next program year.   
• By April 1st, GRIT will inform families and DA’s of our matching policy 

and process and seek their personal information to ensure a best match is 
made. 

• If a family expresses concern regarding DA change, HR will request the 
family discuss GRIT’s policy and purpose for the change of DA with their 
coordinating teacher. 

• If the family is then comfortable with the change, the teacher will let HR 
know to complete the matching process. 

• If the family continues to advocate for no change in DA, the teacher will 
review the request with the team and Executive Director, as needed, and 
confirm a decision with the family, within one week.   
- If family’s request is accepted:  the teacher or HR will let the family 

know  
- If family’s request is not recommended:  the Executive Director will 

follow up with the family 
• A decision regarding a change in DA will be at the discretion of HR, with 

input from the teacher and Executive Director, accounting for the needs of 
the child and family and given all the information available to them at the 
time. 

 
Change required after a DA is matched 

• Teacher will give input into the next steps and how to engage the family to 
assure best possible outcome for all is considered.   

• GRIT will maintain confidentiality of all families and staff, at all times.  
Information given regarding the reason for change of DA will be general in 
nature. 

• Any concerns regarding final matching decisions will be directed to the 
Executive Director. 

Other Related Policies: 
Forms: 
References: 
 

Policy Type / Number 
 

Program Implementation / PR100 

Date of Board Approval April 2012 
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PR101 – Community Inclusion 
Purpose 
 

To ensure all children have opportunities for meaningful participation and learning 
in natural settings within their home, community and school.   
 

Policy 
 

GRIT upholds the value that all children have access to be educated in inclusive 
settings as mandated by the Convention of the Rights of the Child.  
 

Procedures GRIT will:  
• Promote public education and public awareness in support of inclusion and 

inclusive communities through program orientation, workshops, newsletters 
and community partnerships. 

• Provide the information and support necessary for the child’s successful 
inclusion in home, community and school settings.  

• Use inclusive “Person First” language, (child with a disability).  
• Enhance the skills and confidence of parents, staff and community partners 

to support the meaningful inclusion of all children through onsite 
consultation, coaching and training. 

• Facilitate and model positive interactions with peers that enable the 
development of reciprocal friendships. 

• Utilize natural supports of peers and community adults to facilitate optimal 
independence of the child.  

• Facilitate the family’s connection to community resources to provide 
ongoing support and advocacy.  

• Ensure parents have access to all information needed to make an informed 
decision regarding inclusive early childhood settings. 

 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
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PR102 – Family-Centered Practice 
Purpose 
 

To enhance family’s skills and confidence in meeting the needs of their child and 
family.   
 

Policy 
 

GRIT upholds the value that family is the constant in a child’s life.  Families hold a 
central role in informed decision making and choices for the well-being of their child 
and family.  
 

Procedures GRIT will  
• Build trusting relationships with families at all times. 
• Use culturally appropriate and positive language in daily interaction and 

written documents. Use interpreters and translators to support multicultural 
families whenever possible. 

• Engage families in a collaborative partnership approach respecting parent 
choice and decision making. 

• Focus on strengths and needs of the entire family.  
• Ensure the family determines the priorities (goals) for their child and family 

which are then reflected in the child’s Individual Program Plan.   
• Ensure services are responsive, flexible and able to adapt to the changing 

circumstances of the child and/or family. Families determine the pace of their 
child’s program.   

• Be open to family feedback about the program and respond to their concerns 
in a timely fashion. 

• Invite parental input on the skills required for their child’s developmental 
assistant and engage parents during the matching process. 

• Provide parent leadership opportunities through parent to parent contact, 
GRIT workshops, Board of Directors, ad hoc committees in the community 
and at GRIT.   

• Meet with families at times and locations that are convenient for family and 
GRIT learning team. 

• Provide financial support to enable families to be part of workshops and 
conferences. 

• Facilitate the family’s connection to community resources to provide 
ongoing support and advocacy. 

 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
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PR103 – Learning Through Play 
Purpose 
 

To ensure that children are provided with rich play opportunities that nurture and 
build on their strengths, interests and curiosity.  
 

Policy 
 

GRIT upholds the value that young children learn through play. Play forms a strong 
foundation for lifelong social, physical, emotional, and cognitive development.  
 

Procedures GRIT will: 
• Promote understanding and commitment to the value of play through sharing 

and implementing best practices based on current research. 
• Ensure children and their families are provided with a variety of rich play 

activities that are developmentally and culturally appropriate. 
• Ensure play experiences are fun, joyful and meaningful through encouraging 

creative use of materials whereby children determine the flow and direction 
of play. 

• Support adults to promote learning through opportunities occurring within 
the natural routines and environments. 

• Provide child with the individualized support needed to guide and encourage 
exploration, imagination and child learning. 

• Support adults to enhance their skills and confidence to expand the child’s 
curiosity by actively following their lead, turn-taking, anticipation of wonder 
and sharing enjoyment. 

• Encourage adults to promote engagement through nurturing, responsive and 
reciprocal interactions with children. 

• Facilitate and promote opportunities for children to engage in meaningful 
play experiences with their peers. 

 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
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PR104 – Community Learning Workshop 
Purpose 
 

To support the ongoing learning of parents and staff to enhance skills and knowledge 
necessary to support the child and family now and in the future.   
 

Policy 
 

GRIT families and staff learn together, seek knowledge, and discover innovative 
practices for their work. 
 

Procedures GRIT will: 
• Plan and deliver monthly Workshop Series to address learning interests and 

needs of parents and staff  
• Ensure each developmental assistant attends a minimum of 3 hours – 

maximum 5 hours for the day selected. Hours attended must be recorded on 
timesheet for payroll purposes.   

• Not provide programming for children on the day the developmental assistant 
attends their workshop day.  

• Designate developmental assistants into one of two learning streams, based 
on years of service with GRIT. 

• Respond to a staff member’s request to attend an alternate workshop within 
GRIT’s Workshop Series. 

• Consider option for developmental assistants to access community 
educational opportunities upon recommendation of the supervisor. Approval 
of the executive director is required and this learning activity may be 
considered in lieu of monthly workshop day. 

• Reimburse parents for any local learning opportunity and related childcare 
costs to attend.  

 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
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PR105 – Guidance of Child’s Behaviour 
Purpose 
 

To support and guide the positive social emotional development of children as they 
learn about their world and how to interact within it. 
 

Policy 
 

GRIT supports the role of responsive parents and staff to guide a child’s behaviour 
through the implementation of positive, proactive supports and responsive 
interactions that respect the child’s and adult’s dignity. 
 

Procedures GRIT will: 
• Facilitate nurturing and responsive relationships between children and adults.  
• Ensure that parents and staff have access and support to use guidance 

strategies based on best practices that are grounded in universal, preventative 
strategies through training, onsite coaching and written information. 

• Engage families in a collaborative partnership approach to develop positive 
guidance strategies that acknowledge and respect cultural differences and 
expectations  

• Embed positive behaviour supports within play, natural routines and 
activities. 

• Ensure child has an effective communication method to express self. 
• Provide opportunities for children to learn and practice foundational 

social/emotional skills with peer models in inclusive settings  
• Provide parents and staff with opportunities to learn about best practices for 

child guidance through consultation/coaching, workshops, and written 
information. 

• Ensure GRIT team familiarizes themselves with the child guidance policies 
upheld at the child’s community settings. 

• Support the learning team to develop, implement and evaluate targeted 
interventions, using data-based decision making, for individual children as 
needed. 

• Make referrals to community professionals to support behaviour plan as 
needed. 

 
 
Other Related Policies: 
 
Forms: 
 
References: 
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PR106 – Family-Oriented Programming 
Purpose 
 

To enhance the families’ skills and confidence to facilitate children’s development.  
 

Policy 
 

GRIT will provide opportunities for parents to participate learn and engage in 
informed decision making for their child and family. 
 

Procedures GRIT will: 
• Support families to identify topics and frequency for Family Orientated 

Sessions based on individual family needs and interests. 
• Maintain an educational focus and active parental involvement by ensuring 

a parent or alternate care-provider is in the home approximately 50% of in-
home program time.   

• Deliver regularly scheduled visits to the home, community or school. Parent 
or alternate care provider are required to be present for all consultant visits 
made to the home. 

• Ensure consistent communication between educational team and parents 
through various means such as day to day communication, daily logs, 
consultant visit and/or summary notes, telephone calls, e-mails and active 
parent involvement in IPP meetings. 

• Involve parents in acquiring information needed to make informed decisions 
regarding choices for transition planning. 

• Provide opportunities for parents to participate in decisions affecting their 
children’s ongoing educational programming. 

• Provide monthly learning opportunities for parents and staff to support 
lifelong learning. 

 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
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PR107 – Parent Involvement and Responsibility 

Purpose 
 

To ensure parents understand their role and responsibilities in supporting the delivery 
of their child’s program. 
 

Policy 
 

GRIT is committed to ensure parents are actively involved in various aspects of their 
child’s program based on the uniqueness of individual families.  
 

Procedures GRIT will: 
• Ensure parents make all medical decisions regarding their child. 
• Ensure parents complete and submit the Emergency Procedures form to the 

GRIT office. Parents will update program staff on any changes throughout 
the year.   

• Ensure parents prepare all medication required for the child. If the 
developmental assistant is to administer pre-measured medication, the 
parents must sign a written authorization for the Developmental assistant to 
do so.   

• Ensure parents are active members of the learning team 
• Ensure parents are aware of and comply with their requirement to be at home, 

or provide an alternate care provider, approximately 50% of in-home 
program time. 

• Encourage parents to provide transportation of their child to community 
programs and activities during program time.  

• Ensure parents provide transportation to all medical appointments.  
• Ensure parents provide a suitable space for the implementation of the home 

program and storage of materials and equipment. 
• Ensure parents are involved in decisions pertaining to the frequency of which 

they will participate, with or without siblings, in program activities. 
• Ensure parent will provide supervision of other children in the home during 

home program time.    
• Ensure parents prepare meals and snacks for their child.   
• Ensure parents sign for the accuracy of the developmental assistant’s time 

sheet. 
• Ensure parents provide two weeks’ notice to the GRIT office if their child/ 

family will be absent from the program for an extended period of time.  If the 
absence exceeds four weeks in duration, the Program may be required to re-
assign the Developmental assistant. 

• Ensure parents provide a means for ongoing communication with the family 
during their absence. If the expected date of return is extended GRIT will 
need to determine if the child’s space can be held until family returns. 

Other Related Policies: 
 
Forms: 
 
References: 
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PR108 – Settings and Levels of Programming 
Purpose 
 

To allow for flexibility in settings, and the number of center-based hours and family-
oriented programming sessions. 
 

Policy 
 

Educational programming will be provided in natural settings to the greatest extent 
possible. 
 

Procedures GRIT will: 
• Ensure inclusive settings are the option of first choice for educating children 

with special education needs.  
• Determine, in consultation with parents, the most enabling setting for the 

delivery of educational programming. This will be done in a manner 
consistent with the developmental needs of children, local resources, and 
safety of the children and staff. 

• Ensure parents make informed decisions regarding program plans for their 
child (e.g. frequency and location of educational activities in the community, 
frequency of sibling involvement). 

• Document the number of program hours, planned family-oriented 
programming sessions and the setting(s) where programming takes place 
within the child’s Individual Program Plan. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
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PR109 – Kindergarten Program Hours 
Purpose 
 

To ensure children enrolled in GRIT receive equitable program hours when attending 
Kindergarten in their community school.   
 

Policy 
 

GRIT will provide developmentally appropriate programming for half days or 
equivalent to ensure every child has the support to fully participate in inclusive 
learning opportunities in the kindergarten program, as recommended by Alberta 
Education (475 hrs./year). 
 

Procedures GRIT staff will: 
• Support the family as they gather information of kindergarten program 

options for their child (including district, hours, transportation etc.) 
• Assist parent(s) to determine child’s developmental readiness for a full day 

kindergarten program, when full-day program option is available. 
• Ensure family is informed of their option to transition to kindergarten 

services as provided by their local school district if their child is 
developmentally ready and would benefit from a five day a week, full-day 
program. 

• Ensure parent(s) feel confident in making an informed decision for 
kindergarten 

• Match a developmental assistant to provide educational support to child in 
kindergarten setting only.  Hours will be inclusive of kindergarten hours, prep 
time and transportation, when required.   

• Plan for developmental assistant to be engaged in preparation of materials or 
professional development activities during “non-instructional” program days 
within the school district. 

• When child is ill, developmental assistant will continue to support classroom.  
Providing programming during hospitalizations will be at discretion of team. 

 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
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PR110 – Individual Program Planning 
Purpose 
 

To increase children’s independence, developmental competence and the ability to 
participate in current and future settings. 

Policy 
 

To develop, implement, monitor and evaluate a comprehensive and effective IPP for 
each child that reflects parent priorities and coordination of services. 

Procedures GRIT will: 
• Identify and appoint the coordinating teacher as being accountable for all 

aspects of the child’s IPP. 
• Ensure a multi-disciplinary team is established to support individual needs of 

child and family. 
• Prepare parents for IPP meetings through verbal and written review of agenda 

and expectations beforehand.   
• Require parents to attend and participate in the IPP meeting to express their 

vision and parent priorities for program planning for their child and family. 
• Adopt priorities for the IPP as chosen by the parents. In collaboration with 

the family and other involved community professional, individual goals and 
appropriate teaching strategies are developed by all members of the 
educational team.  

