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POLICY STATEMENT: 
 
U2 Fasteners recognizes that its employees are the most critical corporate resource. 

As goals, U2 Fasteners strives to: 
 
* create / maintain a positive  workplace with open communications, effective practices, and a 
strong, caring culture that respects the rights of everyone 
* recruit, train, mentor, monitor, and retain the best employees for the business 
* ensure that employees understand their employment contract and are compensated fairly 
and in a timely fashion 
* provide benefits and sick leave as outlined below. 

Where any provision of this policy conflicts with the Employment Standards Act (Ontario) or 
other applicable legislation, the legislation shall prevail. 
 
The “Employment Standards in Ontario” poster https://files.ontario.ca/mltsd-employment-
standards-poster-en-2020-09-08.pdf is posted in the  workplace. Basic standards relating to 
public holidays, hours of work and overtime, termination notice and pay, vacation time and 
pay, leaves of absence, and minimum wage are outlined on this poster. The rest of this 
document builds upon these rules. 

1. PAYROLL MANAGEMENT / ORGANIZATION STRUCTURE: 
 
For payroll purposes, management includes: Executive Chair, CEO, VP Corporate, VP Sales 
and Marketing, Office Manager, and Warehouse Manager.  In very general terms: 
 
• The Executive Chair and CEO report to the Board 
• The VP’s report to the CEO 
• Office Staff report to the Office Manager 
• Warehouse Staff report to the Warehouse Manager 
• Outside Sales and Marketing Staff report to the VP of Sales and Marketing 
• Accounting and I.T. staff report to the VP Corporate 
• Senior management consists of:  Executive Chair, CEO, and the VP’s.   Any member of 

senior management may act in place of another in the absence of a senior manager. 
• Payroll management is the senior management group plus the Financial Consultant 
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• Payroll is administered by the Financial Consultant under the direction and oversight of 
senior management. Payroll policy (and this document) is the responsibility of senior 
management.  
 

2. HOURS OF WORK: 

Exclusive of Statutory Holidays, Regular hours of work are: 
 
   Monday – Friday 
   8:30 am to 5:00 pm 

(average paid hours per day:  excl. 30 minute lunch hour = 8 hours per day = 40 hours per week)   
 
* daily, two 10 minute coffee breaks are paid by U2  
* regular business hours:  employees must be available to come to the  workplace during 
regular work hours 
* “work at the premises” hours:  employees may be in the  workplace between 7:30 am and 
6:00 pm weekdays (see below) 
* for some special tasks / responsibilities, occasional weekend (Saturday, Sunday) work on 
premises may be required (e.g., receiving a container in the warehouse, I.T. procedures that 
must be performed off hours, etc.).  Senior management permission will be required for these 
times. 
 
Those who work from home must be available during regular business hours, but will likely 
work outside of the regular hours of work also.  Salaried and contract employees may work 
from home whatever hours are needed to do the essential tasks assigned to them, on time. 

Hours of work will not exceed Employment Standards Act limits except where permitted by law 
and pre-approved by management, or in exceptional circumstances (emergencies, equipment 
failure, fire, flood, etc.). 
 
“Work at the premises” shall be between 7:30 am and 6:00 pm daily.   Hours outside of these 
times, must be pre-approved by senior management, and nobody should work alone outside of 
the ”work at the premises hours”.  This rule is in place so that in an emergency, another U2 
worker will be on premises to deal with the emergency. 

Annually, Physical Inventory is counted in November (Thursday and (if required) Friday of 
American Thanksgiving weekend).  All staff are expected to be available for annual physical 
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inventory unless they are on an approved protected leave or have received prior approval from 
senior management. 

3. OVERTIME: 

 Where permitted by law and the employee’s employment agreement, U2 Fasteners may require 
overtime work. All overtime must be pre-approved by the employee’s supervisor or manager. Overtime 
for hourly employees begins after 44 hours worked in a week, up to a maximum of 48 hours per week, 
unless otherwise permitted under the Employment Standards Act. Overtime is paid at one and one-half 
times the employee’s regular rate of pay. 

Salaried employees should consult their employment contract or job description for details 
regarding overtime eligibility, tracking, or compensation. 

