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Westmount Homes Ltd. 
 
 
 

 
GENERAL COMPANY POLICIES 
 
Westmount Home’s policies, as outlined below, are guidelines and principles of 
the operation of this Company. These policies are to guide the actions of all sub-
contractors.  Any actions by a sub-contractor that acts against Westmount 
Home’s policies stated herein are subject to disciplinary procedure as outlined 
in this manual.  For the purposes of this manual, whether it being the 
manufacture, assembly, sales or any other associated business, the term 
“Westmount Homes” shall refer to all operations.  “Sub-Contractor” shall refer 
to sub-contractors, sub-contractor’s employees and sub-contractor’s 
representatives. 
 
 
ARTICLE 1 
 
EQUAL OPPORTUNITY: 
 

It has been and will continue to be the policy of Westmount Homes to 
regard all sub-contractors as equals, without regard to race, colour, sex, 
creed, religion, age or national origin. Westmount Homes will continue 
to treat all sub-contractors fairly.  

 
 
ARTICLE 2 
 
Violations of the following will be considered cause for immediate discharge: 
 
DISCRIMINATORY HARASSMENT: 
 
 This type of harassment is provided for in legislation and means any 
 conduct, comment, gesture or contact relating to any one or  more of the 
 prohibited discriminatory grounds of race, national or ethnic origin, color, 
 religion, age, sex (including pregnancy or childbirth), sexual orientation, 
 marital status, family status, pardoned conviction, political belief or 
 physical/mental handicap or disability. 
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SEXUAL HARASSMENT: 
 

The Employment Equity Commission (EEC) has issued guidelines setting for 
the Commission’s interpretation regarding sexual harassment as a violation 
of the Charter of Rights and Freedoms.  These guidelines are consistent 
with our long-standing policy that conduct creating an intimidating, hostile 
or offensive working environment, will not be tolerated.  Those violating this 
practice may be subject to disciplinary action up to, and including, 
termination 
 
Sexual harassment is defined as “Any pressing or persistent or unwelcome 
behaviour of a sexual nature by a working peer, supervisor, or authority 
figure that, in the mind of the complainant causes an intimidating, hostile or 
offensive working environment, is sexual harassment.” 
 

WORKPLACE HARASSMENT: 
 
 This type of harassment is any unwelcome or unwanted conduct or 
 comment that an employee finds offensive, which interferes with work 
 performance or affects employment relationships or denies one’s dignity 
 and respect. Constructive feedback on reasonable performance 
 expectations is not workplace harassment.  The following are examples of 
 harassment if they are unwanted and offensive: 
 

• Use of insulting or derogatory language, verbal abuse or threats 
• Unwelcomed remarks, jokes, innuendo or taunting about a person’s 

body attire, age, marital status, ethnic or national origin or religion 
• Displaying pornographic, racist, or other offensive or derogatory 

pictures 
• Practical jokes, offensive remarks, innuendo that causes 

awkwardness or embarrassment 
• Unwelcome sexual flirtations, advances or other compromising 

propositions or requests, whether indirect or explicit, or intimidation, 
and leering or other gestures 

• Unnecessary physical contact such as touching, patting, pinching or 
punching and physical/sexual assault. 
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ARTICLE 3 
 
WORKPLACE VIOLENCE: 
 

Westmount Homes believes in the prevention of violence and promotes a 
violence-free workplace in which all people respect one another and work 
together to achieve common goals.  Any act of violence, committed by or 
against any member of our workplace or member of the public, is 
unacceptable conduct that will not be tolerated.  This policy applies to all 
activities that occur while on Westmount Homes property and jobsites or 
while engaging in Westmount Homes business, activities, or social events. 

 
Acts of violence may occur as a single event or may involve a continuing 
series of incidents.  Abuse in any form erodes the mutual trust and 
confidence that are essential to Westmount Homes’s operational 
effectiveness. Acts of violence destroy individual dignity, lower morale, 
engender fear and break down work unit cohesiveness. 

 
 For the purpose of this policy “workplace violence” means the threatened, 
 attempted, or actual conduct of a person that causes or is likely to cause 
 physical injury, whether work related or at a work site. 
 
