
 

 

RE: Direct Support Person (DSP) Employment with Extend-A-

Family Waterloo Region (EAFWR) 
 

PRIVATE & CONFIDENTIAL 

To:______________________________________      (Print Name)                                                                                                                                                                                                                                                                           

We are pleased to offer you employment with Extend-A-Family Waterloo Region (the “Agency”).’ 

This letter agreement sets out the terms and conditions of your employment with the Agency.   

 

1. Position and Duties. Your appointment will be as a Direct Support Person (DSP) and your 
responsibilities and duties are set out in the Job Description attached at Schedule “A”, and as 
may be assigned to you by your supervisor from time to time. 

 

2. Conditional Employment. This offer of employment is conditional on the following: 
 

a. You must declare that you are eligible to lawfully work in Canada, including for the Agency; 
b. You must provide two employment references 
c. The satisfactory results of a vulnerable sector screening/criminal records check, and 

intermittent updates thereto; 
d. Successfully completing mandatory training (First Aid/CPR within 30 days and 

Inclusion Workshop within 3 months of signing this document. 
  

3. Probationary Period. The first three (3) months of your employment will be a probationary 
period during which both parties may consider whether the relationship is a fit, and either 
party may terminate the relationship at any time pursuant to the Employment Standards Act, 
2000 (ESA) without notice or pay in lieu thereof, or any reason or no reason at all.  The Agency 
reserves the right to extend the Probationary Period for a further three (3) months if it deems 
it appropriate in its absolute discretion, subject to any requirements of the ESA. 

 

4. Wages. Your hourly rate will be determined for each individual contract based on the support 
requirements, according to EAFWR’s wage chart.  You are paid for hours worked only less 
applicable statutory withholdings, deductions and remittances, which shall be paid in bi-weekly 
installments by direct deposit in accordance with the Agency’s regular payroll practices as they 
may be from time to time.  .  Vacation accrual will be paid on top of your base wage at the 
same time as your wages.  

 

 
5. Hours of Work. Your employment with EAFWR will start on the first day you are actively at 

work.  You will be employed on a casual and as required basis.  There is no guarantee of any 
minimum hours of work being made available to you.  An attempt will be made to match you 



 
 
 
 
 

  

 
 

with an individual or family.  You will be required to work such hours as are determined and 
agreed pursuant to your match with the individual or family.  This offer is dependent on 
continued funding for the position(s). 
  

6. Vacations, Public Holidays and Leaves.  You will be entitled to vacation pay, public holiday 
pay and leaves of absence in accordance with the Agency’s policies and/or the ESA, as 
they may be from time to time.  Note that while service continues to accrue for purposes 
of calculating entitlement to vacation time during any statutory unpaid leave of absence, 
vacation pay does not accrue during periods of unpaid leave.  

 

7. Confidentiality. As an employee of the Agency, you may have access to a significant amount 
of Confidential Information.  “Confidential Information” means all information owned, 
possessed or controlled by the Agency, including, without limitation, all information 
related to Agency financial, technical, process know-how, reports, strategies, personal or 
financial information related to past, present and future employees, volunteers, persons 
supported by the Agency, and the their families and/or dependents,  documents, and 
marketing information and all names of or lists of suppliers, regardless of how received 
by you from, through or relating to the Agency and in whatever form (whether oral, 
written, machine readable or otherwise); provided, however, that the phrase 
“Confidential Information” does not include information which: (a) was in the public 
domain prior to the date of receipt by you; (b) becomes part of the public domain by 
publication or otherwise, not due to any unauthorized act or omission by you; or (c) that 
you are required by law to disclose, provided that, unless prohibited by law, you first 
notify the Agency at the first reasonable opportunity of the requirement to disclose such 
Confidential Information.  It is a condition of your employment that you hold any 
Confidential Information in the strictest confidence and refrain from collecting, using or 
disclosing Confidential Information except as is necessary in the performance of your duties. 

 

8. Agency Expectations. You agree to provide and perform your duties and services to the 
Agency in a professional, ethical, faithful and diligent manner, to the best of your ability, 
competence and with integrity, on a part-time basis, and to devote all of your working 
time, attention, skill and effort to your duties for the benefit of the Agency.  You agree 
that in carrying out your obligations pursuant to this Agreement, you shall act at all times 
in accordance with all applicable laws and regulations and government policies.  You also 
agree that you will adhere to all Agency policies, rules, regulations, systems and 
procedures (collectively the “Policies”) that are in place from time to time.    

