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WELCOME FROM PETER NIELSEN
Welcome! It’s time to gear up for another great season at Revelstoke Mountain
Resort.
It’s our goal to provide exceptional customer service and exceed expectations
for all our guests. Your enthusiasm, and passion play an integral role in keeping
RMR on the map as one of North America’s premier ski destinations in the
winter, and now, with the growing success of our summer operations, a great
place to visit year-round!
I’m looking forward to working with each and every one of you. As resort staff,
you will be the eyes and ears of guest experiences in your department. If you
have any comments or suggestions on ways we can improve our operations
please let me know - my door is always open. Let’s work together to make this
another outstanding year.
Have a great season, and remember to have fun and enjoy all Revelstoke has to
offer!

Peter Nielsen
Vice President Operations, Revelstoke Mountain Resort
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OUR EMPLOYEES MAKE US WHO WE ARE
We believe in:








All employees being treated fairly and equally
Communicating directly, listening and eliminating barriers to
communication at all levels of the company
Recognizing performance, seniority, and availability in matters of
scheduling, promotion, or transfer
Encouraging ongoing training and development to foster promotion
from within
A fair wage, as reflected in the marketplace
Recognizing those individuals who set and achieve their goals
Recognizing shared responsibility for workplace health and safety

Our guests tell us again and again that it is the personal touch and thoughtfulness
of our employees that make their stay special. Be assured that the personal
commitment and level of service that you bring to your work will make a
significant contribution to our continued success. Our combined efforts provide
our guests with a great resort experience. In the process, we each add our personal
dimension to the dream.
If you discover that something is wrong with a guest’s experience, take action to
fix the problem immediately. You are empowered to ensure your guests have a
great experience.

Revelstoke Mountain Resort Team Structure
There are 3 Northland Properties subsidiaries that are located at Revelstoke
Mountain Resort. We also partner with Selkirk Tangiers Heliskiing, based at the
Hillcrest Hotel. The 3 companies based at RMR are:
 Revelstoke Mountain Resort
 The Sutton Place Hotel
 Rockford Wok, Bar & Grill
While these companies work cohesively together, each company is managed
independently. The next few pages show the management structure for each of
the companies run out of the RMR location.
An Employee Phone List is available from your Supervisor or the link below.
http://bit.ly/2q8CaWl
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Revelstoke Mountain Resort Structure
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The Sutton Place Hotel Structure
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Food & Beverage Structure
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GENERAL INFORMATION
EMPLOYMENT, TIMEKEEPING & PAYROLL
The work week is a consecutive 7 day period, Sunday through Saturday, as per
BC Employment Standards. The pay week starts on the 1st and 16th of each
month, paying, for hourly employees, on the 7th and 22nd of each month. Please
see your Manager/Supervisor for information on the first and last day of your
work week.
It is your responsibility to be aware of your work schedule. Be ready to start work
at the specified time. Both co-workers and guests are relying on you to be there
when expected.

Timekeeping
Hourly employees use a time clock system; you are required to clock in when you
arrive and clock out at the end of your shift. The Time clock system will be
reviewed with you by your Supervisor. Managers and Supervisors are required to
ensure these hours total correctly and are turned in to payroll on time.

Timekeeping Corrections
If you believe there is an error or that the calculation of your hours is inaccurate,
you must notify your manager. You are responsible for reporting the dates/times
you believe the error occurred as soon as possible. If the error is reported after the
given time period, your receipt of proper payment for that time may be delayed.
If the error is detected after a paycheck has been issued, a request in writing should
be submitted to the Payroll Department by the Supervisor within two weeks of the
pay period the error occurred, in order to review and make an adjustment in pay,
if it is determined there was, in fact, an error. Corrections will be paid on the next
regularly scheduled payroll.

Overtime
Staff are scheduled by Managers in such a way that overtime is rarely required,
therefore overtime is only paid when approved by your Manager.

Payroll
Pay statements will be sent to your personal e-mail address provided during
hiring on the 7th and 22nd of each month. In the event of unforeseen
circumstances (i.e. computer failure), you will be paid within ten business days of
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the end of the scheduled pay period. You will be paid by Direct Deposit with a
pay statement being issued, listing your earnings and deductions. Payroll
information is not kept on site, and we do not have the ability to reprint or resend
payroll statements. Please do not discard notices received by e-mail if you feel
like you might need them in the future.
It is your responsibility to make sure that Revelstoke Mountain Resort has your
current email address on file and you are able to receive email correspondence
from RMR. Ensure, that your mailbox is not full, emails from RMR are not
blocked by firewall settings, went to junk folder, etc.
Emails with your pay statement are password protected. Your password is your
SIN.
In case your email address has been changed you must inform your supervisor
immediately.

Payroll Deductions
RMR is required by law to make payroll deductions for income tax purposes.
These deductions are based on the TD1 information you provide upon hiring.
Please promptly report any changes in deductions or family status in writing to
the Payroll department.

Statutory Holiday Pay
RMR recognizes the following statutory holidays:
Christmas Day
Canada Day
New Year’s Day
BC Day
BC Family Day
Labor Day
Good Friday
Thanksgiving Day
Victoria Day
Remembrance Day
As Revelstoke Mountain Resort is in the recreation industry, our busiest times
usually fall on holidays; therefore you may be required to work holidays. You
will qualify for statutory holiday pay if you:



Have been employed for 30 calendar days before the statutory holiday
and,
Have worked or earned wages on 15 of the 30 days immediately before
the statutory holiday.