• Ensure the IPP reflects the child’s strengths and interests and builds on 
GRIT’s values of inclusion, learning through play, family centered practices 
and best research practices. 

• Look at the whole child and all areas of child’s growth and learning when 
identifying goals and strategies.  

• Ensure the IPP identifies clear strategies for adults implementing the program 
plan. 

• Ensure Individual Program Planning (IPP) Meetings are scheduled two times 
per year. 

• Ensure parents sign the IPPs to indicate agreement with the direction of the 
program plan. 

• Ensure the IPP is a working document and is implemented, monitored and 
evaluated on an on-going basis to reflect current goals, educational 
programming and the growth of the child. 

• Ensure the education team provides ongoing information specific to the 
child’s developmental level/progress to the parents. 

• Ensure the child's progress is monitored on an on-going basis by the parents 
and education team using a variety of methods. These may include anecdotal 
records, observational records, videos and formal data collection. 

• Use assessment data to guide the child’s program plan and to ensure adequate 
support services are provided. 

• File the original copy of IPP in each child’s main file. 
 
Other Related Policies: 
Forms: 
References: 
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PR111 – Implementation of the Individualized Program Plan 
Purpose 
 

To support the child’s learning and development through the implementation of 
individual goals and teaching strategies.  
 

Policy 
 

The implementation of the child’s IPP will be applied consistently across natural 
settings of home, community and school. 
 

Procedures GRIT will: 
• Ensure adequate program hours to meet the needs of individual children’s 

program plan in discussion with parents and staff.  
• Ensure the learning environment promotes active engagement, learning and 

participation with peers in inclusive settings while addressing the child’s 
safety. 

• Utilize the IPP as a working document that will be implemented, monitored 
and evaluated on an on-going basis to reflect current goals, educational 
programming as well as the growth of the child.   

• Ensure any changes made to the IPP document will be reflected in the day to 
day practices and educational programming of the child.  

• Monitor the child's progress on an on-going basis by the parents and 
educational team using a variety of methods. These include anecdotal 
records, observational records, videos and formal data collection. 

• Ensure the provision of interventions promote child’s independence, 
engagement and mastery of learning. 

• Identify areas of teaching strategies to assist parents in supporting child’s 
learning in everyday activities. 

• Provide adequate supervision/coaching to the Developmental assistant to 
support quality implementation of goals and strategies identified in IPP. 

• Provide Developmental assistant time for the preparation of program related 
teaching materials, access to resources, planning of new activities and 
complete required paperwork on a once per month basis. There is no 
scheduled program time for the child when staff is completing a prep day. 

• Be responsive to children’s individual needs. 
• Provide functional and meaningful activities.  
• Build on child’s strengths, interests, and natural routines.   

 
Other Related Policies: 
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PR112 – Equipment and Toys 
Purpose 
 

To provide access to equipment and toys to support the child’s development.   
 

Policy 
 

GRIT will purchase and maintain an inventory of specialized equipment, instructional 
materials and educational toys for loan to children and families in the Program. 
 

Procedures • Purchase of equipment or materials must be recommended by a consultant 
and requires approval by the executive director if cost exceeds $250.00 per 
item.   

• All equipment purchased is the property of the Program, and will be loaned 
to individual children, as recommended by the appropriate consultant. 

• Equipment will be available for loan for as long as the child requires it.   
• All toys, books and equipment must be returned in clean condition at the end 

of each program year for maintenance and inventory. 
• When a child leaves the program and continues to require equipment, a long-

term loan agreement will be signed by the parent and consultant. 
• The librarian, upon receipt of new equipment and toys will: 

- inspect and approve (with reference to original order)  
- catalogue and label 
- add to computerized Master Inventory List. 

• A written system for checking out and returning toys and equipment is 
established and is outlined in the GRIT Handbook. 

• A piece of equipment or toy may be considered surplus to the Program by 
the librarian if it is in poor condition or if appropriate staff has deemed its 
usefulness to the Program has ended or is limited. 

• Damaged equipment will be repaired if appropriate. The librarian is 
responsible for arranging for repairs.  If repair costs will exceed half the 
original price, a new item will be purchased. 

 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
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PR113 – Equipment and Toy Loans 
Purpose 
 

For optimal circulation of equipment and resources for all children/families to utilize. 
 

Policy 
 

All equipment borrowed from agency libraries (toy, educational resources and 
equipment libraries) must be scanned out/in to ensure tracking of all items. 
 

Procedures • Items must be scanned out/in, to the appropriate family or member of the 
educational team. 

• A max of 2 switch toys at a time per family can be scanned out. 
• Toy Librarian will provide a list of equipment and toys loaned out to each 

DA in spring, for items to be returned in June.  
• Consumable items (i.e. cups, spoons and disposables) are provided on a one-

time basis. If the family requires replacements, the team will assist the family 
to order their own supply.  

• Upon exiting GRIT, all borrowed equipment should be returned by the DA 
prior to the last day of child’s GRIT program.  

• A Long-Term Loan agreement (LTL) must be filled out for items on loan to 
families leaving GRIT that are approved by a team member.  

• All equipment on LTL will be listed on child’s year- end report and a copy 
of the LTL will be given to the Toy Librarian. 

• Equipment approved by a team member for an LTL agreement, must be 
returned within 3 months of the start-up of another PUF program.  

• The GRIT toy librarian will contact the child’s school at the 3-month interval 
and 12 months thereafter, to determine ongoing need for loan. 

• Equipment successfully used in the grade 1 setting and identified as indicated 
support in their IPP, can remain on LTL for use at school, for as long as the 
equipment is a good fit and is in use.  

 
 
 
 
 
 
 
Other Related Policies: 
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PR114 – Medical Care Plan 
Purpose 
 

To ensure that Developmental Assistants (DA’s) have the necessary training and 
information to respond to children with complex medical needs. A Medical Care 
Plan will be put in place for any child requiring medical care beyond Level A 
CPR/Emergency First Aid. 
 

Policy 
 

GRIT will work with families and healthcare team, to complete a Medical Care Plan 
and ensure DA’s have the necessary skills and confidence to provide an appropriate 
level of care for each child.    
 

Procedures GRIT will: 
• Work collaboratively with Home Care, or other referring agencies, to 

identify children with complex medical needs during the intake process and 
secure a copy of existing plan. 

• Provide families with a Medical Care Plan form to complete for Children 
with Complex Medical Needs, and when necessary, form will be signed off 
by the child’s Homecare Provider and Homecare Medical Care Plan will be 
attached to GRIT’s Medical Care Plan form. 

• Use information from the Medical Care Plan to identify and provide training 
needed for DA.’s (i.e. tracheostomy suctioning, g-tube and/or seizures). 

• Require a parent or guardian to be present 100% of the time until the DA 
has demonstrated skills and confidence in performing the necessary medical 
procedures. 

• For complex medical conditions (i.e. Tracheostomy): 
o Homecare will make the decision regarding if medical care is a 

restricted or non-restricted practice. 
o The Respiratory Therapist (RT) or healthcare provider observes the DA 

performing the procedure on the individual child. 
o The RT or healthcare provider, DA and parent sign an additional 

tracheostomy agreement as provided by GRIT, indicating their shared 
confidence in the DA’s skill and confidence with the medical care.  A 
key lead for the GRIT team will sign off as a witness and be the lead for 
any further communication between GRIT and the Healthcare team. 

o Once agreement is signed, DA can be left alone with the child. 
o This procedure is repeated for all long-term substitute staff working 

with the child.  
• Review and update the Medical Care Plan as needed.  
• Ensure a copy of the Medical Care Plan is kept in the child’s binder(s) and 

the main file. 
 
Other Related Policies: 
Forms: 
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PR115 – iPad Management and Loans 

Purpose 
 
 
 
Policy 
 
Procedures 
 

To Effectively manage iPads and loans for children and staff use.  To provide children 
an opportunity to trial iPads/recommended Apps for educational/communication 
purposes and provide effective programming for children. 
 
GRIT will maintain, manage use, and trial iPads for the purpose of child’s 
communication and educational programming. 
• iPads purchased are the property of the Program and will be loaned to individual 

children for educational/communication purposes only, as recommended by a 
team member when iPad is deemed best device. 

• iPad may also be checked-in / out for other approved program use as per 
Equipment and Toys loan policy. 

• iPads will be loaned out for 90 consecutive days unless an interim long-term loan 
agreement has been signed by the parent and team member. Review of data will 
be used to support decision-making regarding long-term loan and/or the selection 
of an alternative communication device/method (see iPad Trialing Process). 

• After the trial period is complete and data collected indicates that the iPad is 
actively supporting communication and educational programming, the decision 
for the family to purchase their own iPad with software will be made; funds may 
be acquired to help support the family to purchase an iPad.  If appropriate, an 
application for funding will be made on behalf of the family to Alberta Aids to 
Daily Living. 

• Only Apps that have been downloaded or approved by the educational team are 
to be used on the iPad. 

• Apps and settings are accessed through the GRIT iCloud account.  
• Standard passwords are maintained for all iPads and should not be changed by 

staff or families without authorization.  
• iPads loans follow the same procedures as equipment and toy loans in regard to: 

checking out / in, cleaning, repair and surplus. 
• All packaging including protective cover and charging/syncing cord need to be 

returned with the iPad.  
• iPads should be cleaned and photos removed then given to checking-in the iPad 

and returning to the librarian. All Apps will then be removed before it is available 
for re-circulation. 

• If an iPad or accessories will not be returning to GRIT (i.e. remaining with child 
or lost) the librarian should be informed and the device will be removed from 
GRIT inventory. 

 Forms: 
- iPad Agreement 
- Long Term Loan Agreement 

Other Related Policies 
- Equipment and Toys 
- Equipment and Toy Loans 

Policy Type / Number 
 

Program Implementation / PR114 

Date of Board Approval November 2015 
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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PR116 - Response To Challenging Behaviours 

Purpose 
 
 
 
Policy 
 
 
Procedures 

To ensure staff have the necessary skill, knowledge and confidence to protect the 
emotional well-being, physical safety and dignity of children and adults when 
responding to challenging behaviour. 
 
GRIT will provide training and on-site coaching to ensure staff implement evidence-
based prevention and intervention practices. 
 
GRIT will ensure training, assessment, monitoring, documentation, and reporting 
practices are in place to support when working directly with children who 
demonstrate challenging behaviors that may place themselves or others at risk. 
 
For these practices to be consistently in place, GRIT will provide Crisis Prevention 
Institute Nonviolent Crisis Intervention (CPI NVCI) training, and following approved 
training by a certificated trainer, staff will apply and adhere to CPI NVCI prevention 
and intervention practices. 
 
In order to create a climate of Care, Welfare, Safety and Security consistent with the 
CPI NVCI model GRIT requires that: 

• Ongoing training, coaching, and education shall be provided as needed by a 
certified CPI NVCI trainer. Staff shall be formally recertified every 2 years. 

• Only trained, certified staff are permitted to utilize physical restraint as part 
of an explicitly documented intervention plan in non-emergency situations.  

• Staff will only intervene with physical restraint to restore safety in a genuine 
emergency.  

• Only physical intervention skills taught in CPI NVCI training are used; all 
other types of restraints are prohibited for use by GRIT staff. 

• Staff will document all use of restraints on the Non-Violent Crisis Post 
Intervention Form and the Physical Restraint Form and submit to 
Coordinating Teacher. The forms will be stored on the child’s main file. 

• Timely review of the documentation and any follow-up required will be 
provided by the Coordinating Teacher in consultation with GRIT’s Behavior 
Consultant and/or qualified CPI NVCI trainer 

 
Use of Physical Restraint: 
Restraint will only be used as last resort safety intervention that is necessitated by an 
emergency and that provides an opportunity for the child to regain control while 
maintaining the safety of the child and others. 
 
Physical restraint is only to be used when:  

• a child’s behaviour presents a clear, present, and imminent risk to the 
physical safety of the child or to others;  

• it is the least restrictive intervention feasible;  
• there are no medical contraindications to its use;  
• the degree of force and duration used do not exceed what is necessary and 

reasonable to resolve the risk to the physical safety of the student or others;  
• no prohibited technique is used. 

 
Restraint is not permitted if it is used for the convenience of staff; to prevent 
property damage; as a form of discipline; as a substitute for less restrictive 
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alternatives; or when contraindicated based on a staff or child’s health care needs or 
medical condition. 
 
Definitions: 

• “Emergency” means a situation constituting an immediate and impending 
threat of a child causing substantial injury to self or others. 

• “Restraint” means an action that prevents or significantly restricts the ability 
of a child to freely move part or all of his/her body.  

• “Physical restraint” means restraint involving direct physical contact. 
• “Mechanical restraint” means the use of any device, article, garment, or 

material attached to or adjacent to a child’s body to perform restraint.  
• Restraint does not include the use of assistive or protective devices, including 

adaptive equipment, prescribed by an appropriately trained professional or 
GRIT team member when it is used as recommended; or safety equipment 
used by the general population as intended, such as a seat belt or safety 
harness during transportation. 

 
Other Related Policies: 

- Guidance of Child’s Behaviour 
 

Forms: 
- Post Intervention Form  
- Physical Restraint Form 

 
References: 

- Nonviolent Crisis Intervention (2011). A Checklist for Writing Policies 
and Procedures. Milwaukee, WI 

 
 
 
 

Policy Type 
 

Program Implementation / PR116 

Date of Board Approval  
December 19, 2018 

Date Last Amended  
 

Replacing Version Dated: NEW 
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PROGRAM ACCOUNTABILITY 
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AC100 – Transition Planning 
Purpose 
 

To ensure children, families and professionals experience successful transitions from 
one educational program to another.  
 