 

9. Change in Terms and Conditions.  As circumstances change, the Agency may also make 
changes to certain terms and conditions of your employment.  For example, we may change 
your reporting relationships, your duties or responsibilities, start and completion times or the 



 
 
 
 
 

  

 
 

location of your employment.  In addition, we reserve the right to unilaterally change the terms 
and conditions of any Policies, as well as any benefit plan and program, or compensation 
program.  However, we agree that we will only make, such changes after providing you with a 
advance notice in accordance with the ESA (unless the change(s) are not material, or are 
permitted to be made without advance notice under applicable law).  You understand and 
agree that any such changes shall not constitute a constructive dismissal of your employment.  
For the purposes of this paragraph reference to change also means discontinuance.  

 

10. Privacy. You understand and consent to the Agency’s collection, use, retention or 
disclosure of personal information about you or any of your dependents or beneficiaries 
(“Employee Personal Information”) as required for those purposes necessary for, or 
beneficial to, the conduct of the employment relationship (including payroll).  You also 
understand that the Agency may disclose your Employee Personal Information to a third 
party administrator for the purpose of administering your employment relationship with 
the Agency or to service providers (such as legal, finance and accounting, information 
technology and human resources advisors and/or similar consultants and advisors), law 
enforcement or government authorities as necessary to comply with legal requirements 
or in the course of a legal action, and to legitimate recipients of communications under 
applicable laws, where required by law or necessary for the purpose of, or in connection 
with, any legal proceedings and you hereby consent to such disclosure.  
 

11. Termination. It is always difficult to consider termination, just when a new relationship is 
beginning; however, we believe it is important that you are aware of and agree to our 
termination policy.  All of the termination provisions set out below apply throughout your 
employment with the Agency, even if your position, duties, responsibilities and/or 
compensation change significantly while you are with us. 

 

a. Voluntary Termination/Resignation. You may terminate your employment with the 
Agency at any time upon providing a minimum of two (2) weeks’ notice. 
 

b. Termination for Cause. The Agency may terminate your employment for just cause at 
any time without notice or pay in lieu thereof.   

 

c. Termination without Just Cause.  After the completion of your probationary period, 
the Agency may terminate your employment in its sole discretion for any reason, 
without cause, upon providing you with: 
 



 
 
 
 
 

  

 
 

(i) that minimum period of advance notice to which you are entitled under the 
ESA, or termination pay in lieu thereof in accordance with the ESA;  
 

(ii) that minimum amount of severance pay, if any, to which you are entitled 
under the ESA;  
 

(iii) continued participation in any benefit or pension plan to in which you 
participated immediate prior to the termination of your employment for the 
minimum notice period you are entitled to under the ESA, subject to your 
obligation to pay any contributions normally required of you to participate in 
such plans, which contributions you hereby agree shall be deducted from the 
notice and severance payments referenced above; and 

 

(iv) any other entitlement you may have pursuant to the ESA on termination. 
 

For clarity, you shall not be entitled to any further notice, pay in lieu of notice, termination 

or severance pay, whether by contract, equity or at common law.  You further understand 

and agree that the requirements contained in this clause constitute a material inducement 

to the Agency to enter into this agreement and to employ you, and that the Agency would 

not enter into this agreement absent such inducement.  You further understand and agree 

that this clause shall continue to apply at any time in the future, regardless of what position 

you may occupy at the time notice of termination is given, or any other changes to the 

terms of your employment that may arise prior to the termination of same. 

 

d. Frustration. You agree that in the event your employment relationship is frustrated, 
there is no obligation on the part of the Agency to provide you with any notice of 
termination or pay in lieu, subject only to any requirements imposed by the ESA, in 
which case entitlements on termination for Frustration shall be limited to those 
expressly prescribed by the ESA.  Frustration includes, but is not limited to, your failing 
to maintain legal authorization to work in Canada throughout your employment, 
which is solely your responsibility.  
 