 
 
Overtime hours may be banked for paid time off only where a written overtime agreement is in 
place, in accordance with the Employment Standards Act. Banked overtime is limited to a 
maximum of one week and must be taken within the current calendar year unless otherwise 
required by law. Banked overtime and time off (paid at the employee’s normal rate) must be 
pre-approved by the employee’s supervisor / manager, and reported to Payroll prior to the 
payroll run.  
 
5. LUNCH: 

Lunch time should be taken between 11:30am and 1:30pm.  
A minimum of ½ hour and up to 1 hour maximum lunch break is required per day. 
Taking at least a ½ hour (30 minutes) lunch per day is mandatory. 

If you don’t take a lunch, ½ hour (30 minutes) will be automatically deducted from your 
timesheet in accordance with ESA requirements. 

If you leave work early (before 2:00pm), you can choose not to go to lunch. 
Inform the Office and your manager immediately when you come to work, if you decide not to 
take lunch on a given day. 
  
If you leave work after 2:00pm, taking lunch is still mandatory.  Those who work from home are 
encouraged to take breaks similar to those taken at the  workplace. 
 
6. TIME  SHEETS: 
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In lieu of detailed timesheets, each hourly employee is responsible for recording their hours of 
work on the calendar posted in the workplace for this purpose.   (Exceptions include:  salaried-
staff (no timesheet required) and staff who work from home – e.g., a Marketing person – who 
submits a detailed timesheet via email).  Falsification or misrepresentation of hours worked 
may result in disciplinary action. On the work day closest to the 15th day of each month, and on 
the last workday of each month, Managers are responsible for verifying that the hours of work 
are represented fairly and accurately.    The Office Manager or designate transcribes this 
information into a pay-day spreadsheet and sends this information to Payroll at or before the 
end of work on pay days.   Employees are responsible for checking that their remittance stub is 
paying the correct number of hours, and reporting discrepancies to Payroll. 
 
Hourly employees working from home must have overtime pre-approved by their supervisor / 
manager before including hours on submitted timesheets. 
 
In future, when the number of employees merits, a punch clock system or non-touch equivalent 
of some sort will be acquired and used.   Once this system is in place, employees will be 
required to always punch IN and OUT when entering or leaving the  workplace, and this policy 
will be amended at that time. 
 

7. SICK LEAVE: 

The Ontario Employment Standards Act, 2000 ( https://ontario.ca/laws/statute/00e41 ) has 
sections that deal with several types of leaves – each with their own rules.  The following chart 
is an attempt to list the types of leaves and some of the rules that apply to each.  The Act must 
be read and applied in all cases.   

Leave Type Paid/UnPaid Duration (up to) 
Sick  Unpaid* (see U2 rules) 2 – 5 days / year 
Pregnancy  Unpaid 17 weeks 
Parental  Unpaid 61 weeks 
Placement of a Child Unpaid 16 weeks 
Family medical Unpaid 28 weeks 
Organ donor Unpaid 13 weeks 
Family caregiver Unpaid 8 weeks per individual 
Critical illness Unpaid 37 weeks, renewable 
Child Death Unpaid 104 weeks 
Crime-related Child 
Disappearance 

Unpaid 104 weeks 
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Domestic or Sexual Violence First 5 days paid, then 
unpaid 

10 days / 15 weeks 

Long term Dependent on 
circumstances 

27 weeks, renewable 

Family responsibility Unpaid 3 days / year 
Bereavement Unpaid* (see U2 rules) 2 days 
Emergency (see the Act) Unpaid, exceptions exist (3 

days for some situations) 
3+ (depending on 
circumstances) 

Reservist Unpaid Varies… 
Job seeking  Unpaid 3 days 

 
U2 Fasteners goes beyond minimal sick leave provisions as follows. 
 
1. On completion of 1 year of service, U2 Fasteners will pay up to 5 (8 hour) days in salary for 
approved sick days. 

2. Sick days do not accumulate.   On January 1, of each year, a new entitlement of 5 days is 
awarded.   

3.  Employees may be required to provide reasonable evidence of entitlement to paid sick days, 
consistent with the Employment Standards Act. Medical notes will not be routinely required.  
(Sick days include an employee’s illness or a family member illness.) 
 
4. Sick days must not to be treated as extra holidays.   Approval for taking a paid sick day is 
different than the approval required for vacation days.   The purpose of a paid sick day is to 
discourage employees from attending the  workplace when they are ill – essentially removing 
the financial penalty of staying at home when ill.   This is especially important in the case of 
infectious diseases!  There is a provision for managers to request additional sick days for 
employees who are self-isolating, or who are facing serious health care issues and require 
absences for testing or treatment.    
 