Policy 
 

GRIT will provide the information and support necessary for the successful transition 
to playschool, kindergarten and full inclusion in a community school. 
 

Procedures GRIT will: 
• Provide families with information to assist in their understanding of child’s 

development and areas of support to ensure maximum participation. 
• Guide the families understanding of the value of community inclusion. 

Support families in accessing community resources and programs, including 
playschool, kindergarten, and grade one placement of the parent's choice. 

• Support parents as the expert on their child and to build and maintain healthy 
relationships/boundaries with professionals. 

• Invite relevant community partners to participate in Individual Program Plan 
meetings and transition meetings. 

• Provide ongoing communication with community partners informally and 
formally. 

• Provide all necessary equipment and materials to support transition. 
• Prepare transition information sheet, assessments required and summary 

report including recommendations and teaching strategies for receiving 
school with input from parents. 

• Collaborate with school principal and teachers to ensure support plans are in 
place for next year. 

• Facilitate the family’s connection to community resources to provide 
continued support and advocacy (i.e. Gateway, AACL). 

 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Program Accountability / AC100 

Date of Board Approval January 2013 
 

Date Last Amended April 2013 
 

Replacing Version Dated: NEW 
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AC101 – Accountability 
Purpose 
 

Accountability for a child with special education need’s programming includes the 
responsibility to contribute to the child’s lifelong learning and the obligation to report 
on the execution of the program’s contribution. 
 

Policy 
 

GRIT is accountable for programming for ECS children with special education needs 
as established through: 

• Agency policy and procedures. 
• Reporting to parents. 
• Program monitoring and evaluation. 

 
Procedures GRIT will  

• Ensure written policies and procedures provide for access, appropriateness, 
accountability and appeals. 

• Ensure written policies and procedures are developed, kept current and 
implemented. 

• Make information on programming services, policies and procedures 
available to the public in print and/or electronic form. 

• Develop policies and procedures establishing roles and responsibilities of 
staff that provide assessment and programming for children with special 
education needs.  

• Develop policies related to the transition of ECS children with special 
education needs to the resident school board or program of choice. 

• Develop policies making provisions for professional development activities 
for staff directly related to the needs of children with whom they are working. 

Ensure all parents and staff members have an annual opportunity to evaluate program 
outcomes. 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Program Accountability / AC101 

Date of Board Approval March 2010 
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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AC102 – Access to Records 
Purpose 
 

To establish and maintain accurate personal information and progress notes relevant 
to the effective delivery of educational programming. 
 

Policy 
 

A central file for each child enrolled in the program shall include updates to 
programming and assessment information and be stored in the GRIT office. 
 

Procedures • Central files will remain in a locked cabinet, with access only by GRIT staff 
on a need to know basis.   

• Upon request, parents will have full access to the information contained in 
their child’s file. 

• Documents kept in the central files shall include, but not limited to: 
- Completed application forms.  
- History of assessment and background information. 
- Individual Program Plans. 
- Transition Reports.  
- Year End Reports. 
- Written informed consent forms from parents. 
- All assessments. 
- Medical Care Plan. 

• Individual child files are maintained by all members of the child’s education 
team, containing contact notes. These records are added to the main file once 
the child leaves the program. 

• Current copies of all documents are maintained in a program binder for use 
by the Developmental Assistant. 

• Files are maintained for the term for a period of twenty-five years; files will 
then be destroyed. Procedures for access to files as stated above remain in 
effect. 

• GRIT will provide necessary and relevant program information upon consent 
from family, or request from receiving school in consistency with FOIP and 
the Child First Act. When information is sent, GRIT must keep a record of 
information sent, date sent and to whom the information was disclosed to. 

 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Program Accountability / AC102 

Date of Board Approval March 2010 
 

Date Last Amended January 2016 
 

Replacing Version Dated:  
March 2010 
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AC103 – Appeals 
Purpose 
 

To be responsive to the need for greater family involvement and to respond to 
disagreements or disputes in a fair and non-judgmental manner. 
 

Policy 
 

GRIT will offer timely, fair and open processes to protect the rights of children and 
families to address differences of opinion about the education of children with special 
education needs. 
 

Procedures GRIT will  
• Advise parents of their right to appeal a decision. 
• Make every reasonable effort at both team and agency level to resolve 

concerns collaboratively with parents. 
• Provide procedures for timely, fair and open dispute-resolution and appeal 

processes related to education programming.  
• This will include clear communication of concern directly to the teacher as 

the lead of the child’s program and continuing through to the Executive 
Director and Board President, if needed. 

• In the event that dispute-resolution at the agency level is unsatisfactory, 
parents will be advised of their right to formally appeal decisions that 
significantly affect the education of their children to Alberta Education, 
Director of Special Programs Branch. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Program Accountability / AC103 

Date of Board Approval March 2010 
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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AC104 – Transportation 
Purpose 
 

To ensure consistent practice for all staff and parents for the safe transportation of 
children. 
 

Policy 
 

Parents will provide transportation for their children to educational program settings 
whenever possible. Developmental Assistants (DA) will provide transportation when 
the family is unable to do so.  
 

Procedures • Parents will provide a car seat or booster for the DA’s use at all times. If this 
creates a financial hardship for the family, a car seat will be provided by 
GRIT 

• DA’s will maintain 2 million vehicle liability insurance coverage and provide 
a 3-year driving abstract both prior to hire and every 3 years thereafter. 

• DA’s transporting a child in their vehicle must attend a car seat inspection at 
GRIT for each child they transport. 

• All staff will adhere to the Distracted Driving legislation at all times. 
• GRIT staff will not transport a child for a medical emergency, call 911. 
• DA’s will be reimbursed mileage for transportation of the child enrolled with 

GRIT. Parents and siblings cannot be transported by the DA. 
• The parent is responsible to provide transportation to all medical 

appointments for their child. The developmental assistant may accompany 
the family in the parent’s vehicle, they may travel together by bus or taxi, or 
staff may choose to meet the parent at the appointment. GRIT does not 
provide mileage reimbursement to parents for medical appointments. 

• For children with complex airways, whose family is unable to transport to 
community settings, taxi transportation will be arranged with the DA or 
Parent accompanying. 

• A proper car seat will be utilized during taxi transportation. 
• When there is a travel advisory, DA’s are encouraged not to transport 

children. If a GRIT staff is unable to access the child’s home/school due to 
road and weather conditions, staff will come to work at the GRIT office or 
inform the office that a day without pay will be taken. 

 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Program Accountability / AC104 

Date of Board Approval November 2015 
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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FI100 – Investment Policy 
Purpose 
 

To assign responsibility and authority for the investment of cash and to safeguard 
cash and invested securities. 
 

Policy 
 

GRIT will apply guidelines for investing surplus funds (if any) primarily to ensure 
the safety and preservation of capital while maintaining. 
 

Procedures • Eligible investments include; Government of Canada obligations, i.e. 
Treasury Bills, Notes, Debentures, Bonds), Canadian Chartered Bank 
securities (GIC’s, Deposit Receipts, Term Notes, High Interest Savings 
Accounts). 

• Maturity dates will be determined based on projected cash flow requirements 
with the following limits; at least 25% of the portfolio will mature within 30 
days and no maturities will be longer than 730 days. 

• The portfolio will be held in safekeeping by the Royal Bank of Canada, 
unless otherwise approved by the Board of Directors. 

• Investments will be implemented and monitored by the Finance Committee 
comprised of the Executive Director, Finance Manager and Board Treasurer. 

• The Finance Manager will provide a report for the Finance Committee 
annually that will include; breakdown of portfolio investments including the 
percentage mix by type of investment, comments on the investment climate 
and recommendations for any changes required in the maturity structure of 
the Portfolio. 

• This policy shall be reviewed bi-annually by the Finance Committee to 
ensure it is consistent with the overall objectives of the agency and prudent 
investment practices are being followed. This policy may be reviewed and 
updated more frequently if necessary. 

 
 
 
 
 
 
 
Other Related Policies: 
 
Forms: 
 
References: 
 
 

Policy Type / Number 
 

Financial / FI100 

Date of Board Approval May 2015 
 

Date Last Amended May 2015 
 

Replacing Version Dated: NEW 
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Job Description: Executive Director 

 
Reports to 
 

The Board of Directors 

Job Purpose 
 

The Executive Director is accountable to ensure the delivery of service to children 
and families in accordance with the Mission, Vision, Values, operational goals and 
the Board’s strategic direction. 
 

Job Requirements 
 

• Degree in education, social work, or related field as a minimum.  Minimum 
of ten years in a progressively responsible management position managing a 
complex human service organization. 

• Demonstrated “values based” leadership skills upholding the value of 
inclusion and human rights.  

• Strong understanding of systems of financial accountability, budget and 
financial controls. 

• Demonstrates leadership in applying research and practice related to early 
childhood development, disability, and related fields of practice  

• Strong communication and interpersonal skills with demonstrated “values 
based” leadership skills and application of GRIT’s core values in previous 
work 

• Comprehensive understanding of early childhood development community 
programs for families with a young child who has complex needs. 

• Comprehensive understanding of and experience with Alberta Education 
funding criteria, policies, and grant application. 

• Experience in developing policy and procedures. 
 

Job Responsibilities 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Leadership and Program Development: 
• Provide vision, leadership and guidance in managing and directing all aspects 

of service delivery upholding GRIT’s core program values. 
• Leads the development and implementation of long-range vision and 

strategic planning of program 
• Create a high-performance culture of professional engagement and 

transparency to maintain a positive work environment.  
• Support the development of operational plans that align with strategic 

directions and Agency wide vision. 
• Seek innovative opportunities to advance the organizations mission, vision 

and service provision. 
• Engage in community-based research to measure program outcomes 
• Engage in individual or systems advocacy as needed to advance mission and 

vision. 
• Ensure appropriate infrastructure to support organizational growth and 

scaling of programs as GRIT shifts from local to provincial scope. 
•  Stays abreast of current research and practice to insure quality program 

implementation standards are set by the Program staff, families and Board 
• Ensures the development, implementation and evaluation of annual 

operational goals.  
• Supervision, collaborative coaching and performance review of identified 

staff: Director of Operations, Finance Manager, Manager ASaP, Events 
coordinator/fund development, Communications Coordinator, and 
Administrative Assistant, ASaP.  
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Administration: 
• Responsible and accountable for oversight of all financial aspects of program 

streams. (i.e. Alberta Education, Alberta Children’s Services, Alberta 
Community Services, grants awarded etc.) 

• Responsible for the human resource management, leading hiring process and 
selection of all professional staff positions.  

• Ensures maintenance of records, reports and systems in accordance with 
Alberta Education and Program policy.  

 
Board Development: 

• Reports regularly through the Board President and ensures the Board is 
informed of operational direction and planning.  

• Advises the Board in a timely fashion of any developments that impact risk 
to the Agency  

• Reviews policies and procedures annually 
• Lead fund development initiatives (i.e. sponsorship, donor relations etc.) 
• Provide oversight to fundraising events, Signature event etc. 
• Supports board recruitment, orientation processes and development of annual 

board goals. 
 
Community Relations: 

• Advance GRIT’s vision and mission through the develop and effective 
working relationships with key stakeholders, community collaboratives, as 
requested (e.g. Alberta Government funders, ministry staff, local school 
districts, community collaboratives, etc.) and the advancement of early 
learning and care policies. 

• Develop written quarterly e-newsletter communication from agency to 
community stakeholders, donors etc.) and knowledge translation briefs. 

• Oversee Agency communications, branding, and marketing. 
• Maintain a strong social media presence. 
 

 
Policy Type / Number 
 

Job Descriptions  

Date of Board Approval March 2010 
 

Date Last Amended February 2022 Replacing Version Dated: 
November 2015 
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Job Description: Director of Operations 

 
Reports to 
 

Executive Director 

Job Purpose 
 

To provide leadership, oversite and support to the operational teams, guide 
monitoring and evaluation of strategic direction, and uphold the organizational vision 
and mission within community stakeholders. 
 

Job Requirements 
 

• Minimum Degree in a related field of study (e.g. education, family or 
disability studies,  

• Minimum of five years in a progressively responsible management position 
• Demonstrated “values based” leadership skills upholding the value of 

inclusion and human rights.  
• Demonstrates leadership in applying research and practice related to early 

childhood development, disability, and related fields of practice  
• Professional Knowledge and experience in program evaluation and 

monitoring 
• Exceptional written, oral, interpersonal and presentation skills 
• Understands Alberta Education funding criteria, policies, etc. 
• Confidence in all uses of technology to support work and others 
• Experience in developing policy and procedures. 
• Strong understanding of financial controls.  

 
Job Responsibilities 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Leadership and Program Development: 
• Demonstrate strong adherence to Agency values, vision and mission and 

promote program to community organizations. 
• As a member of the Leadership Team, support a high-performance culture of 

professional engagement and transparency to maintain a positive work 
environment.  

• Contribute to strategic planning related to Agency wide vision. 
• Lead the development for evaluation and monitoring of annual operational 

Program goals 
• Collaborate with Executive Director to develop and implement annual 

visioning day workshop to identify areas of strengths, challenges and 
possibilities to enhance Program outcomes. 

• Oversee the development, monitoring and daily operations of Specialized 
Services Programming  

• Stay abreast of current research and practice and contribute to GRIT’s 
leadership in all services provided to children, families and community. 