Eligible employees who work a holiday will receive pay at time and a half for any
hours worked plus a regular days pay. Such holiday pay for hourly employees will
not be counted as hours worked for the calculation of overtime.
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Final Paychecks
At the time of your termination of employment with RMR, you will receive your
final paycheck by direct deposit on the next regularly scheduled RMR payday. Do
not close your account until after this payment is received.
Please note your Record of Employment (ROE) is submitted to Service Canada
electronically and you will not receive a paper ROE. To access your ROE please
use My Service Canada Account:
https://www.canada.ca/en/employment-social-development/services/my-account.html

Your yearly statement of income (T4) will be available by the end of February
each year.
Please make sure that the payroll office has your current mailing address for
your T4, if it will be different from your current address.
Please note that your T4 slips are also available through Revenue Canada “My
Account”:
http://www.cra-arc.gc.ca/esrvc-srvce/tx/ndvdls/myccnt/menu-eng.html.
Please use this service before directing T4 and ROE inquiries to administration
office.

Reimbursement for Expenses
Expenses incurred by you on the Company’s behalf will be reimbursed to you if
you have obtained prior approval from your supervisor to make the expenditure.
Reasonable expenditures made on the Company’s behalf for legitimate
emergency purposes may be reimbursed if approved by your department head.
An expense claim should be submitted to your Manager for approval and then for
payment through the accounting department. You must attach the original receipt
for an expenditure made on the Company’s behalf. Attach this receipt to your
claim for reimbursement and give to your department head for processing.

Meetings
You are required to attend a number of regular meetings. When attendance at a
meeting is compulsory, you will be compensated for the time spent at the meeting.

Personal Information - Keep your Records up to Date
To ensure accurate handling of your accounting or medical records in the case of
an emergency, keep us informed of any changes in your personal information.
At RMR we follow all employment standards set out in the BC Employment
Standards Act. To view this Act please see the following website:
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96113
_01
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EMPLOYEE BENEFITS
RMR & Selkirk Tangiers Helicopter Skiing Staff
Full-time permanent staff: Family Season Pass
Full-time seasonal staff:
1st Season – Staff Pass
2nd Season – Staff plus Spousal Pass
*(see spousal note below)
3rd Season – Family Pass
Part-time staff:
RMR – 30 day pass
(less than 30 hrs/wk or
STHS – 20 day pass
less than 4 days/wk)
*If common-law you must have proof of residing together for a minimum of two
years, this includes any legal document, including but not limited to lease
agreements, postal box rental and tax returns. A copy of the document will be
kept on file with your seasons pass application and hiring package.

All staff passes are eligible for the following discounts:











FREE group lessons, based on availability
FREE Mountain Coaster Rides
50% OFF Snow School products
30% OFF AST 1 products
20% OFF CSIA 1 products
50% OFF Rentals and Repairs
30% OFF Retail logo wear items
20% OFF Retail non logo wear soft goods
15% OFF Retail hard goods
30% OFF F&B at Rockford, Mac’s & Revelation Lodge - on shift, 20%
OFF – off shift
 20% OFF Food & Beverage at La Baguette
Please see your Supervisor and your department’s staff board for more
information on Special Offers for Northland Properties Staff.
This includes information on how to book at the Sandman/Sutton Place Hotels
using the Employee Discount Code.
*Discounts apply to the regular price.
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Please Note:









Discounts apply to staff members only. Purchases cannot be made on
behalf of friends or family to receive a discount.
Your season pass is only for you. It is not transferable.
Your season pass is non-refundable and will be revoked if not in good
standing with RMR or affiliated companies.
For staff that already purchased their season pass, a refund of the
purchased pass will be given based on hire date as defined in the Staff
Pass Agreement.
Lost or stolen season passes must be reported immediately to your
supervisor. Passes that are lost or stolen and not reported immediately
will be handled the same as misused passes. Employees are
responsible for any misuse of their passes before they report a
missing/stolen pass.
All employees MUST have their pass on them when riding the lifts.
Any employee without a pass MUST see Guest Services to get their
pass re-printed. Please be aware there is a reprint fee.

Reciprocal Lift Tickets
RMR participates in numerous reciprocal programs with other mountains
throughout BC, Alberta, and surrounding area. Full time and part time
employees can receive a discount for either 100% or 50% off their visit at
participating resorts. In order to receive this discount, you must see Guest
Services to receive a dated and signed Letter of Introduction. This letter,
combined with your current staff pass, can be presented at the visiting resort for
your discounted ticket(s). To see a full list of participating resorts, please see
Guest Services, who will also let you know the according discounts.

Selkirk Tangiers Helicopter Skiing
As an RMR employee you are eligible for additional benefits beyond skiing at
the resort with your season pass. Once monthly your supervisor or manager will
nominate the top employee from your department. All of the nominated
employees will have their names put in a hat and a name will be drawn to go
heli-skiing with Selkirk Tangiers! Your Powder Excursion package will include
a full day of heli-skiing with three runs, breakfast, lunch in the field and après
ski. Powder skis or a powder board will be included, along with a transceiver
and safety training. Congratulations!
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Please note: When you are skiing with Selkirk Tangiers we encourage you to
enjoy yourself and celebrate your accomplishments as our employees of the
month. We ask that you review and sign the Employee Heli Skiing Etiquette
Form that also outlines the parameters you should be aware of as an employee
skiing or boarding with our guests for the day.

