@ Kanata
GymnoSpher

C O R O R A T

Welcome !
We are so excited to have you
join our team!

The following information is to help you get started and familiarize you with our
online staff hub, and give you the tools needed for employment here at
Kanata GymnoSphere!

We have a refer a friend program! If you have a friend that would love to work at Kanata
GymnoSphere, you can refer them, and after 6 months of their continued employment, you
will receive a $100.00 bonus!

All staff will receive 10 free drop ins here at Kanata GymnoSphere! Visit
https://www.kanatagymnastics.ca/drop-in for our most up to date schedule!

Students (ages 11-18 years old) will be required to complete 40 hours of volunteer hours prior
to their employment.

Salary revisions will be discussed in May of every year following performance reviews.

On Page 2, you will find information about our online Staff Hub. Please follow through the
checklist to ensure all documentation is completed.

Page 3 has information about the required certifications and how to obtain them.
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Employee Name:

Date:

Staff Hub:

Most information you need can be located in our online Staff Hub! Go to
www.kanatagymnastics.ca, hover on About Us, and click on Staff Hub. The password to enter
is gym430. Click through the documents and familiarize yourself with our policies.

Checklist of items required that will be found on the Staff Hub:
__| Payroll Information sheet to be submitted
| Employee Documents

| Ministry of Labour Health and Safety Training (forward certificate of training to
admin@kanatagymnastics.ca)

] Harassment Policy
| Employee Handbook
_| Employee Acknowledgment (submit form)
_| Coaches Orientation (includes fire safety and general information)

Employee Contract

Employee Contact will be printed, one for you to keep and one for you to sign and return back
to us.

| Employee Contract

Checklist of Employee Package Items:

By initialing beside the items below, you acknowledge that these items need to be returned to
the club should your employment come to an end. By initialing you agree that if items are not
returned, $50.00 will be withheld from your final pay to cover the cost of the items.

2 Kanata GymnoSphere T-Shirts
Kanata GymnoSphere Hoodie
1 Set of Keys

1 Payroll Card

Kanata GymnoSphere Corporation | 430 Hazeldean Road, Unit 7, K2L 1T9 | (613) 518 1128 | www.kanatagymnastics.ca
Page 2 of 2



77 Kanata
)EA GymnoSphere’

Mandatory Training:

You are required to complete Safe Sport training and understand that everyone has a role to
play in keeping sport safe, how the misuse of power leads to maltreatment, and the principles
of the Universal Code of Conduct. This training can be completed at:
https://safesport.coach.ca/participants-training

Send your proof of completion to admin@kanatagymnastics.ca

The Rule of Two eLearning Module is another important training that will teach you to increase
the safety and security of sport participants while protecting all those involved. Staff, coaches
and administrators all apply to the Rule of Two.

https://coach.ca/rule-of-two

Send your proof of completion to admin@kanatagymnastics.ca

Certification:

As part of coaching you are required to have at minimum your NCCP Foundations course
completed. Kanata GymnoSphere will pay 50% up front, and the other 50% after 1 year of
your continued employment. You will be required to give 50% of the payment for your course
in cash prior to being registered, and we will reimburse it back to you after 1 year from your
course date.

Standard First Aid and CPR is also required. Once you sign up for your course, Kanata
GymnoSphere will reimburse you for 50% of the cost.

Name Date

Ownership of Responsibility:

| acknowledge and claim full responsibility that no children are to leave the gym or enter
the hallway unsupervised. | understand and will ensure that the lobby doors will remain locked
at all times, and if the hallway needs to be entered by a child, they will be accompanied by me
at all times.

Name Date
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