• Apply frameworks to plan, implement and communicate organizational 
change processes, as needed. 

• Provide operational guidance and direct support to Agency programs, as 
requested on an annual basis (i.e. cultural diversity to support active 
engagement of all families and staff etc.) 

• Evaluate workflow processes and adjust to maintain efficiencies, as needed. 
• Develop internal processes to transfer research to practice to strengthen the 

Agency Mission 
• Oversee and support operational committees, as needed (e.g. occupational 

health and safety). 
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Administration 

• Develop technological solutions and support capacity building of staff. 
• Participate in the hiring process of selected professional staff positions, as 

requested.  
• Contribute to the development and revisions of policy and procedures 
• Approve and communicate vacation, time off and PD requests, for direct 

reports.  
 
Community Relations: 

• Advance GRIT’s vision and mission through the develop and effective 
working relationships with key stakeholders, community collaboratives, (e.g. 
GOA, local school districts, FSCD, community collaboratives, etc.) and the 
advancement of early learning and care polies, as requested. 

 
Scope of Supervision: 
As per Agency policy, provide collaborative coaching, continuous feedback 
regarding areas of professional strengths and/ or concerns, and any required 
documentation for selected staff including, but not limited to: 

• Human Resource Manager,  
• Manager of Early Childhood Services, 
• Supervisor of Specialized Services. 
• Office Manager 

 
 
 
 
 

Policy Type / Number 
 

Job Descriptions  

Date of Board Approval  
June 2018 

Date Last Amended  Replacing Version Dated:  
New 
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Job Description: Manager, Early Childhood Services (ECS) 

 
Reports to 
 
Job Purpose 
 
 
 
Job Requirements 
 
 
 
 
 
 
 
 
 
 
 
Job Responsibilities 
 

 
Director of Operations 
 
To provide leadership to ensure GRIT’s vision and mission is upheld in the day 
to day provision of services and supports to children, families, and community 
partners. 
 

• Degree in a related field of study. 
• Minimum of five years in a progressively responsible management 

position 
• Demonstrated “values based” leadership skills upholding the value of 

inclusion and human rights.  
• Demonstrates leadership in applying research and practice related to 

early childhood development, disability, and related fields of practice  
• Exceptional written, oral, interpersonal and presentation skills 
• Understands Alberta Education funding criteria, policies, etc. 
• Confidence in all uses of technology to support work 
• Experience in developing policy and procedures. 
• Strong understanding of financial controls.  

 
Leadership and Program Development: 

• Demonstrate strong adherence to Agency values, vision and mission 
and promote program to community organizations. 

• Contribute to strategic planning related to Agency wide vision. 
• Lead the development and implementation of annual operational 

Program goals related to ECS. 
• Provide oversight to the daily operations of the ECS program addressing 

any issues/ concerns in a timely and professional manner 
• Oversee the implementation and monitoring of “special initiatives” 

directed to services for children and families, as required to forward 
GRIT’s strategic plan (e.g. GECV, parent/ child interaction groups, 
etc.) 

• Inform workflow processes and adjust to maintain efficiencies, as 
needed. 

• Identify core practices, based on identified research, to strengthen and 
support implementation of professional practices of the Agency. 

• Coordinate Resource meetings and Community Learning Workshop 
(CLW) meetings to engage all staff in supportive communication, 
planning and professional learning. 

• Contribute to ongoing strategies for collaborative partnerships with 
families in collaboration with the Family Support Social Worker and 
Supervisor of Early Childhood Services. 

• Coordinate, with the Specialized Services Supervisor and Family 
Support Social Worker, the alignment of GRIT+ and ECS programs to 
ensure effective services and supports to children and families. 

• Maintain a high-performance culture by collaborating with management 
and employees to establish a positive work environment. 

• Stay abreast of current research and practice and contribute to GRIT’s 
leadership in all services provided to children, families and community. 
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Administration 
• Develop and / or edit written communication from agency to families, 

staff, and community (i.e: Friday Update, program calendars, 
workshop series, awards and school appreciation). 

• Develop technological solutions and capacity building of staff to 
improve workflow efficiencies 

• Participate in the hiring process and selection of professional staff 
positions as requested.  

• Contribute to the development and revisions of policy and procedures 
• Coordinate Alberta Education funding, eligibility, reporting 

requirements and placement of new families on teams, in 
collaborations with the Family Support Social Worker 

 
Community Relations: 

• Identify and participate in networking opportunities with community 
partners, as requested (e.g. local school districts, FSCD, community 
collaboratives, etc.) to advance GRIT’s vision and mission. 

• Coordinate and facilitate professional development offerings for the 
community at large, to advance GRIT’s leadership in providing 
inclusive early learning and care.  

 
Scope of Supervision: 

• Supervision of Family Support Social Worker, Supervisor- Early 
Childhood Services (PUF), Project Lead (AAC). 

• Reflective supervision to direct reports includes; orientation, coaching, 
regular one-on-one meetings, support in developing individual Goal 
Setting Plan, and Bi-annual Performance Reviews, approve vacations, 
time sheets and professional training requests. 

 
 
 
 
 

Policy Type 
 

Job Descriptions  

Date of Board Approval 
 

 

Date Last Amended January 2019 Replacing Version Dated: 
NEW 
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Job Description: Family Support Social Worker 

 
Reports to 
 

Manager, Early Childhood Services (ECS) 

ob Purpose 
 

Provision of family focused programs, individual follow up to families requiring 
support and advocacy and intake of students entering GRIT.     
 

Job Requirements 
 

• Education:  Bachelor’s Degree in the Human Sciences 
• Current registration with the Alberta College of Social Workers 
• Minimum of five years’ experience working with families 
• Own vehicle  

 
Job Responsibilities Coordination Responsibilities 

• Represents GRIT’s values and vision in the community 
• Leads the coordination of all aspects of intake of new families including 

family support profile 
• Contribute to the development of GRIT Policy and Procedures, as requested 
• Facilitate Community Learning Workshops, as requested 

 
Family Support 

• Coaching and problem solve with team members around family related 
concerns. 

• Assist families by advocating on their behalf and supporting their 
development and confidence in their advocacy effort.   

• Contribute to parent information items in monthly newsletter 
• Participate in Parent2Parent once per month contributing to parent learning 

journey 
• Support access to registration and tracking of parent learning opportunities 
• Support parents when their children are experiencing hospital admissions, on 

request or, when needed 
• Assist families in securing funding sources for specialized equipment needs 
• Assist families to appeal decisions when necessary 
• Support staff and families at times of bereavement and loss.   
• Identify and obtain resources for the Family Resource Library 

 
Liaison Responsibilities 

• Collect and share information regarding community supports and how to 
access  

• Refer families to other programs and supports as per needs identified.   
• Arrange for GRIT parent speakers at public awareness opportunities (i.e.; 

Open House) 
 

Policy Type / Number 
 

Job Descriptions  

Date of Board Approval March 2010 
 

Date Last Amended September 2018 
 

Replacing Version Dated:  
September 2014 
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Job Description: Manager, Human Resources 

 
Reports to 
 

Director 

Job Purpose 
 

Coordinates the hiring and orientation process for all employees. Maintains required 
documentation in employee files. Applies current personnel policies and procedures 
and administration of the employee benefit package. 
 

Job Requirements 
 

• Human Resources Diploma  
• Experience: 5 years working with GRIT or a similar agency 
• Own reliable vehicle and required insurance coverage 
• Oath of confidentiality 
• Clear criminal record and child welfare clearance 
• Knowledge of disability, and sensitivity to the needs of families 

 
Job Responsibilities • Performs the hiring responsibilities on behalf of the agency 

• Coordinates orientation and training of new employees 
• Insures performance appraisals are completed in accordance with agency 

policy, procedures and timelines  
• Responsible for obtaining and maintaining employee documents and records 

in a locked cabinet and in accordance to agency policy and Alberta 
employment standards this shall include: vehicle insurance- SEF6A 
endorsement, clear criminal record and child welfare, oath of confidentiality, 
educational documents, CPR, reference checks, TD1 forms, photocopy of 
social insurance card, employee information sheet, payroll deposit 
information, and benefit coverage application forms as applicable  

• Communicate regarding changes to key employee information including: 
absence, resignation, change in benefits, or hours of work in accordance with 
agency policy 

• Responsible to ensure the Program is in compliance with Alberta 
Employment Standards and Human Resources policy 

• Responsible for completing WCB and physical demands analysis forms 
• Maintains and files time, mileage and absenteeism records 
• Responsible for providing references for Developmental assistants on behalf 

of the Program 
 
Additional Responsibilities: 
Facilitates ad hoc committees to review and seek input regarding changes to human 
resource policy and procedure 
 
 

Policy Type / Number 
 

Job Descriptions  

Date of Board Approval March 2010 
 

Date Last Amended September 2018 
 

Replacing Version Dated:  
February 2005 
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Job Description: Manager, Finance 

 
Reports to 
 

Executive Director 

Job Purpose 
 

Overall responsibility for the development, processing, reporting and providing 
guidance of agency finances. 
 

Job Requirements 
 

• Education:  Accounting designation, degree or diploma in Accounting 
• Experience:  Minimum of 5 years work experience in accounting 

environment 
• Proficient in computer applications of Simply Accounting and Excel  
• Knowledge of Payroll, Employment Standards, and Charitable Act 
• Excellent verbal, analytical, organizational and written skills 

 
Job Responsibilities Financial: 

• Annual preparation of budgets   
• Manage accounts receivable, preparation of invoices, collection and bank 

deposit 
• Complete all funding applications and ensure financial compliance with 

funders 
• Complete monthly bank reconciliations, financial statements and review with 

Finance Committee 
• Manage investments funds 
• Oversee annual audit and present financial report at Annual General Meeting 
• Complete CCRA Charity Return, GST rebate, WCB return and Society 

return 
• Ensure standards of excellence in tracking systems for receiving donations 

and issuing tax receipts 
• Track current and potential grant opportunities 
 

Payroll: 
• Input bi-weekly payroll, verify deductions and submit it to payroll provider 
• Ensure accuracy of and distribute T4 slips. 
• Issue Record of Employment forms when an employee leaves employ. 

 
Leadership Responsibilities: 

• Attend GRIT Board meetings as requested 
• Supervision of Accounts Payable Assistant  
• Provide financial forecast and innovation to the Executive Director 
• Attend relevant community partnership meetings 

 
Policy Type / Number 
 

Job Descriptions  

Date of Board Approval March 2010 
 

Date Last Amended September 2018 
 

Replacing Version Dated:  
November 2015 
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Job Description:  Event Coordinator and Administrative Asst. 
(ASaP/ICC) 

 
Reports to 
 
Job Purpose 
 
Job Requirements 
 
 
 
 
 
 
 
 
 
 
 
 
Job Responsibilities 
 

 
ICC Manager  
 
To strengthen GRIT’s profile and relationship building in the community through 
various stages of communication, events and community partnerships.  
 

• Education: One-year applicable certificate from a recognized institution or an 
equivalent of education and experience. 

• Experience: Ability to type 45 wpm with proficiency in Microsoft Office 
programs. 

• Minimum of 2 years’ experience in event coordination and planning. 
• Proficient in word processing, spreadsheet and database applications. 

Experience with Outlook, Microsoft Office 365 and cloud-based applications. 
• Excellent organizational skills with the ability to prioritize and plan work 

activities to meet deadlines, with a high level of attention to detail. 
• Ability to communicate effectively and build positive relationships. 
• Clear criminal record check and Children’s Intervention check. 
• Sign an oath of confidentiality.  

 
Administrative 

• Point of contact for supporting ASaP/ ICC staff with troubleshooting 
computer issues (passwords, formatting, etc). 

• Provides administrative support to ASaP/ICC staff including summary of 
notes and/or minute taker from meetings, format team documents, research 
data etc., to professionally communicate written information to stakeholders  

• Track workshop evaluations and attendance 
• Arrange catering and accommodations for internal workshops/meetings in 

Edmonton and compile options for regional catering / facility bookings  
• Oversee booking of Learning Lab for community rental agreements. 
• Works collaboratively with all staff and supports miscellaneous jobs as 

required 
 
Events 

• Coordination and communications of internal agency events and 
registrations (e.g.  annual conference, regular Board meetings, AGM, 
luncheons, year-end family events etc.). 

• Liaison with hotels/facilities to ensure associated logistics are attended to 
such including catering, audio-visual needs, etc., for GRIT events (e.g. 
conferences, ASaP/ICC professional learning etc. 

• Agency representative on Signature Event committee, Third Party events 
and/ or chair sub-committee (e.g. volunteers etc.) 

• Support event oversight to ensure a timely response to logistical challenges. 
• Review, maintain and solicit sponsorship, in-kind donations and/ or potential 

grant opportunities.  
• Collaborate with social media contact to communicate promotion of events 

and initiatives to social media personnel. 
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• Update donor recognition including annual donor wall/ TV and 
communicate with designated staff to update website and social media 
announcements. 

Policy Type 
 

Job Descriptions  

Date of Board Approval  
 

Date Last Amended January 2020 Replacing Version Dated: 
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Primary Service Provider “Team Lead”  

Reports to: 
 

Manager, Early Childhood Services 
 

 
Job Purpose: 
 
 
 
 
 
Job Requirements: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
In addition to the Primary Service Provider Coach job description, The 
Primary Service Provider Team Lead is responsible for the oversight of team 
leadership including coordination, IPP oversight, transition planning, support 
with problem-solving and Primary Service Coach supervision.  
 

