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INTRO: THIS IS YOUR EMPLOYEE’S HANDBOOK

This Employment Handbook applies to all Team 
Members of Mainstreet Equity Corp.

This handbook has been provided to you to help 
you become familiar with Mainstreet’s policies and 
procedures. Therefore, read the entire document 
thoroughly and speak to the Human Resources 
Manager in case of any questions / clarifications. 
Once you have read the document please sign and 
submit your Employee Manual Acknowledgement 
form to Human Resources, no later than five working 
days after you received this manual.

Changes in Policy
This handbook is designed to provide an introduction to Mainstreet and to serve as 
a guide for future references. Every effort has been made to provide current and 
complete information for employee use. On occasions, the policies, practices and 
procedures are subject to change with or without prior notice to employees. Periodic 
updates of changes will be provided. This manual supersedes all previous employee 
manuals and memos.

* Please note Mainstreet Policies and Procedures are subject to change based on 
evolving operational needs and requirements.
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WELCOME MESSAGE FROM THE 
PRESIDENT & CEO

Dear Team Members,

Mainstreet Equity Corp. is a dynamic and ever 
growing real estate company. We are committed 
to quality and unparalleled customer service in all 
aspects of our business. As part of the team, we 
hope you will discover that the pursuit of excellence 
is a rewarding aspect of your career here.
This team member handbook contains the key 
policies, goals, benefits, and expectations of 
Mainstreet, and other information you will need.
The success of Mainstreet is determined by our 
success in operating as a unified team. Our success 
is built by creative, productive employees who are 
encouraged to make suggestions while thinking 
“outside the box”. Not only do we encourage you to 
have constructive communication with those that 

you work closely with on a daily basis, we also encourage you to CONNECT with senior 
management. We operate on a flat organizational structure and open door policy.
It is the desire of Mainstreet to have every employee succeed in their job, and be part of 
achieving our goals. Equally important to us, is that we provide you with the opportunity to 
advance and grow within the company as we grow – whenever possible we fill vacant and 
new positions from within. Mainstreet offers among the industry best wages and benefits 
with additional performance-based compensation.
You should use this handbook as a ready reference as you pursue your career with 
Mainstreet. We also have on staff a full-time employee trainer to assist you along the way. 
Additionally, the handbook assures good management and fair treatment of all employees. 
At Mainstreet, we want to recognize the contributions of all employees.

Sincerely,

Bob Dhillon

Bob Dhillon
Founder, President, and CEO 
Mainstreet Equity Corp.
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INTRODUCTION: WHO WE ARE

Mainstreet is a highly distinguished 
publicly traded Property Management 
firm, focused on the acquisition, 
redevelopment, repositioning, and 
management of boutique rental 
apartments. Mainstreet is proud 
to be setting a new standard in 
rental apartment living across our 
vast portfolio which stretches from 
Saskatchewan to British Columbia.

Mainstreet’s Philosophy     

Customer Focused Vision and Values

a. Creating Value – We focus on acquiring and managing mid-market rental apartments in major 
markets across Canada: Vancouver/Lower Mainland (Abbotsford and Surrey), Calgary, Edmonton, 
and Saskatoon. Established in 1997, we create value by purchasing distressed properties, renovating 
each unit to our professional and modern branded standard, improving operating efficiencies and 
repositioning in the market for higher rents. We call this business strategy “The Mainstreet Value 
Chain”. You can learn more about it on our website mainst.biz

b. Mid-Market Specialist – Our vision is to be the mid-market leader in the rental apartment sector. 
Typically, “mid-market” properties have less than 100 units, making them less attractive to institutional 
investors. These buildings are often owned by “moms and pops” who don’t have the time, resources 
or expertise to manage the properties effectively. As a result, these properties fall into a state of 
disrepair and become attractive candidates for Mainstreet’s value creation process. We are experts at 
turning these properties into high quality homes for our tenants, and excellent financial performers for 
our investors.

c. Quality Brand – The Mainstreet brand symbolizes an unusually high standard in the mid-market rental 
apartment sector – attractive, quality interior finishing, improved and well-maintained exteriors and 
common areas, security systems, energy efficient technology and competent management. Some of 
the features you’ll find in a Mainstreet rental unit include new laminate hardwood floors, tiles, fixtures, 
fridges, stoves and tubs. We also manage costs through energy efficient measures such as low-flow 
toilets and shower heads, LED emergency lights, water restricting aerators, energy efficient heating 
systems and more. The higher standard created by Mainstreet tends to attract better quality tenants 
with stronger credit. Our brand is also symbolized through Mainstreet clothing, internet and print 
advertising, and building signage on common doors, exterior siding and canopies.
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CODE OF ETHICS 
a) Mainstreet expects all team members to observe the highest standards of ethics and integrity 

in their conduct while employed with the company. This Code of Ethics sets out basic guiding 
principles. The code applies to all Mainstreet team members including Executives, Directors, and 
Independent Contractors.