 Examples of workplace violence include; but are not limited to: 
 

a. threatening behaviour such as shaking fists, destroying 
property or throwing objects; 

b. verbal or written threats that express an intent to inflict harm 
c. physical attacks; 
d. any other act that would arouse fear in a reasonable person 

under the circumstances. 
 
 
ARTICLE 4 
 
COMMUNICATION: 
 

Communication between those who work together toward a common goal is 
essential for a healthy working relationship.  The fact that the lines of 
communication at Westmount Homes are always open cannot be over-
emphasized.  Westmount Homes feels very strongly that you should feel 
free to discuss any matter with Westmount Homes’s Project Supervisor 
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on which more information is needed.  When you have a question which 
needs discussing, we urge you to discuss it with the project supervisor.  
He/She will usually be able to give you an answer, but should he/she be 
unable to do so, he/she will see to it that your question is answered as soon 
as possible.  Should you ever have a problem or complaint, you are also 
encouraged to discuss it with the project supervisor.  The supervisor will 
usually find a quick and fair solution.   
 
We recognize that no organization is free from day-to-day problems, but we 
believe our policies and practices can help both the sub-contractor and 
Westmount Homes resolve any problems that may arise.  We prefer to 
deal with people directly rather than through a grievance.  It is felt that 
reasonable agreements can be quickly reached in this manner. 
 
Westmount Homes recognizes and accepts its responsibilities as a Prime 
Contractor and pledges fair treatment to every sub-contractor. 
 
 

ARTICLE 5 
 
COMPANY PROPERTY: 
 

Westmount Homes property such as vehicles, equipment, tools, paper 
etc., are just that - they belong to Westmount Homes and are to be used 
only in the performance of work. 

 
Use of Westmount Homes property for personal use and  benefit is not 
allowed.  Disciplinary action (up to and including dismissal) may occur for 
violation of the policy.  Westmount Homes property such as tools and 
equipment are to be approved by Westmount Homes.  Westmount 
Homes must also be notified on return of same.  This allows Westmount 
Homes the knowledge of who has the product and where they are located.  
Any equipment not accounted for will be charged back to the sub-
contractor who used it last and did not return it.  Deliberate damage to 
equipment or willful abuse by a sub-contractor will result in the sub-
contractor being charged for the repair or replacement of said equipment.  
It is also the duty of the sub-contractor to maintain all such equipment 
that is put in their charge.  Failure to do the routine maintenance is 
negligence and could be construed as willful abuse of equipment, which is 
subject to disciplinary procedures.  Sub-contractors will provide all of 
their own hand tools and equipment. 
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ARTICLE 6 
 

Westmount Homes reserves the right to request “proof of training” from 
any sub-contractor. All training deemed necessary by Westmount 
Homes for the sub-contractor is the responsibility of the sub-contractor. 

 
 
ARTICLE 7 
 
DRUGS OR ALCOHOL: 
 

Westmount Homes reserves the right to discipline any sub-contractor 
showing up to work under the influence of alcohol or illicit drugs.  
Westmount Homes also reserves the right to send home any sub-
contractor under  the influence of a prescription drug that impairs or 
diminishes the ability  of an employee and, who in the opinion of 
Westmount Homes, is unfit or unsafe for working conditions. 

 
 
ARTICLE 8 
 
BULLETIN BOARDS: 
 

Information of general interest is regularly posted on the bulletin boards 
located in the job trailers.  As the posting of Westmount Homes notices 
and other pertinent information is another means of communicating with 
our sub-contractors, the boards should be observed regularly.  All 
personal notices posted on the bulletin boards must be approved by 
Westmount Homes. 

 
 
ARTICLE 9 
 
COMMITMENT TO QUALITY: 
 

The Westmount Homes name has been built on the foundation of quality 
and service and your future depends on it.  This means your future 
depends on you. You are the person who must make sure that quality is 
built into our products and service.  We all share in the responsibility of 
providing the highest quality product and service to our customers. 
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ARTICLE 10 
 
PARKING: 
 

Please make sure you park only in authorized parking areas, being 
considerate of our employees and customers.  Westmount Homes 
cannot be responsible for damage and/or theft of your vehicle.  Remember 
to lock it.... and pocket the key. 