• Education: Bachelor’s/Master’s Degree in Education, preferably with 
major in Special Education. Completed post-graduate diploma in 
Early Childhood is an asset 

• Certification: Valid Alberta Teaching Certificate 
• Minimum of five years’ teaching experience preferably with 

preschool children with developmental disabilities 
 
Core Values: All job-related duties (roles/responsibilities) are conducted in 
accordance with GRIT core values: Family Centered Practice, Community 
Inclusion, Learning through Play and, Learning Organization. 
 
Team Leadership  
Coordination:  

• Initial connection with all families on the team 
• Organize and schedule Routine Based Interviews (RBI’s) 
• Organize and facilitate team meetings 
• Provide input and/ or develop agency documents, upon request (i.e. 

Looking Ahead binder, Orientation Handbooks, policy and 
procedures, etc.) 

 
IPP Oversight: 

• Responsible for the overall quality of Individual Program Plans (IPP) 
ensuring there are functional and meaningful goals. 

• Coordinate and attend all IPP meetings on assigned team. 
• Oversee and edit all IPP’s.  
• Ensure IPP’s are properly formatted and distributed accordingly. 

 
Transition Planning: 

• Facilitate effective transition process for children and families 
moving to other community and/or school placements including 
coordination of parent /community meetings, the provision of written 
documentation of transition/year-end information reports, and follow 
up contact with families 

• Edit and review composite reports prior to distribution to schools and  
families.  
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Problem-Solving: 
• Provide back-up support for families and Developmental Assistants 

(DA) when Primary Service Provider Coach is not available, and 
family or DA need to contact someone immediately to problem-
solve. 

Supervision: 
• Supervision of team Primary Service Provider Coaches  
• Reflective supervision includes orientation, coaching and training, 

performance management including individual goal setting and 
performance reviews and approval of bi-weekly timesheets. 
 

Policy Type / Number 
 

 

Date of Board Approval 
  

 

Date Last Amended 
  

N/A Replacing Version Dated: N/A 
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Primary Service “Provider" 
(Teacher, Occupational Therapist, Speech Language Pathologist or Physical Therapist) 

Reports to: 
 

Primary Service Provider Team Lead*  
 
*Job Description pending – the PSP Team Lead will also fulfill the role of a PSP on the team 
in addition to meeting facilitation, coordination, problem solving, IPP oversite, transition 
planning, PSP team member supervision etc.) 

 
Job Purpose: 
 
 
 
 
Job Requirements: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The Primary Service Provider is responsible for: applying a streamlined evidence-
informed approach to support the delivery of services to children/families across 
settings; utilizing coaching practices in natural environments to build individual and 
family capacity to accomplish child/family outcomes; and supervision/evaluation of 
developmental assistants 
 

• Education: Bachelor’s/Master’s Degree in the field of Rehabilitation 
Medicine or Education (i.e. OT, SLP, PT, Teacher). 

• Registration with applicable college (i.e. ACOT, ACSLPA, Physiotherapy 
Alberta). 

• Minimum of five years’ discipline specific evidence-based practice 
(assessment, intervention, and evaluation) experience in a related field. 

• Demonstrated Early Childhood Learning and Development knowledge. 
• Knowledge of Disabilities. 
• Effective interpersonal and communication skills and the ability to build 

collaborative partnerships and work with a team for staff family/community 
partner capacity building and quality service provision.   

• Confidence in the use of technology to support work 
• Own vehicle and required insurance coverage. 
• Clear Criminal Record and Children’s Intervention. 
• Remain up-to-date, and complies with, all GRIT policies and procedures 

 
Core Values: All job-related duties (roles/responsibilities) are conducted in 
accordance with GRIT core values: Family Centered Practice, Community 
Inclusion, Learning through Play and, Learning Organization. 
 
Primary Service Skills 
 
Evidence-based practices 

• Utilizes discipline specific evidence-based practices (assessment, 
intervention, and evaluation)  

• Practices, provides team consultation, and coaching within discipline 
specific scope of practice. Actively seeks secondary service provider (SSP) 
referral, support and consultation as needed 

• Provides leadership in applying universal support and research to practice 
related to early childhood learning & development 

• Implements GRIT’s identified core competencies & practices (i.e. Family 
Centered Practice, Inclusion, Neuro Relational Framework, etc.) 

• Coordinates and completes assessments, transition reports, and year end 
summaries  

• Coordinates Individual Program Plan (IPP) development, implementation, 
updates and approval by Education Lead 
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Completes all required documentation 
Family Centered Practice 

• Utilizes natural learning environment practices (i.e. Routines-Based 
Functional Goal Setting/Writing)  

• Conducts regular visits to home, community, and school programs to 
facilitate children’s’ individual programming 

• Supports evidence-based practices within discipline specific scope, 
universal interventions, and facilitates SSP supports, to assist family’s in 
building knowledge and achieving desired outcomes  

• Advocates with the family for outside agency appointments, services, or 
needed referrals 

 
Coaching Practices 

• Uses coaching methods and strategies when working with adults (i.e. 
parents, educators, developmental assistants, and team members) that 
strengthen individual or family capacity to accomplish the child/family’s 
desired outcomes 

• Uses coaching practices that build upon what adults already know and are 
doing related to child learning and parent support 

• Demonstrates respect for individual adult learning styles, referred 
interaction methods, and socio-cultural influences or contexts 

• Provide in-services to families, staff, community partners and/or outside 
agencies 
 

Teaming Practices 
• Demonstrates excellent interpersonal communication skills with the team 

including: open and honest communication, being conscientious, mutual 
respect, collaboration and, effective time management skills with 
demonstrated ability to prioritize workload. 

• Actively participates in PSP selection, team meetings, IPP meetings, and 
transition planning. 

• Participates in discipline and resource team meetings  
 
Secondary Service Support 
Coaching & Consultation Practices 

• Participates in Joint Visits as necessary to support the Primary Service 
Coach (discipline-specific assessment, intervention, evaluation) 

• Provides colleague-to-colleague coaching (i.e. during team meetings, one-
on-one, presenting at CLW’s, joint visits etc.) 

• Provides support to team members for discipline specific referrals and 
equipment/resources (e.g.  AADL, feeding / swallowing etc.) 

• Provide additional Specialized Services discipline specific supports as 
defined by family FSCD service agreements for children assigned to their 
respective team. 

 
Scope of Supervision: 

• Supervision of Developmental Assistants assigned to caseload 
• Reflective supervision to developmental assistants includes; orientation, 

coaching and training, performance management including individual goal 
setting and performance reviews and approval of bi-weekly timesheets. 
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Policy Type / Number 
 

 

Date of Board Approval 
  

 

Date Last Amended 
  

N/A Replacing Version Dated: N/A 
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Job Description: Resource Coach 

 
Reports to 
 

Supervisor, Education Lead 

Job Purpose 
 

Provide extended training and coaching to support successful skill development of 
Developmental Assistants (DA’s). 
 

Job Requirements 
 

• Minimum 2-year diploma in a related field with 5 years’ experience as a 
Developmental Assistant with GRIT, or an equivalent of 
education/experience. 

• Experience working with families and children with disabilities. 
• Knowledge and practice using collaborative coaching models. 
• Vehicle required with 2 million liability insurance and driver’s abstract. 
• Current level A CPR/Emergency First Aid, Criminal Record Check and 

Child Welfare Clearance. 
 

Job Responsibilities Orientation & Training 
• Development of all written orientation and training processes for new DA’s 

in collaboration with the Leadership Team. 
• Provide on-site coaching to new DA’s throughout their first year at GRIT. 
• Upon request from an Education Lead, provides additional on-site coaching 

for DA’s. 
• Integrates GRIT’s core programming practices to support individual DA’s 

learning, as requested. 
• Tracks number of coaching visits for statistical data. 

 
Leadership 

• Supervision of Resource Coordinators. 
• Ensures clear communication with team members, parents and community 

partners to understand I.P.P goals to provide effective coaching. 
• Demonstrates professional practices needed to implement effective coaching 

processes.  
• Ability to adapt to change, model clear professional boundaries and uphold 

confidentiality of staff and families. 
• Assumes initiative for own professional development. 
• Provide input to team pertaining to recommendations for DA support needed. 

 
 
 
 
 

Policy Type / Number 
 

Job Descriptions  

Date of Board Approval November 2015 
 

Date Last Amended February 2018 
 

Replacing Version Dated:  
February 2016 
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Job Description: Resource Coordinator 

 
Reports to 
 

Resource Coach 

Job Purpose 
 

Enriching and implementing programs offered to children in the program. 
 

Job Requirements 
 

• Two-year diploma in either Early Childhood Education or Rehabilitation 
Practitioner or related discipline (preferred).   

• Minimum of three years’ experience with GRIT.  
• Able to work flexible hours. 
• Ability to lift up to 40 lbs. 
• Level A CPR/Emergency First Aid. 
• Clear Criminal Record Check and Child Welfare Check. 
• Reliable vehicle and 2 million liability insurance. 
• Ability to travel within Edmonton and surrounding areas. 

 
Job Responsibilities Program Enrichment:  

• Provides enriched programming through coordination, prioritization and 
provision of subbing, enhancing the quality of the child`s educational 
program. 

• Maintains statistics on requests for/and frequency of subbing to maintain 
quality programming.  

• Upholds GRIT`s core values and supports Developmental Assistants in 
adhering to these.  

• Supports and collaborates with other team members to prepare resources for 
program delivery. 

 

Leadership: 
• Represents GRIT at orientation, community events and information sessions, 

as requested.  
• Supports planning and assists with Special Events, as requested.  
• Co-Facilitates workshops for Community Learning Workshops.  
• Networks with post-secondary programs to arrange practicum students.  
• Develops meaningful opportunities to engage mentors.  
• Provides Developmental Assistant perspective in program planning during 

staff orientation, resource meetings, etc.).  
 

Coordination: 
• Supports the introduction of new DA’s hired mid-year with a 3-day 

orientation process.  
• Assists with day to day maintenance of prep room (e.g.; DA job box, 

supplies). 
• Coordinates childcare for GRIT workshops, parent 2 parent and events. 

 
Policy Type / Number 
 

Job Descriptions  

Date of Board Approval March 2010 
 

Date Last Amended February 2016 
 

Replacing Version Dated:  
May 2015 
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Job Description: Developmental Assistant  

 
Reports to 
 

Education Lead 

Job Purpose 
 

Adopt and demonstrate GRIT’s core values to provide quality early childhood 
experiences to support a child’s individual learning and active participation in every 
day natural routines of home, community and school. To work as a member of a 
multi-disciplinary team to meet the unique needs of each child and family.  
 

Job Requirements 
 

• Education: Completion of post-secondary education in related area of: 
Disability Studies, Early Childhood Development, Therapist Assistant or 
equivalent education/experience.   

• Experience working with young children and/or experience working with 
individuals with a disability.  

• Current Certification in First Aid/ CPR 
• Criminal Record Clearance and Children’s Intervention Check. 
• Vehicle required- Automobile Insurance/ Drivers Abstract in accordance 

with Program policy. 
 

Job Responsibilities 
 

• Implement a program for a child under the guidance of the educational team. 
• Act as a member of a multi-disciplinary team through active participation in 

team meetings (IPP), preparing for educational team member visits, and 
collaboration with community professionals (i.e. playschool teacher).   

• Actively promote family centered practice by strengthen parents critical role 
as an active participant, learner, and decision maker regarding their child’s 
educational program.   

• Use appropriate interpersonal communication to respect parent priorities, 
family routines, and culture. 

• Support and advocate for opportunities for the child to be fully included in 
natural learning opportunities in home, community and school.   

• Provide learning through play opportunities to build on the child’s strengths 
and interests and implement play activities to support the integration of 
individual learning goals identified on the IPP. 

• Attend staff orientation sessions, Community Learning Workshops, GRIT 
conferences and other courses pertinent to the job to build on professional 
knowledge and skills and maintain best practices for programming. 

• Integrate changes or recommendations from parent or educational team 
member into daily programming for the child. 

• Prepare instructional materials and complete required documentation, in a 
timely fashion.   

• Comply with proper lifting techniques and GRIT back care guidelines. 
• Participate in professional goal setting and performance appraisal reviews in 

accordance with Program policy. 
• Maintain confidentiality of all information regarding the child, family, 

program information binder, and GRIT is upheld at all times. 
• Provide substitution for other programs when current program is away, when 

requested. 
• Accommodates practicum students and other visitors to the Program as 

requested.  
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Policy Type / Number 
 

Job Descriptions  

Date of Board Approval March 2010 
 

Date Last Amended September 2017 
 

Replacing Version Dated:  
August 2010 
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Job Description: Supervisor, Specialized Services  

 
Reports to 
 

Director 

Job Purpose 
 

Accountable to ensure that the delivery of services to children and families receiving 
specialized services support is in accordance with the mission, vision and values of 
FSCD and GRIT.  
 

Job Requirements 
 

• Education: Minimum Bachelor’s Degree, 7-year experience in direct 
consultation in education/ behavior programming for children with severe 
disabilities. 

• Strong communication skills (written and oral) 
• Own vehicle and required business insurance coverage. 
• Sign Oath of Confidentiality, Child Welfare, Criminal Record Check 

 
Job Responsibilities 
 
 

Administrative 
• Ensure clear communication and processes with FSCD regarding eligibility, 

referral, and monitoring of specialized services funding. 
• All intake processes between FSCD, GRIT, and families (including screening 

of children for eligibility).  
• Primary communication with FSCD staff regarding individual family 

services. 
• Coordinate GRIT Plus team meeting to support development, coordination 

and implementation of services. 
• Guide GRIT processes for eligibility and approval of specialized services: 

Ensure all required documentation is gathered in a timely fashion to support 
families for MDT reviews, communicate clear process for 
assessments/timelines, criteria for annual report writing etc. 

