	LIST OF USEFUL REFERENCES FOR COMMUNITY RECREATION STAFF

	ITEMS
	REFERENCE
	COMMENTS
	WHERE TO FIND THE REFERENCE

	Engaging recreation staff outside the normality
	Protected B document titled: Option analysis engaging services providers for PSP recreation staff and activities (available in F and E)
	When HR policies do not meet the needs. Per ex: you need to hire a spinning instructor at market rate and not HR rate.
	Your HR office. 

	Youth access to fitness training facilities
	5590-0 (NRYSM/NPFC/CFPSA) 

Policy statement- dated December 2002Youth access to fitness training facilities
	Policy strongly recommended to be used on B/W/U


	CFPSA WEB 

	Guidance for contracting in support of M&W programs
	Draft document V-13 16 Dec 05
	Provide guidance in determining the appropriate accounting framework and contracting requirements with respect with M&W activities
	CFPSA NRYSM has a copy if base does not have policy in place

	PSP logo application
	Draft 1 November 27, 2003
	Application of the use of CFPSA brand.
	Johanne Thibault can foreard a copy to those who requests it

	Access to M&W programs & Canex patrons
	A-PS-110-001/AG-002 chap 6, section 8

1650-1 (CANEX) June 1998  and soon to be approved chap 1 section 4 para 51 of A-PS-110-001/AG-002

CFAO 50-20
	Who are the authorized patrons of CANEX-PSP- Who has access to Community Recreation and Fitness and Sports facilities
	Ask for a publication on your base from NPF office or CE. CFPSA corporate WEB site.

	Recreation clubs
	CFAO 50-2
	How to form a club, membership, high risk, services association, civilian employee associations, small arms, finance, facilities, equipment and leadership.
	DIN

	Recreation
	CFAO 50-20
	Definitions, Rec council, role and responsibilities, transport, leadership.
	Look for CFAO on the DIN

	Use of  DND facilities
	APS-110-001/AG-002 annex b, chap 3 item 1.1 to 1.5
	Use of available DND facilities
	Ask for a publication on your base from NPF office or CE.

	Maintenance, utilities, basic services and cleaning
	APS-110-001/AG-002 annex b, chap 3 item 2.1 to 2.6

CFP 110 Interim Manual (draft), Chap 4
	No charge for utilities for recreation clubs but % is charged for special interest. NPF is responsible for cleaning for Rec clubs.
	Ask for a publication on your base from NPF office or CE.

	Material and equipment
	APS-110-001/AG-002 annex b, chap 3 item 3.1 to 3.6
	P for installed and safety equipment,  NPF for operating and activity equipment
	Ask for a publication on your base from NPF office or CE.

	Material and furniture
	APS-110-001/AG-002 annex b, chap 3 item 3.7 to 3.11
	P for furniture for Rec, N for special interest and activity furniture.


	Ask for a publication on your base from NPF office or CE.

	Material (janitorial, office)
	APS-110-001/AG-002 annex b, chap 3 item 3.12 to 3.16
	P for Rec and N for special interest
	Ask for a publication on your base from NPF office or CE.

	Transport
	APS-110-001/AG-002 annex b, chap 3 item 4.1 to 4.5
	P on space available for programs
	Ask for a publication on your base from NPF office or CE.

	Communication (telephone, mail)
	APS-110-001/AG-002 annex b, chap 3 item 4.6 to 4.11
	Phone: P for most N for special interest. Mail: P for most, N for mail to patrons and suppliers.
	Ask for a publication on your base from NPF office or CE.

	Personnel
	APS-110-001/AG-002 annex b, chap 3 item 5.1 to 5.6, HR Policy and SLA between your base and CFPSA.
	The Rec director is P, others are usually NPF. You may get reimbursement from the P for position in the management ( Adm assis, facility management etc)
	Ask for a publication on your base from NPF office or CE.

	Married Quarters community council
	CFAO 50-21
	Establishment, functions.
	DIN

	Aquatic
	Interim CF Aquatic and water safety policy
	Replaced all CFAO 50-4
	CFPSA WEB site

	Scuba
	Interim Canadian Forces Recreation Scuba Policy
	Replace CFAO 50-10
	CFPSA WEB site

	Rifle association
	CFAO 50-11
	
	DIN

	Canadian Forces Sailing association
	CFAO 50-5 was cancelled and not replaced
	No ref.
	