b) Compliance with Laws, Rules and Regulations: Team members must follow applicable laws, rules, 
and regulations at all times. Team members with questions about the applicability or interpretation of 
any law, rule or regulation, should contact Human Resources of a member of Senior Management.

c) Conflict of Interest: Team members are expected to use their judgment at all times and in all ways, 
lawfully, ethically, and in the best interests of the company. A “conflict of interest” exists when a team 
member’s personal interest interferes with the best interests of the company. Team members should 
attempt to avoid conflicts of interest and team members who believe a conflict of interest may exist 
should promptly notify the immediate supervisor, manager, or Human Resources. Management will 
consider the facts and circumstances of the situation to decide whether corrective or mitigating action 
is appropriate.

d) Corruption, Extortion, or Embezzlement: Corruption, extortion, and embezzlement, in any form, are 
strictly prohibited. Team members shall not engage in corruption, extortion or embezzlement in any 
form and violations of this may result in immediate termination and/or in legal action.

e) Improper Advantage: Team members shall not offer or accept bribes or other means of obtaining 
undue or improper advantage.

f) Record-keeping, Reporting, and Financial Integrity: Mainstreet’s books, records, accounts and 
financial statements must be maintained in appropriate detail, must properly reflect the company’s 
transactions and must conform both to applicable law and to Mainstreet’s system of internal 
controls. Furthermore, Mainstreet’s public financial reports must contain full, fair, accurate, timely and 
understandable disclosure as required by law. Mainstreet’s financial, accounting, and HR Department 
are responsible to assure proper internal and disclosure controls, and all team members should 
cooperate with these procedures.

g) Questioning and Reporting: Team members should speak with anyone in their management chain 
or Human Resources when they are in doubt about how to properly act in a particular situation. Team 
members who are unsure whether their conduct or the conduct of their coworkers complies with the 
Code of Ethics should contact their manager or Human Resources.

h) Ergonomics: Management must identify, evaluate, and control team member exposure to physically 
demanding tasks including manual material handling, heavy lifting tasks.

i) Community Engagement: Team members are encouraged to engage in the community to help foster 
social and economic development and to contribute to the sustainability of the communities in which 
they operate.

j) Protection and Proper Usage of Company Assets: All team members should protect Mainstreet’s 
assets, ensuring their efficient use and confirm that they are used for a legitimate business purpose. 
Theft, carelessness, and waste have a direct impact on company’s profitability.

k) Spending Company Money: Team members should spend company money wisely. When submitting 
an expense for reimbursement or spending money on company’s behalf, team members are required to 
ensure that the cost is reasonable, directly related to company business, and supported by appropriate 
documentation. 
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Employment Equity

Mainstreet is an equal opportunity employer and employs personnel without regard to race, ancestry, 
place of origin, colour, ethnic origin, language, citizenship, creed, religion, gender, sexual orientation, age, 
marital status, physical and/or mental handicap or financial ability. While remaining alert and sensitive to 
the issue of fair and equitable treatment for all, Mainstreet has a special concern with the participation 
and advancement of members of four designated groups that have traditionally been disadvantaged in 
employment: women, visible minorities, aboriginal peoples and persons with disabilities. 

Organizational Structure

Mainstreet operates under a flat or horizontal structure. We have limited management layers between our 
front line team members and Senior Management. As a result, our environment provides a friendly, open 
door culture, where all team members have immediate access and a voice to all levels of management 
within the organization. (See pages 7 and 8 for organizational charts.)

Recruitment and Selection

All employment opportunities at Mainstreet are posted for a minimum of ten (10) working days. They are 
posted on Mainstreet’s corporate website and on other job boards and employment sites. We encourage 
any interested internal team members to apply but all applicants will be screened with the same process 
regardless if they are internal or external. Applicants are invited to submit their application, along with a 
current résumé, demonstrating that they meet the minimum requirements for the posted position. At the 
closing date, all short-listed applications are screened, and candidates selected for interview are contacted. 
If the interview is positive, references will be contacted. Depending on the feedback provided, a position 
may be offered to a candidate (for further details please refer company’s “Recruitment & Selection Policy”)

EMPLOYMENT AT MAINSTREET
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Nepotism

Mainstreet Equity Corp. is an equal opportunity employer; however, we have a strict company policy that 
no family members may be hired within the same portfolio, regardless of them working directly under their 
family or as a colleague unless approved by CEO/COO. If a family member applies in a different region/
portfolio approval must be taken from CEO / COO. 

Orientation

All new team members to Mainstreet shall receive an orientation during the onboarding process. This 
orientation will provide an overview of Mainstreet’s Policies and Procedures, Health and Safety (WHMIS 
and PPE training), and operations. This will also provide all team members, new to a role or to the 
organization an opportunity to learn the performance expectations the management has with regard to 
the position they were hired for. They will be given a copy of this “Team Member Handbook” and will be 
expected to familiarize themselves with the contents and asked to sign off on their adherence to each. 