 
 A. Observe the speed limit. 
 B. Use only one parking space. 
 C. Observe the “No Parking” or “Reserved Parking” signs. 
 D. Please do not leave personal trash on the parking lot. 
 E. Do not block other vehicles. 
 F. Personal vehicles should not be left on the jobsite property beyond  
  the end of your shift without permission from Westmount Homes. 

G. Westmount Homes cannot be responsible for your vehicle or 
personal property while on the jobsite. 

 
 
 
 
ARTICLE 11 
 
SOLICITATION: 
 

Since every effort is made to prevent interference with employees at their 
work, Westmount Homes insists that all employees refrain from 
soliciting funds or support for any individual, institution or organization 
and from distributing or circulating any printed matter which tends to 
promote and/or publicize the activities of any person, organization or 
religion during working hours and/or on Company premises and jobsites 
without the permission of the Westmount Homes. 

 



   

Westmount Homes Ltd. Ltd. 
Schedule A:  Sub-Contractor Policy and Procedure Manual  

9 

 
 
ARTICLE 12 
 
SAFETY: 
 

All safety practices established for Westmount Homes and the safety 
equipment that is issued to you, is designed for your protection.  
Westmount Homes will always strive to maintain a safe and healthy 
workplace for you.  Likewise, it will be your responsibility to observe all 
rules and regulations governing safety, and to use and maintain your 
safety equipment properly.  Failure to comply with any safety regulation 
will be just cause for disciplinary action. 

 
 
ARTICLE 13 
 
HOUSEKEEPING: 
 
 Maintaining good housekeeping standards and sanitary conditions are all 
 part of safe and healthy working environment.  You are expected to do 
 your part in helping to keep your own work area clean and orderly at our 
 jobsites. 
 

At the jobsite, cigarette butts must not be thrown on the floor.  Keep the 
butt in your pocket until you are able to put it in the butt can.  Use the 
toilet facilities provided by Westmount Homes or general contractor on 
the jobsite, and refrain from urinating outside. 

 
ARTICLE 14 
 
RULES AND REGULATIONS: 
 

In order to make our work environment as safe, pleasant, productive and 
as desirable  a place to work as possible, certain guidelines have been 
established for regulating conduct.  Should a violation of these guidelines 
occur, a written disciplinary notice outlining the violation will be reviewed 
with you and you will be asked to sign the notice indicating it was seen and 
understood.   

 
 1. Violations of the following rules will be considered cause for   
  immediate discharge of any sub-contractor: 
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A. All employees must comply with the governing Workplace 
Safety & Health Legislation. 

 
B. To bring alcoholic beverages into the premises of 

Westmount Homes /jobsite or coming to work under the 
influence of alcohol. 

 
  C. Possessing, dispensing or using a narcotic, barbiturate,  
   mood-ameliorating, tranquillizing or hallucinogenic drug,  
   except in accordance with medical authorization. 
 

D. Stealing or attempting to steal property from any individual 
on Westmount Homes premises or jobsites, or stealing or 
attempting to steal property from Westmount Homes, 
customers or a sub-contractor, or having knowledge of 
same and not reporting. 

 
E. Bodily assault to any person on Westmount Homes 

premises or Westmount Homes job sites. 
 
  F. Immoral or indecent conduct. 
 
  G. Reckless negligence or other types of gross behaviour. 
 

H. Possession of concealed weapons on Westmount Homes 
premises or job site at any time. 

 
I. The uttering or publishing of false, vicious or malicious 

statements concerning Westmount Homes or any sub-
contractor of Westmount Homes. 

 
J. To perform unauthorized work on Westmount Homes 

premises or jobsite, for personal use or otherwise, unless 
specific approval is granted in advance by Westmount 
Homes. 

 
K. To be found by a competent medical authority to have a 

mental or physical condition which may constitute a hazard 
to the employee, to his fellow employees, to other sub-
contractors or to Westmount Homes or jobsite property.  
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 2. Disciplinary action for violation of the rules which follow will   
  include: 
 

• oral warning 
• written warning 
• discharge – for each likewise offense. 