STHS Family Rate
As an RMR employee you have access to a 40% discount to go heli-skiing or
boarding with Selkirk Tangiers for any day heli-skiing product. This rate is
available to you for one Day Heli booking, once each season and you are
entitled to ski unlimited vertical for that day (subject to paying guests
consensus). You are welcome to bring one immediate family member (mother,
father, spouse, sibling or a healthy and athletic grandparent).
Please contact dayheli@selkirk-tangiers.com to request available dates.

HEALTH & SAFETY
Revelstoke Mountain Resort is committed to the health and safety of every
employee, contractor and person while they are on our property or influenced by
our work. A companywide objective is to lead the recreation industry in
establishing safe work practices and Work Safe BC compliance.
Commitment to health and safety means we will:
 Treat health and safety in the workplace as our first priority
 Ensure employees are adequately trained and supervised, and assurance
that occupational health and safety issues are considered in all on-site
activities.
 Continuously work to improve the effectiveness of our occupation health
and safety program with good practice and applicable legislation.
 Establish site-specific safety responsibilities for supervisors, employees
and contractors, and will be committed to continuous improvement.
Each of us has a responsibility within our program.
Management is responsible to establish a valid occupational Health & Safety
program and to provide supervisors and employees with the necessary training,
support, equipment and supplies to ensure everyone can do their work safely.
They are also responsible for ensuring that necessary inspections, reviews and
updates of the program take place, as well as filing necessary form for
investigations and injuries to WorkSafe BC.
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Supervisors ensure the health and safety of the workers under their direct
supervision and ensure these workers are aware of the hazards, policies and
procedures for the work they are doing and have the appropriate PPE to complete
their tasks.
As Workers you have a right to a healthy and safe workplace, to training and
orientation and to refuse unsafe work. To ensure that we maintain and healthy and
safe place for all of us you must:
 Report unsafe work or hazards
 Use PPE provided and wear it properly
 Cooperate with your JHSC, WorkSafe BC officers, etc.
 Report all incidents/accidents immediately, both major and minor, to your
Supervisor
 Obtain medical attention as soon as possible after the injury occurs
 Accept transportation to a medical facility as coordinated by the Company
 Bring all necessary documentation to your Supervisor and assist in
completing all required forms
 Inform your Supervisor of any injury-related concerns
 If absent for a long period of time, contact your Supervisor daily
I invite all employees to co-operate and participate in achieving a safe and healthy
work environment at Revelstoke Mountain Resort.
During your orientation you will be educated on different policies which may be
specific to your department. Employees must make their employers aware of all
relevant safety training and expiry and this will be tracked by the company.
If you are hurt on the job and unable to perform your regular duties, RMR will try
to provide suitable employment, when it is judged medically safe to return to the
work site.
Occupational Health and Safety Regulations, RMR Policies, Procedures and
Guidelines are all in place to ensure we provide a quality experience for our guests
and ensure the safety of everyone on the mountain. Failing to comply with
policies and procedures will result in disciplinary action.

Authorized by:
Peter Nielsen
Vice President of Operations
Date: October 20, 2016
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Hazard Identification and Assessment
Hazard identification has been completed by your supervisors for your work
areas with monthly workplace inspections and an annual review of risk
assessments. Any high risk activities have been identified and the risk either
eliminated or a specific policy has been developed to minimize risk from the
hazard. During your job duty training these hazards will be pointed out by your
supervisors as well as their associated safe work procedure.
This is intended to be a proactive approach to hazard management, employees
are expected to actively participate in hazard identification, elimination and
control. Take note of what may be a hazard at your work place every shift and
note the controls that are already in place by observing how work tasks are
performed, assessing the equipment workers are using, and considering how that
equipment is being use and analyzing the design and layout of the work areas.
Hazards must be reported to your supervisor.

Occupational First Aid Procedures
General
A priority of the OH&S program is the provision of first aid services for the
RMR community. The purpose of first aid is to provide employees and guests
with prompt, easily accessible and appropriate treatment.

First Aid Attendants
Level 3 Occupational First Aid attendants are available at Ski Patrol, and Level
1 Occupational First Aid attendants are available within each department.
All injuries sustained on RMR property while working on RMR business must
be reported to first aid.
All attendants must be current in their identified level of OFA training.