• Represent GRIT Plus at community meetings as required, (i.e. FSCD, Sector 
meetings, Autism Collaboration Team). 

 
Service Delivery 

• Provide ongoing coaching, supervision, and performance review of 
Specialized Services Coaches and Behavior Consultant. 

• Provide training and support to team members working with children and 
families accessing specialized services, as needed. 

• Support collaborative process for comprehensive program planning between 
team members, Developmental Assistants and parents. 

• Facilitate formal and informal parent sessions to ensure families are active 
learners and informed decision makers for their child and family. 

• Participate in evaluation of specialized services program to ensure child, 
family, and staff needs are identified and met. 

• Facilitate effective transition process for children and families moving to 
another specialized services provider.   

• Stay abreast of research and best practices in early childhood special 
education and to ensure new knowledge is transferred and integrated to 
reflect best practices through community learning workshops, coaching and 
supervision, as well as GRIT’s written documentation (i.e. orientation 
handbooks, performance appraisals, parent education practices etc.). 
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Policy Type / Number 
 

Job Descriptions  

Date of Board Approval March 2010 
 

Date Last Amended February 2016 
 

Replacing Version Dated:  
January 2016 
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Job Description: Behaviour Consultant 

 
Reports to 
 

Supervisor, Specialized Services 

Job Purpose 
 

The Behaviour Consultant works in collaboration with family, GRIT multi-
disciplinary team, and community professionals to provide individualized behaviour 
interventions to support children and families.   
 

Job Requirements 
 

• Education:  Degree in Education, Early childhood Development or Disability 
Studies Program, or equivalent 

• Minimum of three years’ experience supervisory/consultant in positive 
behaviour interventions 

• Experience working with preschool children with developmental disabilities 
including knowledge of the autism spectrum 

• Strong verbal and written communication skills 
• A reliable vehicle is required 

 
Job Responsibilities Program Delivery: 

• Assess needs of child and family through a combination of observation, 
functional assessment and discussion with parents or alternate care provider. 

• Develop written goals, in collaboration with the family and team, to support 
functional behaviour interventions for the child, as required through the child 
and family service plan. 

• Implement and monitor individualized behaviour interventions to enhance 
child’s social emotional development and independence in daily activities of 
home and community. 

• Provide consultation and coaching needed to implement strategies and 
activity suggestions to support  parents and Developmental Assistants 

• Ensure adequate collection and review of data to evaluate effectiveness of 
the behaviour plan  

• Provision of workshops for staff and parents in area of positive behaviour 
supports. 

 
Organization and Teamwork: 

• Participate in all team meetings to ensure communication, direction and 
collaboration is consistent with family and team priorities. 

• Participate in team video review and implementation of the SCERTS model  
• Attend FSCD review meetings, as requested.   
• Complete accurate visit notes to document each visit recommendations.  
• Track statistics of complete visits throughout the year. 

 
Policy Type / Number 
 

Job Descriptions  

Date of Board Approval March 2010 
 

Date Last Amended June 2010 
 

Replacing Version Dated: NEW 
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Job Description: Specialized Services Coach  

 
Reports to 
 

Supervisor, Specialized Services 

Job Purpose 
 

To enhance parent’s/caregivers’ strengths, support development of their new skills 
and to support their participation in their child’s everyday routines of home and 
community. Work collaboratively with GRIT team members and community partners 
to promote child’s development and parent’s effectiveness on meeting family goals. 
 

Job Requirements 
 

• Education: Degree or Diploma in related field of study (i.e. Early Childhood 
Development, Disability Studies Program). 

• Minimum five years of experience directly working with families.  
• Experience supporting the development of children with Autism and/or 

social and emotional disorders.  
• Strong interpersonal and communication skills. 
• Knowledge and practice of collaborative coaching models and demonstrated 

professional practice through implementation of best practices including: 
visual supports, discrete trial learning, social narratives and positive behavior 
supports. 

• Available to work flexible shifts (between 8:00 am – 8:00 pm). 
• Current certification in First Aid/CPR. 
• Criminal Record Clearance and Child Welfare Clearance. 
• Vehicle required –/Drivers Abstract in accordance with program policy. 

 
Job Responsibilities Coaching practices to enhance parent’s skills and confidence in use of home 

strategies: 
• Conduct regularly scheduled home visits to support parent’s identification of 

family goals, observation, reflection and monitoring of Specialized Services 
Plan. 

• Ensure parent understanding and follow through in using strategies and 
materials, modelling strategies as needed.  

• Observe and support development of parent/child interactions, use of visuals 
and natural routines to support child’s learning, participation and 
development. 

• Develop additional teaching materials as needed 
• Encourage attendance to parent workshops, that support skill-based learning 

 
Collaborate with Educational Team: 

• Collaborate with team members to plan and provide updates on goals 
established in Individual Program Plans and coaching processes 

• Complete monthly summary information and data tracking for team   
• Support family’s collaboration, communication and advocacy within a 

family centered philosophy 
Policy Type / Number 
 

Job Descriptions  

Date of Board Approval May 2015 
 

Date Last Amended May 2015 
 

Replacing Version Dated: NEW 
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Job Description: Supervisor, ASaP  

 
Reports to 
 

Manager, ASaP 

Job Purpose 
 

Work as a collaborative leader and contribute to the development and coordination 
of ASaP Project and inclusive childcare initiative. 
 

Job Requirements 
 

• Education: Minimum Bachelor’s Degree 
• Minimum of 5 years’ experience in the field of early childhood education 
• Experience in coordination, supervisory and/or administrative 

responsibilities 
• Strong communication skills (written and oral) 
• Strengths in facilitation/ adult education 
• Strong computer skills (Microsoft office, Excel etc.) 
• Ability to travel throughout Alberta as needed 
• Own vehicle and required business insurance coverage. 
• Sign Oath of Confidentiality, Child Welfare, Criminal Record Check 

 
Job Responsibilities • Coordination and facilitation of reflective practice meetings, tracking of 

attendance and financial reimbursement 
• Coordinate the scheduling and tracking of TPOT administration in the region 
• Ensure timely preparation of professional development resources and 

tracking attendance of regional training 
• Supervision of coaches to increase knowledge and skills in area of Pyramid 

Model framework, Practice Based Coaching, navigational supports and 
inclusive practice 

• Lead facilitator for regional professional development and mentorship of co-
facilitators.  

• Attend ASaP Project team meetings to support development and 
implementation of project activities 

• Stay abreast of research and best practices in early childhood special 
education and ensure knowledge is transferred and integrated into ASaP 
project. 

• Participate in research and program evaluation as requested 
• Available to support short term needs for the success of the project, upon 

request. 
 
 

Policy Type / Number 
 

Job Descriptions  

Date of Board Approval  
 

Date Last Amended April 2018 
 

Replacing Version Dated: NEW 
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Job Description: Professional Learning Lead, ASaP 

 
Reports to 
 

Manager, ASaP 

Job Purpose 
 

Work as a collaborative leader and contribute to the development and coordination 
of ASaP Project and inclusive childcare initiative.  
 

Job Requirements 
 

• Education: Minimum Bachelor’s Degree 
• Minimum of 5 years’ experience in the field of early childhood education 
• Experience in coordination, supervisory and/or administrative 

responsibilities 
• Strong communication skills (written and oral) 
• Experience with models of change, strategic planning and project 

management 
• Good computer skills (Microsoft office, Excel etc.) 
• Willing to travel throughout Alberta as needed 
• Own vehicle and required business insurance coverage. 
• Sign Oath of Confidentiality, Child Welfare, Criminal Record Check 

 
Job Responsibilities • Work collaboratively with Executive Director to develop and implement 

project plans, identify activities, intended outcomes and monitor progress  
• Attend ASaP Project team meeting to support development and 

implementation of project plan activities  
• Stay abreast of research and best practices in early childhood special 

education and ensure knowledge is transferred and integrated into ASaP 
project. 

• Coordinate information sharing and resource development (e.g. training 
modules, family engagement, cultural awareness) for trainers, coaches and 
community partners 

• Establish and maintain good working relationships with community partners 
• Work with the ASaP Project team to develop appropriate evaluation 

procedures, gather data, analyze and summarize data. 
• Enhance profile of ASaP through representation in community  
• Participate in research and program evaluation 

 
 
 
 
 

Policy Type / Number 
 

Job Descriptions  

Date of Board Approval  
 

Date Last Amended March 2017 
 

Replacing Version Dated: NEW 
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Job Description: Coach, ASaP  

 
Reports to 
 

Supervisor, ASaP 

Job Purpose 
 

To guide early learning and care staff to implement Pyramid Model strategies to 
support the social emotional development of all children enrolled in the community 
program and address challenging behaviors.   
 

Job Requirements 
 

• Education: Degree or diploma in related field of study (e.g., Early Childhood 
Development, Disability Studies) 

• 5 years supervisory/ mentorship experience in an Early Learning and Care 
setting 

• Strong interpersonal communication skills  
• Experience in facilitating workshops 
• Good computer skills (e.g., Microsoft office, Excel) 
• Own vehicle and required business insurance coverage. 
• Sign Oath of Confidentiality, Child Welfare, Criminal Record Check 

 
Job Responsibilities • Develop collaborative, respectful relationships with all community partners  

• Respect confidentiality of early learning and care programs and family 
information. 

• Support the development of a Program Leadership Team.  
- Create a plan for Program Wide Implementation (training and onsite 

coaching) 
- Use data for decision making. 
- Develop a process for responding to challenging behaviour that includes 

working with families, gathering data and providing support in crisis 
situations.  

- Facilitate provision of screens/assessments and/or referrals as needed. 
• Complete the Teaching Pyramid Observational Tool (TPOT) and support 

Site Lead to create professional learning goals and an action plan. 
• Mentor Site Lead’s skills and confidence for peer to peer coaching. 
• Provide monthly coaching (up to 2x month) using data to determine 

frequency 
• Observe, inquire and reflect upon program’s beliefs, values and philosophies 

to guide coaching sessions and provision of materials.  
• Provide information and resources on social and emotional development to 

enhance family involvement and learning opportunities. 
• Collaborate regularly with Program Unit Funding team through monthly 

summaries, meetings and other meetings, as required.  
• Participate in research and program evaluation. 

 
Policy Type / Number 
 

Job Descriptions  

Date of Board Approval  
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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Job Description: 
Teaching Pyramid Observation Tool (TPOT) Implementer, ASaP  

 
Reports to 
 

Manager, ASaP 

Job Purpose 
 

Reporting to the ASaP Project Leader, the TPOT Implementer is responsible for 
administering the Teaching Pyramid Observational Tool (TPOT) at Early Learning 
and Care sites in Alberta.  
 

Job Requirements 
 

• Education: Degree or diploma in related field of study (e.g., Early Childhood 
Development, Disability Studies, Education) 

• Minimum 5 years of professional experience in early childhood 
environments 

• Current certification of reliability on the Teaching Pyramid Observational 
Tool (TPOT)  

• Strong interpersonal communication skills  
• Good computer skills (e.g., Microsoft office, Excel) 
• Vehicle required. 
• Sign an Oath of Confidentiality 
• Clear Criminal Record Check and Children’s Intervention Check. 

 
Job Responsibilities • Implement the TPOT at Early Learning and Care programs  

• Provide assessment and scoring information to ASaP Team in a timely 
fashion 

• Must achieve inter-rater reliability (IOR) with a member of the ASaP team 
annually 

• Respect confidentiality of early learning and care programs and family 
information. 

 
 
 
 
 
 
 
 
 

Policy Type / Number 
 

Job Descriptions  

Date of Board Approval  
 

Date Last Amended  
 

Replacing Version Dated: NEW 
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Job Description: Resource and Finance Assistant 

 
Reports to 
 
Job Purpose 
 
Job Requirements 
 
 
 
 
 
 
 
Job Responsibilities 
 

 
Manager, Finance 
 
Ensures program resources are well managed and maintained and weekly accounts 
payable transactions are complete. 

• College diploma in a related area, office or business management, or 
equivalent. 

• Minimum of 2 years’ experience in accounting or finance role 
• Working knowledge of SAGE simply Accounting System and MS Excel 

required. 
• Excellent organizational skills. 
• Ability to work to established timelines with a high level of attention to detail 
• Ability to prioritize and plan work activities in order to meet deadlines. 
• Ability to communicate effectively and have good written and oral 

communication skills. 
Accounts Payable  

• Process accounts payable ensuring timelines, accuracy of information and 
appropriate backup documentation are retained. 

• Reconcile credit card statements. 
• Tax receipts  
• Reconciles expenses related to travel. 
• Manage weekly cheque run. 
• Prepare vendor cheques for mailing. 
• Assist in preparation of bank deposits, as required. 
• Maintain an adequate filing system to ensure proper storage of all records.  
• Perform other related duties as required. 

Expense Reconciliation 
• Receive and ensure accuracy of submitting reimbursements and attendance 

sheets prior to printing and submitting (i.e.; reflective practice meeting 
expenses and staff expense submissions). 