	Recreational and shooting competition
	CFAO 50-16
	Check with local ammo tech for storage and transportation of ammo and fire arms.
	DIN

	Recreation staff and training staff
	CFAO 50-12
	Very old, needs changes. Will follow introduction of  new APS-110-001/AG-002
	DIN

	Swimming pool hygiene
	CFAO 34-38
	Role and responsibilities
	DIN

	Gliding and soaring
	CFAO 50-14
	
	DIN

	Radio station in Canada
	CFAO 50-13
	
	DIN

	Range safety officer
	CFAO 9-20
	For bases with Skeet shooting or shooting club.
	DIN

	Adventure training
	DAOD 5031-10
	Replaced CFAO 9-58
	DIN

	Parachuting
	CFAO 50-7
	No involvement from Rec staff unless participants
	DIN

	Liability / Risk Management / Corporate Insurance
	A-FN-105 Chap 11


	The purpose of the NPF CIP is to provide adequate insurance coverage to all NPF activities, at minimum cost to NPF, through the purchase of central policies covering property losses and liability claims. Deductible is $5000 for bases/wings and $500 for small units.
	CFPSA WEB site

	Recreation Grant
	A-FN-105 chap 10 para 54-55
	May be used for any recreational activities (salaries and programs etc)
	CFPSA WEB site

	VOREP (volunteer recognition program)
	Annual guidelines from CFPSA and totally funded by SISIP FS. B/W/U must annually apply for funding.
	Approval and allocation of funds to MFRC and PSP (Community Rec) entities, in support of volunteer recognition events.
	

	CFNYM (Canadian Forces National Youth Model)
	Annual guidelines from CFPSA. B/W/U must annually apply for P and NPF funding.
	PF is recurrent. NPF is not recurrent.
	All correspondence is on the CFPSA WEB site

	Human resources
	-Recruitment and Selection: Human resources. Policy and procedures CFPSA policy manual -  volume 5 (also called Pers pol)  manual Section 1, para 9 and 32, including Appendix 9 of Annex A.

-Employee Orientation – Pers pol manual Section 3 including Annex A.

-Hours of Work – Pers pol manual Section 5, paras 1 to 20.

-Performance Review and Appraisal Report, Pers Pol manual, section 7 including Annexes A to D.

-Canada Labor Code and local bargaining agreements.

- Employment Contracts and Contracts for Services – Pers pol manual, section 2 paras 1 to 15 including Annexes A, B and C. 

-Compensation – Pers pol manual, section 9, Annex D (1243-1 (CFPSA/DHRP) 09 DEC 2003) and pers pol manual, section 3, para 11.

- Leave – Pers pol manual, section 6, incl. Annexes A to C.

-Attendances & Return to Work Management – Pers pol manual, section 8, para 8 (d) and section 17, paras 1 to 12 including Annex A.

-Employee Recognition – Pers pol manual, section 18 paras 1 to 8 including Annexes A to E.

-Training and Development – Pers pol manual, section 19 including Annexes A to D.

- DOAD-5012-0

-A-PM-007-000 / FP-001 (2004-07-15)

-DND/CF Web site : http://hr.dwand.dnd.ca/harassment/
-DND/CF Web site : http://hr.dwan.dnd.ca/CMP/ (Conflict management program)

-Harassment Prevention – Pers pol manual, section 16, paras 1 to 21

-Canadian Human Rights Art. (CHRA) and Employment Equity Art. (EEA)
	The importance of a good job description, the enhanced reliability screening, the probationary period and assessment, union implications, the employee orientation process, the hours of work and the importance of creating an early open relationship with new incumbents, in order to get to know the person as quickly and as well as possible during the probationary period. 

CAT I, CAT II and CAT III employee status, full time, part time and casual employee status, employee hired by contract and the prerequisites, contract for services (obligation for the contractee) legal implications, and the normal process to be followed for job swaps and secondments.

Benefit package including, pension benefits, health and dental insurance plan, leave benefits, subsidized education possibilities, travel & relocation benefits, Long Term Disabilities (LTD) and the awards and recognition program. 

DND Harassment Prevention Policy and procedures. 


	CFPSA WEB site and your local HR office

	Alternate resolution Centre
	-ADR Centers

-A-PM-007-000 / FP-001 (2004-07-15)

-DOAD 5046-0

-ADM (PA) DMCS

-CS04-0065 (DND Pamphlet)


	The role & responsibility of the facilitator, the prerequisite for ADR meeting, the procedures to be followed during the mediation, the confidentiality aspect and how the results of the mediation are treated.