Employee Duties

Attached to an Offer of Employment, is a description of the job and the associated responsibilities, 
along with any additional tasks possibly required. This document will be used to evaluate performance 
both during the probation period and after. If a team member is unsure of its contents, they should not 
hesitate to ask for clarification. From time to time, it may be necessary to amend a team member’s job 
description. These amendments will be discussed with the team member in advance, however; the final 
decision on implementation will be made by management and Human Resources. 

Employee File

Mainstreet does collect personal information for inclusion on personnel files. This information is available to 
the team member, Human Resources, Senior Management and the team member’s direct manager. This 
information is kept in a secure location, and is not shared with any other member of the team. Information 
which is contained in a team member’s personnel file includes but is not limited to the following: 
résumé, copy of a government issued picture ID, letter of offer, performance reviews, amendments to 
job descriptions, disciplinary notices, tax forms, copies of enrollment forms for benefits, approved leave 
requests, background check information, leasing information if the team member leases a unit with us. 

Probation

The first three (3) months of employment are probationary. During this time both parties may assess 
suitability for employment with the Mainstreet. This also provides management an opportunity to assess 
skill levels and address areas that can be improved. During the first ninety (90) days of the probationary 
period, employment may be terminated by either party for any reason whatsoever, with or without cause, 
and without notice or payment in lieu of notice, except as in accordance with relevant employment 
legislation. Upon completion of eight (8) weeks, the team member and their direct manager shall meet and 
review progress to date. At the completion of ninety (90) days, one (1) of the following three (3) options 
will occur:

i. Probation will end

ii. Probation may be extended for an additional period of up to maximum three months if the performance 
is not up to the required standard and management feels that additional training may help improve the 
team member.

iii. Employment will end if there is no scope of improvement. 
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Pre-Employment Screening

As a condition of employment, all team members must have a criminal background check (including a 
Vulnerable Persons Check) completed prior to the start of employment and submit the report to the HR. 
The drugs & alcohol tests are mandatory for all new hires in senior management positions or sensitive 
positions. Candidates with unsatisfactory / not-clear results of above tests will not be hired, however CEO/
COO discretion may be applied. 

Annual Salary and Hourly Wages

Salaries shall be determined by Human Resources and the Senior Management team, based on budget 
considerations, market wage survey, market conditions, and commensurate with the experience of 
the successful candidate. The organization shall pay team members on a semi-monthly basis, less the 
statutory and other deductions payable in accordance with Mainstreet’s standard payroll practices. These 
payroll practices may be changed from time to time at the Mainstreet’s sole discretion. Currently, payday 
occurs on the 15th day and last day of the month. 

Time sheets

i.  Time sheets or invoices must be submitted by the submission deadline to your Manager. Every January, 
the Payroll department will send an updated copy of the “Payroll Submission Deadline” document to all 
team members. 

ii.  Time sheets must include time and days worked. Do not include hours expected to work; hours 
submitted must reflect actual hours worked. Invoices for monthly leasing bonuses must be submitted 
on the 5th of each month. 

* Mainstreet does not grant pay advances unless pre-approved by Senior Management.

Overtime (AB, BC, SK)

Overtime will be paid according to Employment Standards Legislation for each province. Overtime must 
be submitted with the payroll invoice for the pay period that the overtime is related to and must be pre-
approved in writing by the Regional Manager.

In Alberta, team members are required to sign an “Overtime Agreement” which stipulates team members 
who work pre-approved overtime shall be given time off with pay within 3 months of working the overtime. 
If this is not achieved, the team member shall be paid overtime pay of at least 1.5 times the team 
member’s wage rate for the overtime hours worked.

Business travel for conferences, meetings, etc. which causes a team member to depart or arrive home 
on a non-work day does not constitute overtime. If travel is part of the team member’s job, or could be 
reasonably expected to occur in the course of performing one’s duties, it is merely an inconvenience. 
Some travel, which may be exceptional to the team member’s normal duties, may qualify as overtime at 
the discretion of Senior Management or Human Resources.
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Performance Reviews

The performance review document will be a living document for each team 
member. Each team member will be responsible for developing their respective 
annual performance objectives for the year. This plan will be reviewed by 
Management and amended as necessary. At the time of the performance review, 
the team member’s direct manager and team member will review the objectives 
and the results achieved. Throughout the year, the team member and their 
manager may refer to this document to track progress made toward objectives, 
highlight areas of concern, and indicate opportunities for improvement identified 
along the way. 

Performance reviews for all new hires will occur sixty (60) days and 89 days after their employment start 
date and decision to continue employment after probationary period will be based on these two reports. 
Thereafter, the performance reviews for all team members will be conducted every year on their work 
anniversary. The team member should prepare for this meeting by preparing draft performance objectives 
for the coming year. This meeting is to review successes and challenges from the preceding year, and to 
establish the objectives for the coming year. This would also be the opportunity for either party to identify 
and recommend professional development opportunities which may assist the team member in their day 
to day work or to grow within the organization. Once complete, both parties shall sign off on the final 
document and it shall be added to the team member’s “Employee File”.