Resource Management (Materials and Supplies) 
• Ensures the agencies resources are well managed and maintained 
• Ensures agency purchases are cost-effective and aware of budgetary 

constraints and/or allocations (ie; Casino, Grants etc). 
• Maintains and inventory of agency resources to assist with planning and 

purchasing 
• Inventory and catalogue all agency resources 
• Develop and monitor processes for sign-out, checking-in and infection 

control of material resources 
• Manage purchasing of resources as directed (e.g iPads). 
• Manages, repairs, refurbishing, repurposing or discard of materials and 

supplies.  
Policy Type 
 

Job Descriptions  

Date of Board Approval November 2015 

Date Last Amended September 2019 
 

Replacing Version Dated: 
November 2015 



135 

 
 
 

 

Job Description: Childcare Support Worker 

 
Reports to 
 

Resource Coach 

Job Purpose 
 

To assist in providing quality childcare and provide support with office duties as 
requested. 
 

Job Requirements 
 

• Grade 12 diploma. 
• Experience working with young children and/or experience working with 

children with special needs. 
• Current First Aid/CPR certification.   

 
Job Responsibilities • Works with children attending childcare at the GRIT office. 

• Assist in planning and implementing childcare activities.  
• Actively participates in group sessions with children i.e. songs, reading 

stories. 
• Participates in set-up and clean-up of playroom.  
• Maintains craft supplies. 
• Assists Developmental Assistant’s with prep, when requested. 
• Complies with proper lifting techniques and GRIT back care guidelines.  
• Participates in performance reviews and professional goal setting in 

accordance with program policy. 
• Ensures confidentiality of all information regarding the child, family, 

program information binder, and GRIT is upheld at all times. 
• Completes assigned office tasks (i.e.; updating mailing list, prep box etc.) as 

requested. 
 
 
 
 
 
 
 
 
 
 

Policy Type / Job 
Descriptions 
 

Job Descriptions  

Date of Board Approval  
 

Date Last Amended March 2017 
 

Replacing Version Dated:  
March 2010 
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Job Description:  ASaP/ICC Administrative Support  

 
Reports to 
 
Job Purpose 
 
Job Requirements 
 
 
 
 
 
 
 
 
 
 
 
Job Responsibilities 

 
ICC Manager 
 
Responsible for responsive and timely administrative support for the ASaP/ICC 
Project team.   
 

• College diploma in a related area, with an Administrative Major focus.  
• Minimum of 1 year of experience in an administrative support role. 
• Proficient in all aspects of Microsoft Word (excel, word, etc.) and Outlook. 

Experience with Office 365 and cloud-based applications, an asset.  
• Current knowledge and use of relevant social media platforms. 
• Excellent organizational skills with a high level of attention to detail 
• Ability to prioritize and plan work activities to meet deadlines,  
• Ability to communicate effectively and maintain positive relationships.  
• Clear criminal record check and Children’s Intervention check. 
• Sign an oath of confidentiality.  

 
 

• Onboarding of new staff with set-up and initial training on phones and 
security system for building/password and door key, if applicable  

• The first point of contact for supporting team with troubleshooting 
computer issues (passwords, formatting, etc).  

• Respond to and manage database entry of ASaP/ICC intakes and referrals 
including sending out welcome package to new programs. 

• Creation of SharePoint folders for new ASaP/ICC programs  
• Send out ICC closure survey and track results to share with ICC manager 
• Prepare materials required for training purposes (ie: photocopying of 

resource materials, creates and updates resource bins with pens, paper, 
sticky notes etc.) 

• Formatting and digital clean-up of PowerPoints, Project Plan etc.  
• Summarize notes and or take minutes from meetings (ie: project team 

meeting) 
• Formats team documents, research data etc., to professionally communicate 

written information to stakeholders 
• Orders catering for internal workshops/meetings 
• Support staff in researching catering options and facility bookings for out of 

town training.  
• Mail resources, parcels, as requested. 
• Works collaboratively with all staff and supports miscellaneous jobs as 

required 
•  

Policy Type 
 

Personnel 

Date of Board 
Approval 

 

Date Last Amended  Replacing Version Dated: 
NEW 
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Manager, ICC- GRIT 

Reports To 
 
Job Purpose 
 
 
Job Requirements 
 
 
 
 
 
 
 
 
 
 
Job Responsibilities 

 ASaP Manager/Executive Director 
 
Work as a collaborative leader and contribute to the development and oversight of the 
Inclusive Child Care initiative.   
 

• Education: Minimum bachelor's degree 
• Minimum of 5 years’ experience in the field of early learning and care  
• Demonstrated knowledge and application of special education practices 
• Experience in supervisory and administrative responsibilities 
• Strong communication skills (written and oral) 
• Experience with models of change, strategic planning and project management 
• Good computer skills (Microsoft office, Excel etc.) 
• Willing to travel, as needed 
• Own vehicle and required business insurance coverage. 
• Sign Oath of Confidentiality, Child Welfare, Criminal Record Check 

 
 

• Work collaboratively with Leadership Team to develop project plans, identify 
activities, intended outcomes and monitor progress  

• Stay abreast of research and best practices in early childhood special education 
and ensure knowledge is transferred and integrated into ICC-GRIT project  

• Provide leadership in all areas of project development demonstrating ongoing 
commitment to interdisciplinary learning, diverse philosophical approaches and 
adult education pedagogy   

• Attend ICC-GRIT/ASaP  team meeting to support integration of processes and 
best practices Supervision of ICC-GRIT consultants and  multi-disciplinary team 
members. 

• Serve as key contact to Government of Alberta specialist as needed, to clarify and 
navigate supports/referrals for children. 

• Establish and maintain good working relationships with regional ICC community 
agencies  

• Enhance profile of ICC-GRIT through representation in community and 
conference presentations  

• Ensure all data is analyzed, and summarized for reporting purposes on regularly 
scheduled timeline  

• Participate in research and program evaluation 
 

Policy Type  
 

Date of Board 
Approval 

 

Date Last Amended   
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Supervisor, Inclusive Child Care (ICC)  
Edmonton and North Central Region 

Reports to 
 
Job Purpose 
 
 
Job Requirements 
 
 
 
 
 
 
 
 
 
 
 
 
Job Responsibilities 

Manager, ICC 
 
Work as a collaborative leader and contribute to the development and coordination of the 
ICC Program and inclusive childcare initiative.  
  
 

• Education: Minimum Bachelor Degree 
• Minimum of 5 years’ experience in the field of early childhood education 
• Knowledge and experience with the consultative framework for ICC and related 

coaching practices 
• Experience in coordination, supervisory and/or administrative responsibilities 
• Strong communication skills (written and oral) 
• Strengths in facilitation/ adult education 
• Strong computer skills (Microsoft office, Excel etc.) 
• Ability to travel throughout Alberta as needed 
• Own vehicle and required business insurance coverage. 
• Sign Oath of Confidentiality, Child Welfare, Criminal Record Check 

 
 
• Coordination and facilitation of reflective practice meetings and tracking of 

attendance. 
• Support the ICC project initiatives 
• Support ICC referral navigation: intake, initial observations and ICC Support 

agreement development 
• Support the development of professional learning for coaches and ICC programs, 

including the development of the ICC Resource Bank 
• Collaborate with coaches, ICC and ASaP supervisors, community agency 

partners and Children’s Services staff to create an equitable model of Inclusive 
Child Care support for early learning and care programs in Alberta 

• Supervison of coaches to increase knowledge and skills in area of Pyramid 
Model framework, Sheldon and Rush coaching practices, navigational supports 
and inclusive practice 

• Participate in  ICC and ASaP leadership team meetings to support development 
and implementation of program activities.  

• Stay abreast of research and best practices in early childhood special education 
and ensure knowledge is transferred and integrated into ASaP program 

• Participate in research and program evaluation as requested 
• Available to support short term needs for the success of the program, upon 

request. 
 

Policy Type  
Date of Board 
Approval 

 

Date Last Amended Jan 2022 Replacing Version Dated: 
NEW 
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Inclusive Child Care (ICC) Coach 

Reports to 
 
Job Purpose 
 
 
 
Job Requirements 
 
 
 
 
 
 
 
 
 
 
 
 
 
Job Responsibilities 

ICC Project Manager 
 
 
To build upon the knowledge and skills of early learning and care educators to implement 
inclusive child care practices for supporting the diversity of all children enrolled in their 
program. 
 

• Education: Degree or diploma in related field of study (e.g., Early Childhood 
Development, Disability Studies) 

• 5 years supervisory/ mentorship experience in an Early Learning and Care setting 
• Demonstrated knowledge and application of research informed early childhood and 

inclusion practices. 
• Strong interpersonal communication skills  
• Experience in facilitating adult learning 
• Comfort and knowledge of technology Good computer skills (e.g., Microsoft office, 

Excel, remote platforms etc.) 
• Ability to travel to rural communities, as needed 
• Own vehicle and required business insurance coverage. 
• Sign Oath of Confidentiality, Child Welfare, Criminal Record Check 

 
 
• Develop collaborative, respectful relationships with all community partners.  
• Respect confidentiality of early learning and care programs and family information. 
• Observe, inquire and reflect upon program’s beliefs, values and philosophies to 

guide coaching sessions and provision of materials.  
• Apply principles of adult learning, such as coaching, reflective practice etc. Support 

the development of gathering information to identify program-wide goals/action 
plans. 

• Collaborate with multidisciplinary team members to enhance co-learning 
• Develop resources for centres and educators. 
• Use technology for data collection, meetings and/or distance consultation. 
• Participate in research and program evaluation. 

 

Policy Type 
 

Personnel 

Date of Board 
Approval 

 

Date Last Amended  
 

Replacing Version Dated: 
New 
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 Program Resource Lead, ASaP 

Reports to 
 
Job Purpose 
 
 
Job Requirements 
 
 
 
 
 
 
 
 
 
Job Responsibilities 

ASaP Program Manager 
 
Work as a collaborative leader and contribute to program development and coordination 
of resources. 

 
• Education: Minimum Bachelor Degree 
• Minimum of 5 years’ experience in the field of early childhood education 
• Experience in coordination, supervisory and/or administrative responsibilities 
• Strong communication skills (written and oral) 
• Experience with models of change, strategic planning and project management 
• Good computer skills (Microsoft office, Excel etc.) 
• Willing to travel as needed 
• Own vehicle and required business insurance coverage. 
• Sign Oath of Confidentiality, Child Welfare, Criminal Record Check 

 
 
• Work collaboratively with ASaP leadership team on program development 

activities, intended outcomes and monitor progress.  
• Support information sharing and resource development (e.g. coaching materials, 

swivl best practices, cultural awareness) for coaches and community partners 
• Coordinate the scheduling and tracking of TPOT/TPITOS observations across 

the province 
• Establish appropriate evaluation procedures, gather data, analyze and summarize 

data (TPOT/TPITOS, coach logs etc).  
• Develop and maintain good working relationships with team members and 

community partners  
• Stay abreast of research and best practices in early childhood special education 

and ensure knowledge is transferred and integrated into program. 
• Enhance profile of ASaP through representation in community  
• Participate in research and program evaluation as needed. 

 
Policy Type 
 

 

Date of Board 
Approval 

 

Date Last Amended Nov 2021 Replacing Version Dated: 
March 2017 
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Job Description: Manager, ASaP  
(Access, Supports and Participation) 

Reports to: 
 
Job Purpose: 
 
 
Job Requirements: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Job Responsibilities: 

Executive Director  
 
 
Demonstrate leadership in all aspects of program development, fidelity and 
sustainability of the province-wide ASaP Program.   
 
 

• Degree in a related field of study 
• Minimum of five years in a progressively responsible management position 
• Demonstrates leadership in applying research and best practice related to early 

childhood education, diversity, equity and inclusion, and related fields of 
practice 

• Exceptional written, oral, interpersonal and presentation skills 
• Experienced with report writing for updating program initiatives and outcomes 

to board and funders 
• Strengths in project management and linking priorities to Agency strategic plan.  
• Advanced knowledge of Office 365 and an ability to learn and work in 

other software applications would be an asset  
• Willing to travel throughout Alberta, as needed 
• Own vehicle and required business insurance coverage 
• Sign Oath of Confidentiality, Children’s Intervention and Criminal Record 

Check 
• Fully immunized against COVID-19 is a condition of employment. 

 
 
Leadership and Program Development: 

• Align program with Agency strategic directions, vision and values 
• Demonstrate the ability to synthesize and distill key information, and 

apply evidence and research 
• Design and carry out monitoring processes, organize and collate data, and 

complete report writing requirements.  
• Provide leadership in all areas of program development demonstrating ongoing 

commitment to interdisciplinary learning, diverse philosophical approaches, and 
adult education pedagogy 

• Collaborate with Inclusive Child Care Manager to develop and implement 
project plans, identify activities, intended outcomes and monitor progress.  

• Co-facilitate leadership team meetings to support shared learning and solution 
finding. 

• Stay abreast of research and best practices in early childhood special education 
and ensure knowledge is transferred and integrated into ASaP program. 

• Oversee development of program documents and processes to ensure success of 
coaching team and leadership teams. 

• Support the development of ASaP communication documents for centres, 
families, and the community. 

• Participate in research and program evaluation. 
• Participate in the hiring selection of professional staff positions, as requested. 
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Community Relations 

• Establish and maintain good working relationships with ICC Community 
Agencies across the province and all community partners. 

• Provide information and guidance to broader community to support navigation 
of cross-ministerial supports and services.  

• Serve as first point of contact to centre to provide information to access/ support 
their readiness to participate in program.  

• Enhance profile of ASaP through representation in community, conference 
presentations, etc. 