Contacting First Aid
During hours of on-mountain operation, contact dispatch for any first aid
requirements:
7605 internal extn, 250-814-5055 (this phone number is also on the back of your
pass) or channel 1 on the radio.
After hours, OFA Level 1 will be available within your work area. If you require
first aid, call on the radio to your OFA Level 1 attendant or call 9-1-1.
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Reporting
A reportable injury or illness is where one of the following occurs:
 The individual loses consciousness following the injury.
 The worker is transported or directed by a first aid attendant or other
employer representative to a hospital or other place of medical
treatment, or is recommended by such persons to go to such place.
 The injury is one that obviously requires medical treatment.
 The worker has received medical treatment for the injury.
 The worker is unable or claims to be unable by reason of the injury to
return to his or her usual job function on any working day subsequent
to the day of injury.
 The injury or accident resulted or is claimed to have resulted in the
breakage of an artificial member, eyeglasses, dentures or a hearing aid.
 The worker or external agency has requested that an employer's report
be sent.
RMR must immediately report the following types of incidents whether or not
an injury occurs:
 Any incident that kills, causes risk of death, or seriously injures an
individual
 A major leak or release of a dangerous substance
 A major structural failure or collapse of a structure, equipment,
construction support system, or excavation
 Any serious mishap
A first aid record will be completed by the attendant as soon as possible
following treatment given and be kept in the employees OH&S file

Transportation of Injured Employees
When necessary, RMR is responsible for transporting injured or ill employees to
the nearest location where medical treatment can be obtained.
When the attendant determines that additional medical treatment is immediately
required they will make the decision to transport the individual by one of the
following means:
- Taxi transport or company vehicle to the closest hospital
- 911 is called (EMS/BC Ambulance Service)
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Stay at Work or Return to Work Policy
When an employee is injured at work the employee must notify their supervisor
or manager. There is specific reporting criterion that is legislated by
WorkSafeBC that will be completed by both the employee and employer.
In addition to the WorkSafeBC Employer’s Report of Injury or Occupational
Disease (Form 7) and the employee’s first aid record (if the employee received
first aid at the work site), or if the employee was not injured at work, these
additional forms must be completed:
1. Letter to Physician to be completed by the Supervisor or Manager and to
accompany employee to physician. This form applies to both injuries at work
and not at work.
2. Physical Assessment Report the top portion to be completed by the employee
and the remained to be completed by the physician. This form applies to both
injuries at work and not at work. This form will be faxed back by the physician,
it also requires a hard copy be returned by the employee to their supervisor or
manager immediately.
3. Physical Demand Analysis to be completed as required by physician by
supervisor. One copy is to assess the employee’s current position physical
demands and another to assess the demands of a modified work program as
determined by the Physical Assessment Report. This form may only be required
for specialized circumstances.
4. Modified Work Offer to be completed by the manager and employee.
Following the assessment of the employee by the physician, the manager and
employee shall find the most agreeable modified work available, understanding
that the limitations to the injury should lessen over time and the modified work
should and will change. The General Guidelines for Modified Work developed
by WorkSafeBC are included for reference following this section.
The Employee is to return later on in their current shift, or at the start of their
next scheduled shift to return forms and advise their supervisor or manager of
their limitations.
In addition to WorksafeBC Accident/Incident Investigation Report (Form F), the
supervisor or manager may complete a Claim Investigation to gather
information to ensure reports are accurately filled out, identify contentious
issues, enable the resort to determine the presence of pre-existing conditions,
take precautionary prevention measure and ensure compliance with applicable
safety regulations.
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If medical restrictions or physical limitations of the employee’s injury do not
allow for a return to work immediately, it is the responsibility of the supervisor
to maintain weekly contact with the employee to maintain a worksite
attachment.
When the Employee’s absence has extended beyond the normal healing period
for their condition, the individual and/or team responsible for managing claims
will contact WorkSafeBC to determine why this has occurred. This
communication will also be used to prompt WorkSafeBC’s Entitlement
Officer/Case Manager to review for any applicable cost relief/recovery
opportunities (see Section 6). Additionally, when there continues to be a
discrepancy between an Employee’s fitness for work, functional abilities,
recovery, and/or information provided by WorkSafeBC, the resort may consider
having an independent medical evaluation arranged to assist in the claim and
case management process.

TeksMed Claims Management Program
RMR partners with TeksMed to manage our Stay at Work or Return to Work
Policy. TeksMed’s program is called WorkAbility.
WorkAbility comes equipped with QuikCare - which provides prompt, private
health care if you miss work due to workplace injury or illness. If workplace
injury or illness prevents you from returning to your regular work, TeksMed and
RMR may offer you modified duties suited to your situation, which will help
you stay productive, avoid wage loss, and recover faster.

Emergency Response Plans
All employees must familiarize themselves with the Emergency Response Plans
in the ERP Manual in every department and available at Guest Services and Ski
Patrol so that you are aware of what to do during an emergency.
These plans include:
 Fire
 Injuries
 Blood borne pathogens
 Fatalities
 Spill response
 Natural Disasters (Wildfire, Avalanche, Wind and Lightning)
 Missing Workers
 Water Rescue
 Wildlife Encounters
 Lift Malfunction / evacuation
 Rope Rescue
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Power Outages
Fatigue Management
Bomb Threat
Explosives Emergency
Anti-bullying Policy
Robbery Prevention

Muster Points in an Emergency:
Building
Revelation Day Lodge

Muster Point
Gondola Mid Station

Maintenance Shop

Last Spike south of building

Guest Services Building

North Parking Lot 3

Gondola Base

Guest Services Building

Gondola Mid Station

Revelation Day Lodge

Gondola Top Station

Last Spike – South of Station

EMPLOYEE POLICY GUIDELINES
EMPLOYEE CODE OF CONDUCT
At Revelstoke Mountain Resort we understand that you are faced with a variety
of decisions every day in the work place. As an employer, we encourage you to
make the right decision based on good judgment. Every employee is expected to
treat their co-workers and guests in a fair and respectful manner.