Dress Code and Professionalism

When representing Mainstreet, team members should dress and behave appropriately. Team members 
should choose to dress in a manner which presents a professional image to the public and is respectful of 
others. The use of profanity is neither professional nor respectful to co-workers and will not be tolerated.

Regional and Corporate team members are to take a business casual approach. This requires exercising 
good judgment and good taste in the interpretation of these guidelines. All clothing should be clean, 
pressed, wrinkle-free and without holes.

All Regional and Resident Managers, and Corporate team members must have a blazer with the 
Mainstreet logo on it. New team members must purchase a blazer within the first week of employment 
and give it to the Regional Manager for embroidering. Team members will be reimbursed up to $75.00 for 
the cost of the blazer.

* All Maintenance and Landscaping team members are required to wear steel-toe protective footgear and high-
visibility vest while working on the Company’s worksites. Resident Managers / Regional Managers must ensure 
that the contractors also adhere to these safety instructions.

Please do not wear:

• Denim jeans (any color) except on Friday

• Sweatpants, overalls, or yoga/athletic pants

• T-shirts with offensive words, halter tops, or shirts revealing midriff 

• Footwear- flip flops

A+
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Discipline

Disciplinary action at Mainstreet shall be progressive, depending on the nature of the problem. Its purpose 
is to identify unsatisfactory performance and/or unacceptable behaviour. The stages may be:

i. Verbal warning

ii. Written warning

iii. Suspension with or without pay

iv. Dismissal

The above steps are a guideline for disciplinary action however steps may be skipped at the discretion of 
Senior Management and Human Resources. Certain circumstances may result in immediate dismissal 
without pay in lieu of notice which includes but is not limited to theft, assault, criminal activity, gross 
insubordination or other circumstances as stated in accordance with Employment Legislation. In all cases, 
documentation should be included in the team member’s “Employee File”. 

The core business hours for Mainstreet’s Corporate and Regional offices are 8:00 a.m. to 
5:00 p.m. Monday through Friday inclusive (excluding holidays). During core hours, it is expected 
that team members will be available. All team members are expected to work 8 hours per day, 
which include those hours indicated as core, exclusive of an unpaid eating break of at least sixty 
(60) minutes per day. Team members working in the field may be subject to “shift hours” which are 
determined in advance by your manager and only 30 minutes of unpaid lunch break. Team members 
may also be expected to work other hours as may be requested or required, from time to time. 
Team members hired on a part-time basis will have schedules determined on a case by case basis.

Team members are required to notify their manager as soon as possible of planned days away 
from the office. Unplanned absences from the office should be reported to the team member’s 
Manager as soon as could reasonably be expected. A Physician’s note will be required if the 
team member is absent for more than two consecutive days. Text messages or emails are not 
acceptable means of notifying your manager that you are sick. It is up to the manager’s discretion 
if the team member will be paid for sick days. In case a team member is absent from work for more 
than 72 hours without any intimation and all reasonable efforts fail to establish contact with him/
her then it will be presumed that the team member has voluntarily quit his/her position.

Team members are expected to schedule all medical 
and dental appointments outside of work hours unless 

otherwise approved by management. When this is not possible, team members requiring time off for 
appointments not exceeding three (3) hours shall make up the hours within two (2) weeks or the time will 
be deducted from their pay.

When team members are absent from their scheduled shift one or more of the following may occur:

• Pay is deducted from next scheduled pay period

• Pay is deducted from vacation pay 

• Pay is deducted from banked overtime at the request of the team member

• Absenteeism and/or tardiness may result in disciplinary action

Hours of Work
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Statutory Holidays

Mainstreet recognizes the following statutory holidays in each province:

Holiday Day Observed   BC AB SK

New Year’s Day  January 1         a    a	 	 a
Family Day Third Monday in February        a    a	 	 a
Good Friday  Friday before Easter Sunday      a    a	 	 a
Victoria Day Monday preceding May 25th      a    a	 	 a 

Canada Day July 1         a    a	 	 a
Civic Holiday First Monday in August        a    a	 	 a
Labour Day First Monday of September      a    a	 	 a 

Thanksgiving Day Second Monday in October      a    a	 	 a 

Remembrance Day November 11         a    a	 	 a
Christmas Day  December 25         a    a	 	 a
Boxing Day  December 26      k	 	 k	 	 k

k	Day off at the discretion of Senior Management

DEPARTURE

Termination for Just Cause

An employment contract may be terminated by Mainstreet at any time for cause, without notice or 
payment in lieu of notice or severance pay whatsoever, except payment of outstanding wages, overtime 
and vacation pay to the date of termination. “Just Cause” includes, but is not limited to, any act of 
dishonesty, conflict of interest, breach of confidentiality, harassment, insubordination, or careless, 
negligent or documented poor work performance.

Termination without Just Cause

An employment contract may be terminated by Mainstreet at any time and for any reason on a without 
cause basis, upon the provision of notice or payment of notice instead, and severance pay if applicable, 
as per the Company Policy on Termination Pay but never less than minimally required by Employment 
Legislation, as amended from time to time. 