 
Scope of Supervision: 

• Reflective Supervision and coaching to Regional Supervisors, Professional 
Learning Lead and Program Resource Lead to address any issues/concerns in a 
timely and professional manner.  

• Other supervisory activities include orientation, regular one-on-one meetings, 
bi-annual Performance Reviews, the approval of vacations, time sheets and 
professional training requests. 

 
 
 

Policy Type  
Job Descriptions 

Date of Board 
Approval 

 

Date Last Amended  
 

Replacing Version Dated: 
March 2017 
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Communications Coordinator  

Reports to 
 
Job Purpose 
 
Job Requirements 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Core Values 
 
 
Job Responsibilities 

Executive Director 
 
Leads the development and implementation of communications strategies 
 

• Education: Bachelor's degree in Communications, Journalism, or Business 
Administration, or related sectors 

• Minimum of 5 years’ combined experience in communications, writing and 
editing, public relations and marketing.                

• Knowledge of the preparation of communications instruments for non-profit 
organizations.  

• Demonstrated outcomes with brand building and brand management. 
• Highly effective project managmement, prioritization, multi-tasking, and time 

management skills to meet deadlines.  
• Ability to absorb new ideas and concepts quickly to communicated to an 

audience. 
• Excellent written and verbal communication. 
• Politically and culturally sensitive.  
• Sign an Oath of Confidentiality, Children’s Intervention and Criminal Record 

Check 
  

All job-related duties (roles/responsibilities) are conducted in accordance with GRIT core 
values: Family Centered Practice, Community Inclusion, Learning through Play and, 
Learning Organization. 
 
Communications: 

• Build on existing communication plans to develop and implement communication 
strategies to ensure clear and concise messaging.  

• Plan and manage external communications efforts for public awareness of the 
program, special events, etc (e.g. press releases, communication briefs) 

•  Provide editing supports to the leadership team to ensure all communications are 
appropriately worded (both in grammar and content). 

• Develop bi-annual e-newsletters, with input from team 
• Oversee coordination with designated in-house digital communications staff. 

 
Marketing: 

• Aid in promoting GRIT brand initiatives with strategic goals and objectives.  
• Work with designers, writers, editors and other creative staff to produce 

marketing collateral in accordance with brand messages.  
• Negotiate with promotional partners as needed for joint marketing activities. 
• Analyze potential new products/media to enhance the marketing/communications 

work of GRIT. 
• Ensure materials are developed and distributed according to an appropriate 

timelines. 
• Other related duties as assigned.  

Policy Type Job Descriptions 
 

Date of Board 
Approval 
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Job Description: Community Engagement Coordinator  

Reports to 
 
Job Purpose 
 
 
 
 
Job Requirements 
 
 
 
 
 
 
 
 
 
 
Job Responsibilities 

Project Manager 
 

Support the project team’s engagement of diverse community partners through 
gathering of research, increasing awareness of diversity, equity and inclusion, and 
alignment with early learning curriculum to inspire the customization of project 
resources to local conditions  

 
• Degree in a related field of study; Bachelor of Arts, Education, Social Sciences, 

etc. 
• Minimum of five years in a collaborative team environment  
• Demonstrates leadership in applying research and best practice related to early 

childhood education, inclusion, and related fields of practice. 
• Exceptional written, oral, interpersonal and presentation skills 
• Awareness and sensitivity to diversity and culture. 
• In-depth experience in research and knowledge translation 
• Confidence in all uses of technology to support work 
• Sign Oath of Confidentiality, Children’s Intervention and Criminal Record Check 
• Fully immunized against COVID-19 is a condition of employment. 

 
 

• As a member of the project team, participate in all project team meetings.  
• Provide timely access to research as needed in areas of early learning and care 

curriculum, indigenous ways of knowing, diversity, equity, and inclusion 
• Supporting the development of engagement strategies for collaborating with 

diverse communities.  
• Develop and share knowledge translations with team members to inspire the 

customization of project resources to local conditions  
• Work collaboratively with project team to develop and adapt project resources to 

reflect unique needs of community partners. 
• Review and align key concepts of individual provincial and territorial early 

learning and care curriculum to project’s professional learning opportunities. 
• Liaison with other project team members (e.g., implementation support lead, 

evaluation as needed    
• Support research and program evaluation activities.  

 
Policy Type  

Job Descriptions 
Date of Board 
Approval 

 

Date Last Amended  Replacing Version Dated: 
New 
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Job Description: Implementation Support Lead  
 

Reports to 
 
Job Purpose 
 
 
 
 
 
Job Requirements 
 
 
 
 
 
 
 
 
 
 
 
 
Job Responsibilities 

Project Manager  
 
To provide walk along guidance to Service Providers across Canada to ensure their 
successful implementation of all related project activities.  Primary focus includes inclusive 
practices within the Pyramid Model, an evidence-based coaching framework, and 
supporting local infrastructure processes to monitor change.  

• Degree in a related field of study 
• Minimum of five years in a progressively responsible management position. 
• Demonstrates leadership in applying research and best practice related to early 

childhood education, diversity, equity and inclusion, and related fields of practice. 
• In-depth knowledge of the Pyramid Model and Coaching practices 
• Efficient in individualized planning and time management 
• Exceptional written, oral, interpersonal and presentation skills 
• Confident in virtual technology and data management tracking systems 
• Willing to travel throughout Canada, as needed 
• Own vehicle and required business insurance coverage. 
• Sign Oath of Confidentiality, Children’s Intervention and Criminal Record Check 
• Fully immunized against COVID-19 is a condition of employment. 

 
• Develop collaborative, respectful relationships with provincial, territorial and 

community partners.  

 
• Observe, inquire and reflect upon service providers and ELCC program’s values 

and philosophies to guide customization of program related materials. 
• Serve as the point of contact for distribution of resources and technology 
• Make recommendations for criterion based financial support or incentives.  
• Work collaboratively to develop leadership team skills and confidence of each 

Service Provider to implement project activities and monitor progress. 
• Participate in leadership team meetings and provide support as needed (e.g., joint 

agenda planning, reflection and feedback, mutual decision making). 
• Oversee the implementation of the Teaching Pyramid Observation Tool and 

monitoring of outcomes to determine project revisions or enhancements.   
• Monitor timely registration and participation in all professional training activities 

(e.g., Pyramid Model and Practice Based Coaching). 
• Facilitation of a regional monthly coaching community of practice. 
• Develop and co-facilitate community ELCC reflective practices meetings.  
• Respect confidentiality of service providers, ELCC programs and family 

information. 
• Participate in research and program evaluation. 

Policy Type  
Job Descriptions 

Date of Board 
Approval 

 

Date Last Amended  Replacing Version Dated: 
New 
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Job Description: Office Manager  

Reports to 
 
Job Purpose 
 
 
 
 
Job Requirements 
 
 
 
 
 
 
 
 
 
 
Core Values 
 
 
 
Job Responsibilities 

Director of Operations 
 
 
To provide leadership to the Administrative Team to ensure agency administrative 
processes are clear, consistent and collaborative. Provide agency support to uphold 
data systems and provide technological solutions. 
 
 

• College diploma in a related area, with an Administrative Major focus. 
• Minimum of 2 years’ experience in an Administrative role. 
• Proficient in word processing, spreadsheet and database applications. 

Experience with, Outlook, Microsoft Office 365 and cloud-based 
applications. 

• Excellent organizational skills with the ability to prioritize and plan work 
activities to meet deadlines, with a high level of attention to detail. 

• Ability to communicate effectively and maintain positive relationships.  
• Clear criminal record check and Children’s Intervention check. 
• Sign an oath of confidentiality.  

 
All job-related duties (roles/responsibilities) are conducted in accordance with 
GRIT core values: Family Centered Practice, Community Inclusion, Learning 
through Play and, Learning Organization. 
 
 
Information & Technology 

• Develop and maintain integrated information systems, computer training 
and computer workstations (hardware and software)   

• Provide strategic and operational oversight of all management information 
systems as well as ensuring linkage and integration of systems, 
telecommunication and related technology (Phones, office equipment 
(photocopiers) and security (passwords, anti-virus software)  

• Purchase computer hardware/software and updates, as required. 
• Assess emerging needs, explore/develop and implement I.T. solutions. 
• Ensure Technology support is available (troubleshooting). 
• Manage and assess needs for service agreements in relation to I.T. contracts 

(i.e. Techwel, Proactive, etc.). 
• Onboarding of new staff with set-up and initial training (Microsoft Office, 

One Drive, Outlook, set up new e-mail addresses, and Calendar Syncing 
etc.). 

• Ensure daily back-ups for computer system server. 
• Work with contractors (i.e. GSquared) to ensure agency wide (GRIT & 

ICC/ASaP) website management, maintenance, and revisions as needed. 
 
Data Systems Management 

• Oversee the development of efficiencies of data management and tracking 
of all agency administrative information 
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• Ensure records management processes are in place and abide by current 
information sharing and privacy legislations (ie; FOIP (HIA), PIPA & 
PIPEDA) 

• Manage and oversee contracts for g-drive, Insight, ACCESS, PASI and 
children’s records, One Drive and Intake. 

• Oversee the development and efficiencies of data management (central 
database) and tracking of Early Childhood and Specialized Services 
administration information. (e.g. Access and Insight data). 

• Develop and maintain annual system for scanning/archiving of files. 
 

Entry & File Management 
• Support all intake processes including create new files, send confirmation 

letters, maintain database. 
• Responsible for accurate completion of all Alberta Education records (e.g. 

PASI and SharePoint). 
• Filing (e.g.; Student documents) 

 
Facilities 

• Manage and assess needs for service agreements in relation facilities 
contracts (i.e. cleaning and janitorial etc.). 

• Oversees all matters pertaining to property management and addresses 
issues identified by Administrative support and communicates with 
landlord or contractors as needed. 

• Ensures all aspects of quality facility maintenance (communication with 
Landlord, contractors and janitorial tasks) is well managed.  

 
Supervision 

• Supervision of Administrative Assistants  
• Supervision includes orientation, coaching and training, performance 

management including individual goal setting and performance reviews and 
approval of bi-weekly timesheets. 

 
Policy Type 
 

Personnel 

Date of Board 
Approval 

 

Date Last Amended December 2021 Replacing Version Dated: 
October 2020 
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Job Description: Administrative Assistant  

 
Reports to 
 
Job Purpose 
 
 
 
 
Job Requirements 
 
 
 
 
 
 
 
 
 
 
Core Values 
 
 
 
Job Responsibilities 

 
Office Manager 
 
 
The Administrative Assistant creates a welcoming and supportive environment and 
works within a collaborative Administrative Team providing reception, 
administrative support and technology assistance across the agency.  
 
 

 
• College diploma in a related area, with an Administrative Major focus. 
• Minimum of 3 years’ experience in an Administrative role. 
• Proficient in word processing, spreadsheet and database applications. 

Experience with, Outlook, Adobe Acrobat, Microsoft Office 365 and cloud-
based applications. 

• Experience with troubleshooting computer issues/technology concerns. 
• Excellent organizational skills with the ability to prioritize and plan work 

activities to meet deadlines, with a high level of attention to detail. 
• Ability to communicate effectively and build positive relationships. 
• Sign Oath of Confidentiality, Child Welfare, Criminal Record Check  

 
All job-related duties (roles/responsibilities) are conducted in accordance with 
GRIT core values: Family Centered Practice, Community Inclusion, Learning 
through Play and, Learning Organization 
 
 

Reception  
• Welcomes and directs all visitors to appropriate staff member. 
• Operates and maintains multi-line telephone system, updates staff extension 

numbers and names and directs calls and voicemails, appropriately. 
• Respond to and/or forward GRIT general email. 
• Forward calls received from the Staff Healthline. 

 
Administrative Support 

• Onboarding of new staff with set-up and initial training on phones and 
security system for building/password and door key, if applicable. 

• Organizes documents for orientation packages (i.e.: Parent Partnership 
Agreement, Program Calendars, Emergency Procedures, Program 
Information and  track returned documents). 

• Administrative support to Early Childhood and Specialized Services 
programs including formatting and distribution of written communication 
from agency to families, staff and community including: 

• Reports requested by Primary Service Leads (IPP’s, Year End 
Reports and family summaries). 

• Meeting minutes and transcription of flipchart notes 
• GRIT Program Handbook, Looking Ahead Binder and Policy and 

Procedure. 



149 

 
 

• Printing and mailing information to families, DA’s and schools (ie; 
award and school appreciations) 

• Photocopying and scanning, as needed. 
• Provide support with formatting Newsletters, Memos and Agency 

correspondence to prepare and distribute through email. 
• Tracks attendance for internal presentations and books registrants for 

childcare. 
• Prepares materials for training (ie: resource bins, photocopying materials). 
• Orders Catering, for internal GRIT office Workshops/meetings. 
• Sorts and routes all incoming and outgoing mail, resources and parcels for 

GRIT 
• Orders office supplies. 
• Ensures effective operation and maintenance of office machines (ie; 

photocopiers) 
• Arrange taxi and/or school bus transportation for programs, as requested.  
• Upholds GRIT’s Spirit at Work by ordering flowers for staff life events. 
• Works collaboratively with all staff and supports miscellaneous jobs as 

required. 

Technology Assistance 
• First point of contact for supporting staff with computer/technology issues. 
• Supports Office Manager with technology troubleshooting, as needed. 
 

 
 
 
 

Policy Type 
 

 

Date of Board 
Approval 

 

Date Last Amended  Replacing Version Dated: 
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