Maintain confidentiality with all data or information that
belongs to the company
In the course of your work you may have access to information that is of a
private nature, either to guests or to the Company. You are not permitted
to write, discuss, or in any way communicate with any person or company,
information other than that developed and distributed to the public. This
includes and is not limited to:
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Payroll information
Employee information
Skier visit numbers
Incidents on RMR property
Revenues
Expenditure
Operating Procedures

These details are not to be given out under any circumstances. If he or she
does so in violation of this agreement, the employee will be subject to
disciplinary action, including but not limited to verbal warnings, written
warnings and termination of employment. Address any requests for
information that might be regarded as private to the General Manager.

Be Professional
It is imperative that you conduct yourself in a professional manner at all times.
Some examples include, but are not limited to:
 Arrive at work on time. Arrange your personal schedule and
responsibilities to avoid conflict so that you are able to apply your full
attention to serving our guests.
 Your appearance is a direct reflection on the resort. Dress in an
appropriate manner that adheres to the company uniform guideline.
Please refer to Company Uniform Guidelines.
 Conduct personal business and activity in your own time. Do not place
personal calls during work hours unless it is during your break.
Emergency and unavoidable situations are the only exceptions to this
policy. Do not use the internet for personal use while at work unless it is
during your break or you have been given prior permission from a
supervisor. This includes, but is not specific to, Facebook, Twitter, You
Tube, Craigslist etc. Please refer to Computer and Internet Acceptable
Use policy.

Use your best judgment when making decisions in the interest
of the company
Making the right decision and doing the right thing begins with our core
values and depends on your good judgment and actions. If you are unsure
of an appropriate action, we encourage you to take advantage of our open
door policy and seek advice from your supervisor. Some examples include,
but are not limited to:
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DO NOT make statements on behalf of the company, please direct the
person asking these questions to your supervisor unless directed
otherwise.
Using company logos, trademarks and copyrighted material for personal
use without first seeking permission.
Refrain from engaging in behavior or activity that will reflect negatively
on the Company which could lead to disciplinary action and/or
termination. This includes any activity undertaken on our social media
pages: materials, statements and/or misrepresentation of the company.
Selling products or services that compete with any of the Company’s
products or services without prior permission.
Inappropriate use of the company’s computer and internet systems
Please refer to Computer and Internet Acceptable Use Policy

Open Communications
We believe effective employee/employer
relationships are developed and maintained
through trust and “Open Communication”.
With regard to this basic principle, you may
talk freely and openly with any or all
members of the management team. You
need never hesitate and may be certain your
standing with the Company and your
supervisors will not be endangered in any
way.
Our “Open Communication” policy is not
intended to replace the normal channel of
communication with your immediate
supervisor. You will find your supervisors
ready and willing to discuss any matter,
personal or otherwise, that may be a source
of question, frustration or trouble. It is
anticipated that most difficulties will be
satisfactorily resolved in this way.

Q&A
I got a call from a
reporter wanting some
basic information on
our company. Can I
discuss the company
with him since it’s just a
local paper?
No. All questions about
the company must be
directed to your
supervisor to address.

If, after first talking with your supervisor, you are not satisfied, we encourage
you to bring the situation to the attention of your General Manager.
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Use of Alcohol or Drugs
Reporting to work while under the influence of any intoxicant is prohibited.
This includes alcohol, cannabis, illegal drugs or inappropriate use of prescription
medication. The sale or purchase of intoxicants outside of legal establishments
is illegal and strictly prohibited on RMR property.
If you have a prescription for smoking cannabis you must follow smoking rules
and regulations on all RMR property.
If you have a prescription that may inhibit your ability to do your job safely, you
are required to notify your supervisor, any medical information is confidential.

Mishandling Company Property
Employees who intentionally mishandle company property will be disciplined
and may be discharged. This includes theft and the misappropriation of guest,
employee, or Company property, or unauthorized removal of any of the above
including ‘lost and found’ items.

Terrain Park
Use of the terrain park during working hours is prohibited. Any RMR employee
caught skiing/boarding in this area without authorization will result in
termination of employment.

Lost & Found
All found items are to be turned in to Guest Services the same day they are
found. Departments that are unable to turn in found items each day will be
required to call in the items with a description and where/when it was found to
Guest Services as guests will be looking for lost items shortly after losing them.
Items are recorded daily on the lost and found data sheet and assigned an
inventory number.
If it is discovered that a staff member has kept items found for themselves, they
will be charged with theft and their employment will be terminated.

Personal Property
Be aware that personal property brought on to company property is the
responsibility of the employee.
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DISCIPLINARY PROCESS
Purpose
Revelstoke Mountain Resort is committed to administering a progressive
discipline process when corrective action is needed to improve an employee’s
behavior, action or performance. The company will administer this process in a
consistent and equitable manner.

Responsibilities
Revelstoke Mountain Resort will ensure that company employees receive
adequate direction, instruction and training in carrying out their duties in a safe
and effective manner. Employees will be held responsible for following
company rules and safety procedures and taking direction from their supervisor.