Resignation

After completion of the probationary period, team members must give Mainstreet notice in accordance 
with Provincial Employment Legislation. Mainstreet may waive the resignation notice period in whole or in 
part at any time by providing payment of regular wages for the period so waived.

Layoff

Operational requirements are subject to change based on workload and economic conditions. All efforts 
will be made to keep team members in a position similar, in scope and salary, to that they have become 
accustom to. If the organization is unable to do this, team members will receive appropriate notice in 
accordance with Provincial Employment Legislation. 
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MAINSTREET PROPERTY
Upon termination of employment for any reason, all items of any kind 
created or used pursuant to the team member’s service or furnished 
by Mainstreet including but not limited to computers, cell phones, 
reports, files, diskettes, manuals, literature, confidential information, 
or other materials shall remain and be considered the exclusive 
property of Mainstreet at all times, and shall be surrendered 
immediately on the termination effective date. Items can be 
submitted to your manager or Human Resources, in good condition, 
promptly and without being requested to do so.

Abuse of these items will result in discipline and/or termination and 
replacement costs are the team member’s responsibility as per the 
agreements signed by the team member. Use of the above items is 
a privilege and may be revoked at any time for inappropriate conduct.

Security Loss/Theft/Prevention

Theft – It is Mainstreet’s policy that a team member who engages in theft of any kind or intentionally 
damages Mainstreet property will be subject to immediate dismissal.

Prevention – Most team members are issued Mainstreet property such as keys, cell phone, or computer. 
It is the team member’s responsibility to keep the property safe. If you are issued company property, you 
are responsible for the replacement cost of the item(s) should it be lost, damaged, or stolen. All team 
members must return company property in good working order when a team member leaves the company 
or is terminated. If the property is not returned in good working order or not at all, the cost of the items 
will be deducted from the final pay/dues to the employee.

Gifts from Tenants, Suppliers, or Contractors – Team members are not permitted to receive gifts from 
tenants. When offered a gift, please thank the individual for their thoughtfulness and explain that company 
policy does not allow you to accept gifts.

Business Transactions – Team members are not permitted to engage in business transactions (i.e. buying 
or selling of goods) of any kind with tenants. If a team member engages in such behavior it will result in 
disciplinary action leading up to and including termination.

Property Left in Suites – Any abandoned property left in suites is the immediate property of Mainstreet.

This includes property in: 

• suites

• storage rooms

• any other area located on Mainstreet property

Anything taken by a Mainstreet team member is considered theft and will result in immediate termination 
of employment.

Use of Company Vehicle
Team members may be requested to drive a company vehicle for business use. Positions such as 
Landscapers are required to be able to drive a company vehicle. A team member that is required to drive a 
company vehicle must possess a valid provincial driver’s license and provide a recent driver’s abstract. Only 
those insured are able to drive a company vehicle.
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Team members driving a company vehicle must:

• Sign a Company Vehicle Agreement

• Inspect the company vehicle before and after each shift

• Notify the manager immediately of any maintenance that is due on the vehicle

• Notify the manager of any damage or issues occurring while driving the vehicle

• Ensure the vehicle is driven in a safe and responsible manner

• Notify manager immediately if involved in an accident while driving the company vehicle

• Pay any traffic violations or penalties that occur while you are the driver of the company vehicle

• Wear a seat belt while driving and ensure any passengers in the vehicle are wearing seat belts as well

• Provide a clean driver’s abstract annually to Mainstreet and if your license is suspended or revoked you 
must report this to Mainstreet immediately

• Ensure that the vehicle is locked and secure when not in use

• Refrain from smoking in the vehicle

Use of Company Cell Phone

This policy about cellular phone usage applies to any device that makes or receives phone calls, leaves 
messages, sends text messages, surfs the Internet, or downloads and allows for the reading of and 
responding to email whether the device is company-supplied or personally owned.

Company cell phones may be provided to team members to improve customer service and enhance 
business efficiency. The cell phones are not a personal benefit, and all calls made with the company cell 
phone must be related to the business. Personal usage on the company cell phone is prohibited unless in 
emergency situations. 

Should personal usage occur on a company cell phone, the team member is responsible for all costs which 
result from use of internet, texting, email, long distance, as well as any personal long distance phone calls. 
Downloads are only permitted if deemed necessary for business purposes and will only occur with written 
approval from Sheena Keslick, VP Operations.

Team members may carry personal cell phones while on company time, but personal use of your cell phone 
(i.e. personal calls, texts, internet, etc.) must only occur during designated breaks. Excessive use of personal 
cell phones while on company time may result in disciplinary action leading up to and including termination.

The team member is responsible for the loss/damage and replacement of any company cell phone. As per 
Mainstreet’s Cell Phone Agreement, team members authorize Mainstreet to deduct the replacement value 
of any lost or damaged equipment from their pay cheque (where provincially applicable). If a phone is lost, 
stolen, or damaged, it must be reported immediately to your Regional Manager.