 

 

 



 
 
 
 
 

  

 
 

12. Operating Arrangements 
 

a. The terms of this agreement or the Agency’s policies may be revised from time to time in 
the sole discretion of the Agency.  Any such revisions communicated by the Agency will be 
incorporated into and form part of this agreement upon reasonable notice, in accordance 
with the ESA, being provided to you. 

 

b. This Agreement constitutes the entire Agreement between you and the Agency with 
respect to your employment. 
 

c. You acknowledge and agree that you have taken the necessary time to consider this 
Agreement and have obtained (or, as a freely taken decision, chosen not to obtain) 
independent legal advice concerning the interpretation and effect of this Agreement. 
 

If you are prepared to accept casual/part-time employment with the Agency in accordance with 

the terms and conditions outlined above please sign the Employee’s Acceptance below and 

return the signed offer. 

We look forward to having you join our Agency. 
 

Yours very truly 

EXTEND-A-FAMILY WATERLOO REGION 

 

EMPLOYEE’S ACCEPTANCE 

I have read, understood and agree with the foregoing.  I have had a reasonable opportunity 

to consider this Agreement and the matters set out therein.  I accept employment with the 

Agency on the terms and conditions set out in this Agreement and enclosures and agree that 

the terms and conditions. 

____________________________                 ______________________________ 

Employee                             Date 



 
 
 
 
 

  

 
 

SCHEDULE “A” 

 

JOB DESCRIPTION 

DIRECT SUPPORT PERSON [DSP] 
Extend-A-Family Waterloo Region (EAFWR) 

 
Qualifications: 

 Secondary school diploma OR some secondary school with related experience. 

 Minimum eighteen years of age. 

 Valid G2 license and access to a reliable vehicle 

 Excellent oral and written communication skills. 

 Must be reliable and dependable, punctual and committed. 

 Ability to work well independently as well as part of a team.  

 Demonstrate threshold and core competencies outlined for DSP’s. 
 
Role: 
As a DSP you are one of the key front line support providers who engage in establishing a 
positive relationship with the people we support.  You are guided by compassion, care and 
responsibility. You readily display these attitudes and ideals in your relationship with the 
person being supported and in your representation of EAFWR as an organization wherever 
you are. 
 
Hours and Pay: 

 A single contract can be anywhere from 2 to 10 hours per week with an opportunity to 
take on multiple contracts and increase your hours.  

 While there is flexibility to fit around your schedule, most of the opportunities currently 
available require evening and/or weekend work 

 
Responsibilities and Functions: 
  
Reporting to the person being supported, their family, and a designated EAFWR Support 
Coordinator, the contract support person will: 
 
Provide Support to the Person and Family: 

 Plan and implement supports/activities designed to assist the person being supported 
in achieving goals outlined in the funding contract. 

 Establish and maintain a respectful relationship with the person being supported. 

 Engage in open and honest communication with the person being supported, their 
family and the designated Support Coordinator. 



 
 
 
 
 

  

 
 

 Be aware of and adhere to EAFWR’s Health and Safety Policies and Procedures and 
maintain a safe work environment for yourself and the person being supported. 

 Maintain awareness of and adherence to EAFWR procedures dealing with serious 
and/or unusual incidents. 

 

Provide Support to EAFWR Administration by: 

 Maintain awareness of and adherence to relevant guidelines, policies and procedures. 

 Promote the growth of an organizational culture that is both inclusive and anti-
oppressive. 

 Participate in training and staff development as requested/required. 

 Provide documents relevant to the position as requested by EAFWR.  
 
 
Role Competencies: 

Threshold Competencies Level 3: 

Flexibility   Adapts tactics depending on the situation 

Self-Control  Takes positive action to calm self and others 

Self-Development      Actively seeks feedback for performance enhancement 

Service Orientation Takes personal responsibility for resolving service issues 

Values & Ethics     Acts in accord with values & ethics even when not easy to do so 

 



 
 
 
 
 

  

 
 

 Core Competencies Level 

 

 

Advocating For Others 3 Calculates impact of actions or words 

Collaboration 3 Encourages Others 

Creative Problem Solving             3 Understands and acts on basic relationships 

Fostering Independence in 

Others 

3 Delegates 

Initiative 3 Thinks and plans ahead 

Interpersonal 

Relations/Respect    

3 Effectively uses empathy 

Resilience 3 Overcomes obstacles and/or distractions in 

specific situations (short or medium term) 