Application
RMR recognizes that for most employees, counseling and coaching from their
supervisor is usually enough to keep their performance on track. However, for
certain incidents or for repeat violations of company policies, procedures or
instructions, a more formalized procedure must be followed. Disciplinary action
is intended to correct behavior and improve performance when other methods
have failed. The company will carefully consider all the factors involved before
implementing the disciplinary process.

Process
When disciplinary action is being considered, the company will review the
employees work record, previous discipline and past work performance before
any degree of disciplinary action is taken. The progressive discipline process
will include:
Step 1 – Verbal Warning
Step 2 – Written Warning
Step 3 – Temporary Suspension without pay
Step 4 – Termination
The supervisor has significant discretionary power in this process and will be
held accountable to ensure consistent discretionary decisions are made.
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UNIFORM GUIDELINES
Everyone
Your personal appearance and hygiene affects guest and co-worker relations.
RMR’s image standards require employees to be conservatively dressed, neat and
clean.
Employees are expected to either wear the Company prescribed uniform for their
department or to dress in a manner suitable to the job duties assigned to them. If
you report for work inappropriately dressed or groomed, a supervisor may request
you to correct the problem before continuing to work and may result in
disciplinary action. Anyone requesting waivers on any of these guidelines must
get approval from their Manager.
NO TOQUES are to be worn by indoor staff. The RMR BRANDED HAT
provided by the company IS acceptable.
Listed below are the overall RMR Uniform Guidelines. Each department has
specific requirements they enforce. If you have any questions, please see your
Supervisor. Management reserves the right to determine what an acceptable
appearance is.
Clothing: If clothing is soiled, unprepared, in need of repair, or that might create
a safety hazard it is considered inappropriate and is prohibited.
Jewelry: Keep jewelry to a minimum, project a professional image, as per your
department’s standards
Hair: Keep your hair clean, neatly styled, colored in natural shades, and
conservatively combed while in the workplace. If your hair is longer then shoulder
length it may need to be tied back. Facial hair should be well trimmed and
unobtrusive.
Facial Hair: Male employees will be permitted to wear full beards, mustaches,
and goatees while employed at RMR. In order to comply with appearance
standards: male employees must have full grown facial hair on the date they begin
work. They may not grow a beard, mustache, or goatee at any time during their
active employment term. However, growing of beards, mustaches, etc. is
permitted during times of shutdown, vacation, and shoulder seasons. Therefore,
those employees that do not have full beards, goatees, or mustaches must remain
clean-shaven. All beards, mustaches, and goatees must be neatly trimmed daily.
Mustaches must not extend below the upper lip or exceed more than one half inch
in thickness, must be neatly tapered on the ends and not present a bushy
appearance. Sideburns are permitted if neatly trimmed. Management reserves
the right to determine what an acceptable appearance is.
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Hygiene: Employees should bathe, deodorize and maintain proper oral hygiene
prior to coming to work. Use of strong perfumes or colognes is not permitted.
Nails should be clean and trimmed.
Body language: Your posture and body language give guests an important first
impression. Look like the professional you are. Make eye contact, smile, and
greet them in a warm friendly manner.
Name badge: Name tags are to be worn on the left side of your uniform. Please
keep it clean. Should you require a new name tag, please contact your Department
Head. You may be responsible for purchasing the replacement.
Shoes: You must wear the appropriate closed toed shoes or boots for your job’s
activities.
Pants: Must be clean and appropriate to your station. Use your best judgment.
Tattoos: All tattoos are to be covered.
Helmet Usage: In an effort to continuously promote safe skiing and riding, ALL
RMR STAFF ARE REQUIRED TO WEAR A HELMET WHILE ON DUTY. It
is highly recommended that helmets be used by all ages of guests and team
members while skiing and snowboarding at all times.

WORKPLACE BULLYING AND HARASSMENT POLICY
Bullying and Harassment
Any inappropriate conduct or comment by an individual towards an employee that
caused or has the potential to cause that employee to be humiliated or intimidated.
RMR policy applies to harassment by Supervisors, co-workers, guests, suppliers,
or anyone else you encounter while doing your job. The harassment may be at or
away from the workplace, during, or outside work hours.

Discrimination
In accordance with the Human Rights Code of British Columbia [RSCB 1996]
(Chapter 210), discrimination occurs when someone is treated differently and/or
poorly because of one of the following:
Bullying and harassing behaviors include:




Verbal aggression or
yelling
Humiliating actions or
practices
Hazing






Spreading malicious
rumors
Using derogatory names
towards someone
Race
Color
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Ancestry
Place of Origin
Political Belief
Religion
Age
Sex
Sexual Orientation
Family or Marital Status




Disability, Physical or
Mental
Conviction of a criminal
or summary conviction
offence that is unrelated
to the employment or to
the intended employment
of that person

Reporting Bullying or Harassment
If you are being bullied or harassed:
 Inform the person perpetuating the actions immediately that their
actions are not acceptable to you as soon as they start to occur. This
may also prevent the act from escalating and possibly becoming
dangerous.
 It is important to keep a record of dates and times where you have
spoken to the person who has committed the act of bullying or
harassment and inform your manager/supervisor.
Where bullying or harassment has either continued to occur after a conversation
with the individual or was extreme or dangerous in nature, employees are required
to report it immediately.