Rules for Driving: Use of Hands-Free Devices

Team members may only use cell phones and other wireless devices to conduct conversations when they 
drive as long as they use headsets and other hands free devices. A wired headset will be given with every 
Mainstreet cell phone. However, team members are strongly encouraged to keep calls as brief as possible 
and to refrain from operating a motor vehicle when engaged in cell phone conversations.

Team members are not permitted to use a cellular phone or similar device to receive or place calls, text 
messages, surf the Internet, check phone messages, or receive or respond to email while driving if you are 
in any way doing activities that are related to your employment. Team Members who violate this policy will 
be subject to disciplinary actions, up to and including termination.
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Vacation Time and Vacation Pay

All vacation is designed to give team members a chance to rest and rejuvenate; therefore, taking vacation 
is encouraged by Mainstreet. Vacations period and vacation pay will be as per the provincial employment 
standards. Team members may carry forward a maximum of five (5) days vacation from one year to the 
next. These days should be used preferably during the first quarter or within the first four (4) months of the 
following calendar year. Up to one week of Leave of Absence (LOA) may be combined with the entitled 
vacations without. In case a team member require more than one week of LOA then rules mentioned LOA 
section will apply. 

Alberta/British Columbia
Vacation will accumulate on the basis of 0.83 days per month to a maximum of ten (10) days per calendar 
year and will be paid on the basis of four percent (4%) of wages earned in the previous twelve (12) month 
period during which vacation time is earned. After completion of five (5) years of service, team members 
shall be entitled to fifteen (15) days per calendar year and will be paid on the basis of six (6%) percent. 
These figures will be pro-rated for part-time team members. 

Saskatchewan
Vacation will accumulate on the basis of 1.25 days per month to a maximum of ten (15) days per calendar 
year and will be paid on the basis of six percent (6%) of wages earned in the previous twelve (12) month 
period during which vacation time is earned. After completion of ten (10) years of service, team members 
shall be entitled to twenty (20) days per calendar year and will be paid on the basis of eight percent (8%). 
These figures will be pro-rated for part-time team members. 

Leave of Absence (LOA)

Team members may take personal unpaid leave with the written consent of Senior Management and 
Human Resources. During periods of unpaid leave, vacation shall continue to accrue and seniority shall be 
maintained. Every attempt will be made to return team members to a position of equal responsibility on 
return from leave; however, no guarantees exist that the exact position prior to the leave will be available 
upon return. Team members must complete a “Change of Status Form” and submit to their direct manager.

Sick Leave 

Sick time is paid at a manager’s discretion. Any team member who is going to be absent from their 
scheduled shift must call his/her manager at least four hours but not later than two hours prior to the start 
of their scheduled shift. A call must be made each day of the absence. A physician’s note may be required 
if the team member is absent for more than two consecutive days. Text messages or emails are not 
acceptable means of notifying your manager that you are sick.

    TIME AWAY FROM WORK
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Team members are expected to schedule all medical and dental appointments outside of business hours 
unless otherwise approved by management. Team members requiring time off for appointments not 
exceeding three (3) hours shall either make up the time within two (2) weeks or have this time deducted 
from their pay.

Mainstreet serves the right to request information with respect to limitations, restrictions, prognosis in 
such manner as it deems necessary in the circumstances with respect to any request for paid or unpaid 
sick leave. If this is the case, the team member will be requested to sign off on a “Consent to Issue 
Medical Information form”.

Compassionate Care Leave

Team members are eligible for Compassionate Care Leave, based on the formula and criteria supplied by 
Employment Insurance.

Additional unpaid leave may be granted at the discretion of Senior Management and Human Resources for 
reasons not covered elsewhere in this manual. These requests should be discussed in person with Senior 
Management or Human Resources and followed by a written submission.

Bereavement Leave

Permanent team members may take bereavement leave for the death of a member of the immediate 
family including partner, spouse, children, parents, parents-in-law, siblings, grandparents or grandchildren. 
Others having a close relationship or included as a member of the team member’s household may be 
included at the discretion of Senior Management and Human Resources:

• Immediate Family Members- three (3) consecutive days paid leave (your grandparents, parents, 
siblings, children, partner, and your partner’s immediate family and their children)

• Extended Family Members- two (2) consecutive days paid leave (your parent’s siblings)

• Where travel is involved- five (5) consecutive days paid leave

*Documentation may be required.

Jury Duty

A team member who has been selected for jury duty shall notify Senior Management and Human 
Resources in writing. The team member will receive full pay for the jury duty, less any jury duty pay 
received from the courts. A copy of the notice to serve should be provided for inclusion in the team 
member’s “Employee File”.

Disability Leave

Currently, Mainstreet’s benefit package does not provide Short Term Disability. For short term disability, 
team members have the option to apply for Employment Insurance Sick Benefits for medical reasons. 