5. If an employee is sent home by their supervisor / manager, U2 will pay the rest of the day 
and deduct these hours from the 5 day – sick leave allotment. 

6. When an employee’s sick day entitlement for the year is exhausted, employees will be given 
the option of taking holidays instead of unpaid days. 

7.  In the event of a conflict between an employee and their supervisor(s), employees may also 
speak to their supervisor’s supervisor and / or the President / CEO of U2 Fasteners to resolve 
the conflict.   
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8. U2 will keep records of paid and unpaid sick days for each employee.   These will be shared 
with each employee in January of each year, and as requested. 

9. When both sick day and holiday entitlements are exhausted for the year, a meeting will be 
held with the employee to identify a best course of action (e.g., modified work, other) 

10.  In many cases, an ROE (Record of Employment)  may be issued to allow the employee to 
apply for EI (Employment Insurance) benefits. 

11. U2 management prides itself on being a compassionate employer and realizes that each 
case is different.  Management reserves the right to take extraordinary action on a case-by-case 
basis. 

It is also recognized that other forms of unpaid leave (such as those listed above) are covered 
by Ontario employment standards. 

However, U2 Fasteners also has rules / policies related to some of the other types of leaves – as 
follows. 

8. PARENTAL / PREGNANCY / MATERNITY LEAVE 

Please refer to http://ontario.ca/document/your-guide-employment-standards-act-
0/pregnancy-and-parental-leave  
 
Provided an employee commenced work at least 13 weeks before the date the baby is 
expected to be born, and provided at least 2 weeks written notice has been submitted by the 
employee, the rules for this include: 
 
* up to 17 weeks of unpaid pregnancy leave may be taken  
* new parents are entitled to take up to 61 weeks of unpaid parental leave when a child is born 
or taken into their care (adoption).    
* mothers who do not take pregnancy leave and all other new parents are entitled to take up to 
63 weeks of unpaid parental leave 
* The Employment Insurance Act provides eligible employees with maternity and/or parental 
benefits that may be payable to them during the period they are taking “Employment 
Standards Act leave”.   At this writing, http://canada.ca/en/services/benefits/ei/ei-maternity-
parental.html suggests eligible employees could receive up to 55% of earnings to a maximum of 
$595 per week through the Employment Insurance programme. EI benefit amounts are 
determined by Service Canada and may change from time to time. 
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More information about this type of leave (e.g., payment of benefits during pregnancy / 
parental leave) can be found at the link above. 

9. BEREAVEMENT LEAVE 

U2 Fasteners will grant 2 days of paid bereavement leave when someone in their immediate 
family passes.   Immediate family includes:  parents, grand parents, siblings, spouse, children 
and grand children.  This paid bereavement leave exceeds ESA minimum requirements.  Unpaid 
leave will apply for all other types of bereavement leave. 
 
10. LEAVE OF ABSENCE (ALL TYPES, INCLUDING APPOINTMENTS): 

If an employee is not able to work or is ill, she/he is required to report their absence to 
management immediately. If an employee needs to leave the  workplace (U2 fasteners) for any 
reason, the employee must always let their supervisor know the reason for the leave and the 
expected date and time of return to work.  
 
Prior notice is required for non-emergency appointments. 
 
A medical note may be requested for any absence of over 2 days – provided health care 
professionals are offering this service.   It is noted that the employer can only ask:  the 
(expected) duration of the absence, the date the employee was seen by a health care 
professional, and whether the patient was examined in person by the health care professional 
issuing the note.  U2 does not pay for the hours of absence when an employee is attending 
appointments during a normal work day.   
 
If an employee says they are sick, and are seen in public (exclusive of visits to hospital, doctor, 
pharmacy, and clinics), the employee will be given an opportunity to explain why they are not 
at home, but  disciplinary action, up to and including termination, may result when the 
employee did not qualify for a sick leave day. 
 
U2 fasteners will try to keep a person’s position for them in case of a lengthy illness. 
 
11. VACATION: 

Vacation pay (4% for the first 5 years of employment, 6% in year 6, etc. as legislated) will be 
paid for select hourly part time or full time employees.   Vacation pay is also used for all hourly 
employees until they have passed probation. 
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For those who do not receive vacation pay, paid Vacation Days are calculated as a regular 
working day of 8 hours.    
 