Speak with your supervisor/manager or with Human Resources
Write out a statement detailing the incident(s)
Where it is determined that the person has contravened the law, the
appropriate authorities will be contacted.
Employees that submit a report or complaint of bullying or harassment
shall not be subject to any form of reprisal or retaliation as a result of
the complaint.
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Investigating Reports of Bullying and Harassment
Once a written complaint has been received, RMR will complete a thorough
investigation in a timely manner.
The investigation will include:
 Informing the respondent of the complaint;
 Interviewing the complainant, any person involved in the incident, and
any identified witnesses.
 Interviewing any other person who may have knowledge of the
incidents related to the complaint or any other similar incidents.
A copy of the complaint, detailing the complainant's allegations, will then be
provided to the respondent(s).








The respondent is invited to reply in writing to the complainant's
allegations and the reply will be made known to the complainant before
the case proceeds further.
The Company will do its best to protect from unnecessary disclosure
the details of the incident being investigated and the identities of the
complaining party and that of the alleged respondent.
During the investigation, the complainant and the respondent will be
interviewed along with any possible witnesses. Statements from all
parties involved will be taken and a decision will be made.
Where it is determined that harassment has occurred, a written report of
the remedial action will be given to the employees concerned.

All documents related to the formal investigation will be maintained in a sealed
envelope within a locked cabinet. The documentation will be kept by Revelstoke
Mountain Resort for a period of no less than two (2) years* after the respondent
terminates their employment.

Disciplinary Actions
If the findings of the investigation indicate that a violation of the Workplace
Bullying and Harassment Policy has occurred, immediate and appropriate
disciplinary action, up to and including dismissal, shall be administered. Other
corrective actions may include an employee transfer (where the complainant
desires the transfer, it shall be provided to them but in all other cases, the
respondent will be transferred).
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Appeal Process
If the aggrieved or respondent have worked with the process and feel that it has
failed at some point, or that the corrective action is not consistent with the
incident(s) that led to the original complaint, an appeal process is in place. The
employee must complete a written complaint form and submit it to Senior
Management.

Fraudulent or Malicious Complaints
If it is determined by the company that any employee has knowingly made false
statements regarding an allegation of bullying and harassment, immediate
disciplinary action will be taken.

Providing Support
Revelstoke Mountain Resort is committed to the well-being of all of our
employees, as such where there has been an incident of bullying or harassment
we will ensure that the necessary support is provided to employees.
For more information see
www.worksafebc.com/Topics/BullyingAndHarassment
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COMPUTER AND INTERNET ACCEPTABLE USE
Although not exhaustive or limiting, the following list is deemed unacceptable
use or behavior:

















Visiting internet sites that contain or otherwise accessing obscene,
hateful, pornographic or other illegal material,
Transmission of material in violation of any federal or provincial
regulation. This includes, but is not limited to, copyrighted material,
illegal, threatening, harassing, violent or obscene material, and matters
protected by trade secret,
Altering or removing computer files not belonging to the user,
installing unlicensed software, creating links to inappropriate materials,
vandalism of any kind, unauthorized access to or modification of
internal or external network files, systems, devices or appliances,
Use for commercial activities, product advertisement or political
lobbying,
Using the internet or personal devices for anything other than business
use unless on a break or with permission from a supervisor,
Engaging in online behavior or activity that reflects negatively on the
company,
Create or transmit defamatory material including, but not limited to,
any activity undertaken on our social media pages such as Facebook,
Twitter or YouTube,
Publishing material that might be considered a breach of employee
privacy and confidentiality,
Undertaking deliberate activities that waste staff effort or networked
resources,
Knowingly or unknowingly introducing any form of computer malware
into the corporate network,
Publishing material online or elsewhere that mentions Revelstoke
Mountain Resort/Selkirk Tangiers Heli Skiing and/or our current and
potential products, employees, partners, guests and competitors,
without identifying that you are an employee of the company and that
the views expressed online are yours alone and do not represent the
views of the company,
Circumventing or attempting to circumvent security or filtering
systems,
Using a time clock, time management or time recording system for any
purpose other than to accurately schedule or record your own
attendance.
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Monitoring
Revelstoke Mountain Resort accepts that the use of the Internet is a valuable
business tool, however the misuse of this facility can have a negative impact
upon employee productivity and the reputation of the business. The company
maintains and exercises the right to monitor and store the type, use, content &
volume of internet, email, server and network traffic.

Q&A
Is personal information on my work computer private?
No. While limited personal use of our equipment is allowed, the
company may monitor equipment and systems and you should have
no expectation of privacy while using such systems.

Accountability/Responsibility
Failure to comply with these guidelines will result in disciplinary procedures
ranging from verbal and written warnings, through to dismissal as determined by
the employee’s direct supervisor.