For more information on EI Benefits, please visit: http://www1.servicecanada.gc.ca/en/ei/types/special.
shtml#Sickness3

Maternity, Parental, and Adoptive Leave

Maternity/Parental/Adoptive and other government supported leave shall conform to the provisions of 
Provincial Employment Legislation. The full period of the leave is granted without pay. Mainstreet will issue 
a Record of Employment on commencement of leave which allows the team member to make claim for 
Employment Insurance Benefits.
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BENEFITS
Mainstreet offers all permanent full-time and part-time team members a group benefits provided by 
Quikcard. These benefits are 100% paid by Mainstreet, with the exception of Long Term Disability benefits. 
After three (3) months of employment, team members may be enrolled in the plan and may select “Single” 
or “Family” coverage as required unless they are otherwise covered by an alternative benefit plan.

Group benefits include: 

• Health Care

• Dental Care – basic and major services

• Vision Care

Team members will be given a benefit package upon completion of the three (3) month waiting period 
outlining the specific details of the plan. Benefits cease upon termination of employment.

Rental Benefit

All full-time team members in good standing are offered the opportunity to live in a Mainstreet unit at a 
discounted market rate. In order to qualify for the rental discount, team members must meet the following 
criteria (any exceptions to the criteria below must be pre-approved by Senior Management):

*All team members are required to pay their unit’s utilities and also required to set up utilities in their own 
name. 
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CAREER DEVELOPMENT
At the discretion and approval of the Senior Management and Human Resources, team members may 
attend conferences, courses, seminars, and meetings, identified through annual performance objectives 
and performance reviews, which may be beneficial to the team member’s professional development. 
If these opportunities are directly related to the team member’s position, or are suggested by Senior 
Management and Human Resources, Mainstreet will cover the cost of registration, certifications, course 
materials, and potentially travel expenses. 

If Mainstreet has agreed to pay for a course, the fees will be paid on evidence of successful completion 
(minimum grade of a “C” or 69%). If Mainstreet pays for a course(s) and the team member departs 
Mainstreet within one (1) year of completion, the course fees will become refundable in full. 

All approved team members taking part in company paid training will be required to sign an “Education and 
Training Agreement Form” and meet all requirements within the agreement.

SOCIAL NETWORKING
This policy is intended to provide Mainstreet team members with guidelines to eliminate any confusion 
concerning the use of social media.

Each Mainstreet team member is personally responsible for the content he or she publishes on any form 
of social media (i.e. Facebook, Twitter, LinkedIn, etc.). Be thoughtful about how you present yourself in 
online social networks. You may have identified yourself as a Mainstreet team member either directly or 
as part of a user profile. If so, ensure your profile and related content is consistent with how you wish to 
present yourself as a Mainstreet team member.

Posts are visible by all with online access. It may be fine to share your work at Mainstreet as part of your 
participation in the online community etc., but you DO NOT have permission to disclose any information 
that is proprietary and/or confidential to Mainstreet. The following guidelines need to be adhered to when 
considering whether to share Mainstreet-related information:

• Use common sense. You should refrain from posting items that could reflect negatively on Mainstreet 
or otherwise embarrass the organization, including comments or other posts about drug or alcohol 
abuse, profanity, off-color or sexual humor, and other inappropriate conduct. Don’t use ethnic slurs, 
personal insults, obscenity, or engage in any conduct that would not otherwise be acceptable in 
Mainstreet’s workplace. 

• Show proper respect for people’s privacy and for topics that may be considered objectionable or 
inflammatory, like politics and religion.  

• Respect the law, including those laws governing defamation, discrimination, harassment, and copyright 
and fair use. 

• Don’t use the Mainstreet logo, unless specifically authorized to do so. 

Don’t reference Mainstreet team members, contractors, or suppliers without their approval. If you 
publish content to any website outside of Mainstreet and it has content involving work you do or subjects 
associated with Mainstreet, use a disclaimer (to obtain please contact the Director of Marketing and 
Communications). Ensure that your online activities do not interfere with your job performance.

Respecting differences, appreciating the diversity of opinions and speaking or conducting yourself in a 
professional manner is expected at all times. If you aren’t completely confident about what you intend to 
share, you should seek management input before you post.

Accessing social networking sites during work hours and from a Mainstreet computer is not acceptable if 
deemed unrelated to your role and responsibilities.

Violation of the Social Networking policy may result in disciplinary action, leading up to and including termination.
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MEDIA INQUIRIES
Please refer any media inquiries to the Director of Marketing and Communications. If the Director of 
Marketing and Communications is not available, please refer the request to a member of the Senior 
Management team. Alternatively, ask for and record the name and contact information of the individual and 
the nature of the inquiry, and indicate that you will contact the appropriate Mainstreet representative who 
will respond within 24 hours. 

CONFIDENTIAL INFORMATION AND INTELLECTUAL PROPERTY

Confidential Information

From time to time, team members of Mainstreet will encounter confidential information, including but not 
limited to information about Mainstreet’s members, suppliers, finances, and strategic business plans. Team 
members are required to keep all such matters that may be disclosed confidential and they must not use 
for personal gain or to further an outside enterprise.