 
(Should a sub-contractor accumulate a total of three (3) different warning 
notices within a rolling six (6) month period, it will be just cause for 
immediate discharge.) 

 
A. Misuse, abuse or destruction of Westmount Homes 

property or any property on Westmount Homes premises 
or jobsites. 

 
  B. Violation of safety rules or common safety practices. 
 

C. Refusal to follow the project supervisor’s instructions.  (An 
employee must always follow the instructions given except 
where immediate compliance would endanger his/her health 
or safety.) 

 
  D. Threatening, intimidating, coercing or interfering with  
   employees or supervision. 
 

E. Abusive language to a fellow employee, a supervisor or a 
sub-contractor. 

 
F. Unauthorized soliciting of funds or distribution of literature 

on Westmount Homes property at any time.  Unauthorized 
posting or removal of notices, signs, or writing in any form, 
from bulletin boards or Westmount Homes property at any 
time. 

 
  G. Running, scuffling, throwing articles or horseplay of any kind 
   on Westmount Homes property or jobsite. 
 

H. Failure to comply with Article 18 of this manual, being 
Personal Protective Equipment. 

 
  I. Failure to report occupational injury promptly to your   
   supervisor. 
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  J. Carelessness or inattention to job duties resulting in faulty  
   work, waste of material or damage to the equipment. 
 

K. Wasting time or loitering on any Westmount Homes 
property or jobsite during working hours. 

 
L. Failure to consistently meet quality standards established by 

Westmount Homes. 
 

M. A sub-contractor who fails to keep his work area in a safe, 
neat and orderly condition. 

 
Westmount Homes shall, as it deems necessary, publish additional 
rules or change any existing rule as it sees fit. 

 
 
 
ARTICLE 15 
 
LOYALTY AND PRIDE: 
 

Westmount Homes values loyalty as one of the most important factors in 
the prime contractor/sub-contractor relationship.  Through mutual trust 
and respect, we can continue to make our relationship a vital part of 
today’s business world. Westmount Homes is proud to have you as a 
sub-contractor...and we want you to be equally as proud of Westmount 
Homes. 

 
ARTICLE 16 
 
SMOKING: 
 

Westmount Homes has a smoking policy that respects the rights of the 
non-smoking population.  The following rules apply: 

 
Job Sites: Smoking is only permitted in designated areas of job sites as 

approved by Westmount Homes.  Smoking is not permitted 
in Westmount Homes vehicles or in jobsite trailers.  Also, 
as soon as a building is “closed in”, smoking is not permitted 
inside. 
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ARTICLE 17 
 
ATTENDING JOBSITE MEETINGS: 
 

Jobsite meeting attendance is mandatory by all sub-contractors as 
deemed necessary by Westmount Homes. 

 
 
ARTICLE 18 
 
PERSONAL PROTECTIVE EQUIPMENT: 
 

The sub-contractor must wear the appropriate and approved personal 
protective equipment.  Safety boots and hard hats are mandatory on all job 
sites. Long pants and short sleeved shirts are mandatory.  Sweats, shorts 
and muscle shirts are not allowed – period.  Long sleeve shirts may be 
mandatory on certain job sites.  Fall protection, eye protection, hearing 
protection, respiratory protection, and face shields are mandatory, when 
required. 

 
Failure to comply with the above will mean immediate discharge.  Any 
fines levied for unsafe personal equipment will be paid for by the offending 
sub-contractor.  Again, all sub-contractors must wear hard hats and 
safety boots when they are on a jobsite. 
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ACKNOWLEDGEMENT 
 
 
 
I acknowledge the receipt of this handbook which includes this page and totals 

fourteen (14) pages.  I acknowledge that I have read said handbook and that I 

understand the information contained herein.  I also acknowledge that 

Westmount Homes Ltd. reserves the right to make changes in this handbook at 

any time notwithstanding that they do not violate any provisions of the Labour 

Laws as defined in the Province of Alberta. 

 

Name of Sub-Contractor: ____________________________________  
       (please print) 
 
Employee Name and Title: ____________________________________ 
       (please print) 
 
Employee Signature: _______________________________________ 
 

Date: __________________________ 