Full time employees: 
 
After Hire (first year of employment), vacation days are pro-rated based on days worked (up to 
6 days).  Note:  Employees hired before Jan 1, 2021 are grandfathered under the former holiday provisions.  (0, 
10, 11, 12, 13, 15, …) 
 
After passing probation ………….   up to 6 paid vacation days (pro-rated from date probation ends) 

After 1 Year ...............................  10 paid vacation days 
After 2 Years .............................  10 paid vacation days 
After 3 Years .............................  10 paid vacation days 
After 4 Years .............................  10 paid vacation days 
After 5 Years..............................  15 paid vacation days (3 weeks) 
After 6 Years .............................  16 paid vacation days  
After 7 Years .............................  17 paid vacation days   
After 8 Years .............................  18 paid vacation days 
After 9 Years .............................  19 paid vacation days 
After 10 Years ...........................  20 paid vacation days (4 weeks) 
After 11 Years …………………………  21 paid vacation days 
After 12 Years …………………………  22 paid vacation days 
After 13 Years …………………………  23 paid vacation days 
After 14 Years …………………………  24 paid vacation days 
After 15 Years+ …………………………25 paid vacation days (5 weeks) 
 (review this in 2030) 

Annual vacation days: Holiday requests will normally be processed on a first-come, first-serve 
basis.  Therefore, best practice is to submit requests as soon as possible. 

Vacation requests for warehouse staff must be approved by the warehouse manager or 
designate.   Vacation requests for office staff must be approved by the Office manager or 
designate.   All parties must ensure that all departments are staffed during normal working 
hours (physically or virtually) each working day. 
 
With regards to holidays, the following applies to all staff: 
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* staff must be available for inventory days in November 
* staff should save up to 3 days vacation for the closure between Christmas and New Years or 
risk having no pay for these days 
* holidays must be pre-approved so that management can ensure all areas are staffed to carry 
out business 
* vacation days can only be carried over into the new year by special permission from payroll 
management. 
*  Unused vacation time may be forfeited unless approved for carryover; however, accrued 
vacation pay will be paid in accordance with the Employment Standards Act. 

With the exception of emergencies, no more than two short notice vacation days will be 
permitted. This must also be approved by management. 

We encourage all staff NOT to schedule their appointments on Friday afternoons or on Monday 
mornings in an attempt to create additional long weekends. 
 
12. PAYROLL: 

Employees at U2 fasteners receive their payroll payments semi-monthly with direct deposit. 
Please provide your bank information (voided cheque) to arrange for direct deposit payments. 
Payroll will be direct deposited into your bank account no later than 3 working days after 
payroll has been processed.  Please always ensure that your time cards and times are entered 
correctly. If there are any questions or problems, please contact payroll management (defined 
above).  

Bonuses are paid at the discretion of management.   Discretionary bonuses are not included in 
vacation pay calculations unless otherwise required by law. Bonuses received by cheque will be 
taxed on next payroll payment. 

Every year in early December, employee performance will be evaluated. 
 
Please note that U2 does NOT make payroll advances, nor loans to employees. 

All payroll information shall be kept confidential.  

13. CRIMINAL RECORD CHECK 

 Due to security, customer, and certification requirements (including C-TPAT), U2 Fasteners 
requires each new employee to provide a current police record check by the date of hire. On 
your anniversary month (that would be your month of hire) of every 10 years you are required 



 

EMPLOYMENT POLICY Last Update:   January 5, 2026 
Version 1.1 

 

 U2FASTENERS™ – #500, 100 Main St. Thunder Bay, Ontario, CANADA P7B 6R9 
t: 807-345-3119   f:  807-623-6224  info@u2fasteners.com  www.u2fasteners.com 

 

to bring in an updated Criminal Record Check. You will be reimbursed for the fee charged by 
the Police Department.  If an employee does not continue to have a clean and current criminal 
record check (due to the need for U2 to be certified under PIP and C/TPAT), this shall be 
grounds for termination.   

14. SAFETY EQUIPMENT / PPE 

All safety equipment and personal protective equipment (PPE) is purchased by U2 fasteners. 