Intellectual Property 

Any intellectual property, such as trademarks, copyrights and patents, and any work created by a team 
member in the course of employment at Mainstreet shall be the property of Mainstreet and the team 
member is deemed to have waived all rights in favour of Mainstreet. Work, for the purpose of this policy 
refers to written, creative or media work. All source material used in presentation or written documents 
must be acknowledged.

IT Information Storage and Security

Any storage devices (CD’s, USB’s) used by team members at Mainstreet acknowledge that these 
devices and their contents are the property of Mainstreet. Furthermore, it should be understood by team 
members, that company equipment should be used for company business only during normal working 
hours. Downloading of personal materials on company equipment can be harmful and is prohibited.

HEALTH AND SAFETY
Mainstreet, along with its team members, must take reasonable precautions to ensure that the workplace 
is safe. Each location has a Health & safety (H&S) Committee. Team Members are expected to actively 
participate in the health and safety affairs and any concern regarding H&S must be brought to the notice of 
immediate supervisor and HR Manager/ H&S Coordinator. The organization complies with all requirements 
for creating a healthy and safe workplace in accordance with Provincial Occupational Health and Safety 
regulations.

All Maintenance and Landscaping team members are required to wear personal protective equipment 
(PPE) including clothing, footwear and high visibility vest while onsite. Essential items of PPE will be 
provided by the Company. CSA approved safety shoes must be purchased by the team members and fifty 
percent cost will be reimbursed. The Resident Manager / Regional Managers must ensure that contractors 
working on Mainstreet’s property also adhere to these safety instructions.

Smoke Free Environment

Mainstreet promotes a smoke free working environment. As such, smoking is only permitted in designated 
areas outside of the work environment. Team members must refrain from smoking in company vehicles 
and in plain view of current or prospective tenants while working.
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Scents

Mainstreet is aware that some team members may have allergies or sensitivities to perfumes, 
lotions, colognes, and/or chemical smells. As a result, we discourage heavy or overuse of these 
products in the workplace.

Workplace Harassment

Mainstreet provides a harassment-free environment for its team members. Mutual respect, along with 
cooperation and understanding, must be the basis of interaction between all team members. Mainstreet 
will neither tolerate nor condone behaviour that is likely to undermine the dignity or self-esteem of an 
individual, or create an intimidating, hostile or offensive environment.

There are several forms of harassment but all can be defined as any unwelcome action by any person, 
whether verbal or physical, on a single or repeated basis, which humiliates insults or degrades. “Unwelcome”, 
for the purposes of this policy, refers to any action which the harasser knows or ought to reasonably know is 
not desired by the victim of the harassment.

Specifically, racial harassment is defined as any unwelcome comments, racist statements, slurs, jokes, 
graffiti, literature, pictures, or posters which may intentionally or unintentionally offend another person.

Sexual harassment is any unwanted attention of a sexual nature such as remarks about appearance or 
personal life, offensive written or visual actions like graffiti or degrading pictures, physical contact of any 
kind, or sexual demands. 

Mainstreet has a zero tolerance with regards to harassment and violence. Team members engaging 
in either harassing or violent activities will be subject to discipline, which may include termination of 
employment, removal from boards or committees and possibly criminal charges.

DISPUTE RESOLUTION
Conflict can occur in any working environment. In an effort to resolve conflict in an expedient, yet fair 
manner, Mainstreet recommends the following process for conflict or dispute resolution.

i. Speak to the team member you are having the dispute with. Many times disputes arise due to 
misunderstandings and miscommunications.

ii. If speaking to the team member does not work, speak to your Manager. They will arrange a meeting 
between those involved in the dispute, to determine a resolution. 

iii. If the Manager is unable to resolve a workplace dispute, the team members may be referred to Human 
Resources.
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IMPORTANT COMPANY DOCUMENTS TO READ AND REFER
Mainstreet has comprehensive policies and procedures covering each 
and every aspect of employment. You as a new hire must get familiar 
with them at the earliest and sign acknowledgement. The non-signing of 
acknowledgement / ignorance of these policies do not provide immunity from 
disciplinary proceedings. The important Policies which you must read are:

a) Policy on Anti-violence and Harassment.

b) Policy on Discipline.

c) Policy on Health & Safety.

d) Policy on Use of Drug & Alcohol.

e) Policy on Use of Internet, Social Media & Email.

f) Policy on Performance Review.

g) Policy on Injury / Sickness Management & Return to Work 

h) Policy on GPS Tracking & Performance Management.

i) Policy on Recruitment & Selection of Internal & External Applicants.

j) Policy on Mainstreet Security Guards.

k) Policy on Working Alone.

l) Policy on dealing with cases of “Tenant’s Death on Property”.

* The above-mentioned policies are dynamic and live documents which are 
updated from time to time as per the legislative / provincial employment standard 
requirements. Team members must read the Circulars / Memos issued intimating 
changes and mew information from time to time. 