	There is an office on your base

	CANEX_SISIP Morale and welfare grant
	-DOAD 7021-4, Dec 2005


	A letter is sent annually to all units with details.
	

	Sponsorship and donation
	-DOAD 7020-4, Dec 2005

NPP sponsorship and donation policy dated 8 Dec 2005
-CFAO 19-8 and 211-2
	
	DIN
CFPSA WEB site

	Succession Planning / Mentoring
	-Pers Pol Manual, Chap 31
	
	CFPSA WEB site

	National / Regional and Local NPF Structure Statement and Reports - Accounting
	-AFN 105 – Chap 1, para 7 Annex A (references) and Chap 14

-CFP 110 Interim Manual, Chap 3, section 4
	
	CFPSA WEB site 
Ask for a publication on your base from NPF office or CE. 

	Central Fund Contributions - Sources of Funding & Loan for Project Procedures
	-AFN-105, Chap 10 and 32

-CFP 110 Interim Manual (draft), Chap 3 section 4


	Procedures to be followed to obtain a CFCF grant loan for a specific project and

the different types of grants forwarded to bases and wings: Canex/SISIP Morale and Welfare Grant (MWG), Physical Fitness Maintenance Grant (PFMG), Personnel Support Program (PSP) grant, Military Sports Wages Grant (MSWG), Fitness and Sports Instructor clothing grant (FSCG) and Recreation Management Grant (RMG).
	CFPSA corporate WEB site has A-FN-105. 
Ask for a publication on your base from NPF office or CE.

	-Various Accounts – Control of Fixed Assets & Control of Funds – including change funds, petty cash funds and use of corporate purchase credit card.

-Inventory Management / Reporting and Processing of «write offs» - Acquisition procedures
	-AFN 105, chap 3, Annex A, chapters 7, 26 and 28

-Morale & Welfare manual (draft), Chap 3, sections 5,6,7,8


	Procedures to be followed on acquisition of goods and depreciation aspect of the different types and categories of equipment and fixed assets and the necessity for all purchases and dispositions of material and goods to be reported to the NPF accounting section.
	CFPSA WEB site 

	Public vs Non-Public
	-CFP 110 Interim Manual (draft), chap 3, sections 1 to 5 and chap 4

-DOAD 5044-0 Delegation of authority

-NDA Section 38
	Public M & W Activities: consisting of all M& W activities forming an integral part of the Defense Services Program (DSP) and for which support is a Public responsibility;

Non-Public Activities: consisting of all M & W activities operated under the authority of the CDS pursuant to see section 38 which are used at the discretion of members, former members and their families and for which support is an NPF responsibility; and

Shared M & W Activities: consisting of two sub-components :

M & W activities which are and integral part of DSP but for which sufficient Public funds are «Not» available and are supported from NPF resources to the extent determined by the CDS.

M & W activities, which are not, an integral component of the DSP, but which are required to maintain operational readiness and are supported from Public resources and to the extent determined by the MND.
	Ask for a publication on your base from NPF office or CE.

	Military types of correspondences 
	-CFP 121 – Staff & Writing Procedures for DND (1996) – chapter 4

-CFP 121 - Staff & Writing Procedures for DND (1996) – chapter 1 (list of references)
	Memorandums, briefing notes, service papers, synopsis, different types of letters, minutes sheet.
	A old document found in orderly room, ask for it. Not used anymore. 

	Specialty Interest Activities


	-CFP 110 Interim Manual (draft), chap 2, section 6

-CFP 110 Interim Manual (draft), chap 4 and Annexes A & B

-CFAO 50-20
	Golf clubs, Curling clubs, Marinas, sailing clubs, paddle clubs, Horse riding clubs, Rod a gun clubs, Sheet ranges, Gliding & Flying Club, Vacation accommodations such as campgrounds or chalet operate by NPP.

The level of public support to specialty interest activities varies in accordance with the location each base/wing.
	Ask for a publication on your base from NPF office or CE.
DIN


NOTE: CFAO : look on the DIN for all. DAOD: look for DIN for all. CFP 110/A-FN 105: look on CFPSA site under corporate/finance. CFP 110 interim: was forwarded to all B/W/U. Should be approved soon and will be forwarded to all B/W/U. Human resources, Policy and procedures, CFPSA policy manual -  volume 5 also called Pers Pol.