15. SAFETY SHOES / BOOTS 

Warehouse staff will receive reimbursement for boots / safety shoes by presenting the receipt 
for purchase of a maximum of CDN $200.00 every 2nd year. These reimbursed safety boots are 
to be worn at all times during working hours in the warehouse of U2 fasteners. 
 
16. SMOKING / DRINKING/ DRUGS 

Smoking in the building and during working hours is prohibited. 
 
Smoking is allowed only OUTSIDE in a designated area (near the gate house) on coffee breaks 
or lunch breaks.  
 
Consumption of any alcohol beverages on U2 fasteners’ property is strictly prohibited at all 
times.  
 
Employees shall read, sign, and abide by the U2 Drugs Policy, which includes recreational 
cannabis.   
 
17. BENEFITS 
 
After successful completion of the (approx.) 90 days probation performance review, select, full-
time U2 employees will be entitled to participate in the Benefits Plan administered by 
ManuLife. 
 
If you are eligible, your Offer of Employment letter will have information about what benefits 
are available to you, and what this will cost you.    While the employer pays the majority of the 
costs for these benefits, your pay will have a benefits deduction based on which benefits are 
provided.  
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18. EMPLOYEE ACKNOWLEDGMENT AND RECEIPT 

I acknowledge that I have received, read, and understand the U2 Fasteners Employment Policy 
(Version 1.1, January 5, 2026).I understand that this document outlines U2 Fasteners’ policies, 
expectations, and standards of conduct, and that it is my responsibility to comply with these 
policies as a condition of my employment. 

I understand that this policy is not a contract of employment, and that nothing in this document 
alters the terms of my employment or limits U2 Fasteners’ rights to manage, discipline, or 
terminate employment in accordance with applicable law. 

I further understand that U2 Fasteners reserves the right to amend, revise, or replace this policy 
at any time, with or without notice, subject to applicable legislation. 

Where any provision of this policy conflicts with the Employment Standards Act (Ontario) or 
other applicable legislation, the legislation shall prevail. 

I also read and understand  the following U2 policies: 

Health and Safety Policy  Initials ____ 
 
Workplace Harassment  Initials ____ 
 
Video Surveillance Policy Initials ____ 
 
Unauthorized Person Policy Initials ____ 

Drug and Alcohol Policy Initials ____  
 
Workplace Violence  Initials ____ 
 
FIRE DRILL AND EVACUATION POLICY Initials 
____ 

 
Failure to comply with the rules in this document and rules in related policy documents  may 
result in disciplinary action, up to and including termination of employment. 

By signing below, I confirm my understanding and acknowledgment of the above. 

Employee Name (Print): 

  

Employee Signature:  

 

Date: _______________________ 

For U2 Fasteners: 

Name / Title:  

Signature: 

 

Date: _______________________ 
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19. EMPLOYMENT POLICY ROLLOUT CHECKLIST 

(Internal use – Management / HR / Payroll) 

Use this checklist to ensure clean implementation and defensibility. 

 

PRE-ROLLOUT (BEFORE DISTRIBUTION) 

☐ Final document reviewed for consistency (capitalization, numbering, formatting) 
☐ Drug Policy finalized and attached (required for Section 19) 
☐ Version number and date confirmed 
☐ ESA poster current and visibly posted in workplace 
☐ Management briefed on key policy changes (overtime, sick leave, vacation) 

 

DISTRIBUTION 

☐ Policy distributed to all employees (PDF or hard copy) 
☐ One-page acknowledgment included with policy 
☐ Clear deadline communicated for signed acknowledgments (recommended: 7–10 business 
days) 
☐ New hires: policy added to onboarding package 

 

COLLECTION & RECORDKEEPING 

☐ Signed acknowledgments collected from all employees 
☐ Copies placed in individual personnel files (paper or digital) 
☐ Missing acknowledgments followed up in writing 
☐ Master copy of policy retained with signatures list 

 

POST-ROLLOUT CONFIRMATION 
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☐ Supervisors trained on enforcement expectations 
☐ Payroll aligned with overtime, vacation, and sick leave rules 
☐ Benefits provider alignment confirmed (Manulife eligibility timing) 
☐ Remote / hybrid staff confirmed receipt 

 

ONGOING GOVERNANCE 

☐ Annual review scheduled (recommended: Q4 each year) 
☐ Policy reviewed following ESA amendments 
☐ Version control updated for any revisions 
☐ Updated acknowledgments obtained for material changes 

 