Key Points of RMR Payment Card Industries (PCI)
Information Security Standard
The more we rely on technology to collect, store and manage information, the
more vulnerable we become to credit card fraud and numerous security threats
and breaches. Human errors, hacker attacks and systems malfunctions could
cause great financial damage and jeopardize a company’s future.
For this reason. We have implemented a number of security measures and
instructions to help mitigate security risks.
This Payment Card Industries (PCI) Security Standard policy applies to all our
employees, contractors, volunteers and anyone who has permanent or temporary
access to company systems and hardware.
Below are some of the key elements of the policy. The full policy is available
from your Supervisor or you can view the full policy at:
http://bit.ly/2RsaY0u
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Confidential Data
Confidential Data is secret and valuable. Common examples are:
 Unpublished financial information
 Data of customers/partners/vendors
 Customer lists (existing and prospective)
 Guest Waivers, Incident reports, Reservation Forms
All employees are obliged to protect this data. This policy outlines the measures
to be taken to avoid security breaches.

Protect personal and company devices
Using digital devices to access company emails and accounts introduces security
risk to the data. We advise all employee keep their personal and company
devices secure.

Keep emails safe
Emails often attract scams and malicious software. To avoid virus infections or
data theft, we instruct employee to:
 Avoid opening attachments and clicking on links when the contact is
not adequately explained
 Check email and names of people they received a message from to
ensure they are legitimate
If an employee isn’t sure that an email they received is safe, always refer to a
company IT specialist.

Password Protection
Password leaks are dangerous since they can compromise the entire
infrastructure. Not only should passwords be secure so they won’t be easily
hacked, but they should also remain secret. For this reason, we advise our
employees to:
 Choose passwords with at least 8 characters and avoid easily guessed
combination.
 Remember passwords instead of writing them down. If employees need
to write their passwords, they are obliged to keep paper or digital
document confidential and destroy it when their work is done.
 Employees are not allowed to share passwords without their manager
approval only when absolutely necessary, preferably in person or by
phone.
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Transfer data securely
Transferring data introduces security risk. Employees must:
 Avoid transferring sensitive data to other devices or accounts unless
absolutely necessary. When mass transfer of such data is needed, we
request employees to ask our IT specialists for help
 Share confidential data over the company network and not over public
Wi-Fi or private connection.
 Ensure that the recipients of the data are properly authorized and have
adequate security policies.
 Report scams, privacy breached and hacking attempts to IT
departments

IT Infrastructure










All USB connections have to be blocked and will be accessible for
authorized users with a password
90 days password change for all users is mandatory.
No guests, friends or former employees are allowed in the back
office/work computers.
No guest information saved outside password protected folders
No employee are allowed to connect their electronic gadget, laptop or
personal computer to RMR network
Users must log out of their computers when they step away from it
regardless of the time away from it
Access to internet on property is to be limited to direct guest needs. IT
to monitor and track internet browsing history
Do not share your Wi Fi password with anybody.
All team members with access to company computers must do the
Online Security Training as a mandatory part of orientation

Software




Keep your operating system and security suite program updated.
Cloud based applications access is limited to users, approved by IT
administrator and manager.
RTP users must logout of Session every time they leave the station
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Remote employees
Remote employee must follow this policy’s instructions too. Since they will be
accessing company accounts and systems from a distance, they are obliged to
follow all data encryption, protection standards and setting and ensure their
private network is secure.

Other sources of confidential data







Waivers, reservation forms, incident reports, bookings, contracts,
reports and other paperwork which contains confidential information
must be stored behind 2 locks with access limited to department
manager and supervisor.
Any scrap paper with confidential information can’t be left unattended
and must be shredded once transaction is completed.
If taken by phone, Guest's credit card must be authorized or charged via
Chip. If Guest doesn’t know PIN for chip or provided code doesn’t
work, a different form of payment must be requested
If stored electronically credit card information must be encrypted.
All credit card transactional slips, cash out and other financial reports
must be stored behind 2 locks with limited access by authorized
persons

By signing the Employee Agreement/Acknowledgement, you
are confirming that you have read, understood and agree to
abide by the guidelines of this policy.
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ABOUT OUR MOUNTAIN
Vertical
Lift Top Elevation (The Stoke Chair)
Bottom Elevation (Sutton Place)
Sub Peak Elevation
Mt. Mackenzie Summit

1,713 meters
2,225 meters
512 meters
2,340 meters
2,466 meters

Terrain Breakdown

1,263 hectares
3,121 acres
7% beginner
45.5% intermediate
47.5% advanced
15.2 km
5 bowls
14 acres, Under Stoke Chair at Tower #11

Longest Run
Bowls
Terrain Park
Revelation Gondola
The Stoke

The Ripper

5,620 feet
7,300 feet
1,680 feet
7,677 feet
8,058 feet

Two 8 passenger Leitner-Poma gondolas
1,170 vertical meters 3,839 vertical feet
4 passenger Leitner-Poma high speed chairlift
632 vertical meters 2,073 vertical feet
4 passenger Leitner-Poma high speed chairlift
500 vertical meters
1,640 vertical feet

Little Bit
Turtle Creek

Magic Carpet conveyor lift, 300 feet, located at mid-mountain
Magic Carpet conveyor lift, 400 feet, located at the village base

The Pipe

Mountain Coaster, 1.4 kms long, 279m/915ft vertical drop, top
speed 42kms/hr, Average ride time 2:45–4 minutes MidMountain lodge to Revelation gondola base. Open May-October.

Annual Snowfall:
Hours of Operation:

34feet
Skier Services half hour before & after lift hrs.

www.revelstokemountainresort.com www.selkirk-tangiers.com
www.seerevelstoke.com
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